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Introduction

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 policy-making and school closures; and
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 Administrative Procedures Manual must be entirely consistent with this Board
Policy 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 Procedures Manual as well as any other handbooks/manuals referenced
are always the most current documents available.
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POLICY MANUAL
POLICY 1

DISTRICT FOUNDATIONAL STATEMENTS
Mission Statement
To enable each student to learn in a safe,
engaging and inclusive environment.

Vision Statement
A place where students love to learn.

Value Statements
Collaboration

We value purposeful relationships where we choose to cooperate in order to
achieve shared goals and consider each other in our decisions and actions.

Engagement

We value meaningful, purposeful, and relevant learning.

Equity

We value fair treatment and the removal of barriers to learning,
achievement, and the pursuit of excellence for all.

Inclusion

We value learning where all people are welcomed, respected, and
supported.

Innovation

We value curiosity, inquiry and creativity.

Integrity

We value being ethical, principled and honest in our words and actions.

SD No. 40 (New Westminster)
Adopted: May 29, 2018
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POLICY MANUAL
POLICY 2

ROLE OF THE BOARD
As the corporate entity established by provincial legislation and given authority by the School
Act and attendant Regulations and the corporate body elected by the electors that support New
Westminster School District No. 40, the Board of Education shall provide overall direction and
leadership to the District. It is accountable for the provision of appropriate educational programs
and services to resident students of the District and non-resident enrolled students 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. The
Board has natural person powers in carrying out its role.
Specific Areas of Responsibility
1. Accountability to Governments
The Board shall:
1.1

Act in accordance with all applicable requirements of federal and provincial legislation.

1.2

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

2. Accountability to and Engagement of Community
The Board shall:
2.1

Within available resources make decisions that address the needs and demands of the
district.

2.2

Establish processes and provide opportunities for community engagement.

2.3

Report District outcomes to the community at least annually.

2.4

Develop procedures for and hear appeals as required by statute and/or Board policy.

2.5

Meet as deemed appropriate with municipal governments and other educational/public
service or business governing authorities to achieve educational ends.

2.6

Model a culture of respect and integrity.

Modification to this document is not permitted without prior written consent from SD No. 40 (New Westminster)
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Strategic Planning
The Board shall:
2.7

Provide overall direction for the District by establishing foundational statements.

2.8

Annually approves District priorities and key results and the District’s strategic
directions.

2.9

Annually evaluate the effectiveness of the District in achieving established priorities
and key results.

3. Policy
The Board shall:
3.1

Identify how the Board is to function.

3.2

Delegate authority to the Superintendent and define commensurate accountabilities.

3.3

Identify the purpose to be achieved and the criteria for any new policies.

3.4

Make the final decision as to the approval of all policy statements.

3.5

Develop/assess/revise policies as required to ensure intended results are being
achieved and that policies are consistent with legislation.

3.6

Ensure motions which are intended to have continuing effect are integrated into
existing or new policy statements.

3.7

Review all policies at least once in a term of office.

4. Board/Superintendent Relations
The Board shall:
4.1

Select the Superintendent.

4.2

Provide the Superintendent with clear corporate direction.

4.3

Delegate in writing, administrative authority and identify responsibility subject to the
provisions and restrictions in provincial legislation and regulations.

4.4

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

4.5

Annually review Superintendent compensation.

4.6

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.

Modification to this document is not permitted without prior written consent from SD No. 40 (New Westminster)
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5. Political Advocacy
The Board shall:
5.1

Make decisions regarding British Columbia School Trustee Association and British
Columbia Public Sector Employees’ Association issues.

5.2

Advance District positions and priorities through relevant provincial organizations and
associations.

5.3

Act as an advocate for public education and the District.

5.4

Develop an annual plan for advocacy including focus, key messages, relationships and
mechanisms.

5.5

Promote regular meetings and maintain timely, frank and constructive communication
with locally elected officials including representation on municipal committees.

5.6

Arrange meetings with elected provincial government officials to communicate and
garner support for education.

6. Board Development
The Board shall:
6.1

Annually evaluate the Board’s effectiveness as per Appendix B.

6.2

Annually develop a Board development plan aligned with District priorities.

7. Fiscal Accountability
The Board shall:
7.1

Approve budget process and timelines at the outset of the budget process.

7.2

In collaboration with the Superintendent, identify budget assumptions and draft
priorities to be used in the creation of the annual operating budget.

7.3

Approve the annual budget and allocation of resources to achieve desired results.

7.4

Annually approve the District’s updated Five Year Capital Plan.

7.5

Annually appoint or reappoint the auditor and approve the terms of engagement.

7.6

Review annually the audit report and management letter and specify those
recommendations to be implemented by the Superintendent.

7.7

Approve the annual audited financial statements.

7.8

Make decisions regarding ratification of memoranda of agreement with bargaining
units.

7.9

Approve the acquisition and disposition of District land and buildings.

7.10 Approve tender selection for contracts over two hundred and fifty thousand dollars
($250,000).
Modification to this document is not permitted without prior written consent from SD No. 40 (New Westminster)
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7.11 Approve construction projects in excess of five hundred thousand dollars ($500,000).
7.12 Approve annual amended budget
7.13 Monitor the fiscal management of the District through receipt of monthly financials and
quarterly accountability reports including variance analyses and year-end projections.
7.14 Approve borrowing for capital expenditures within provincial restrictions.
7.15 Approve transfer of funds to/from reserves.
7.16 Acquire and dispose of land and buildings; ensure titles to or enforceable long-term
interests in land are in place prior to capital project construction.
7.17 Annually approve signing authorities for the District.
Selected Responsibilities
1. Approve annual district calendar in accordance with legislation and collective agreements
2. February consultation and March approval.
3. Approve Board Authority Authorized Courses.
4. Approve the naming of educational facilities and land.
5. Recognize students, staff and community members.
6. Hear unresolved student or staff complaints of discrimination or harassment that cannot be
heard by the Superintendent.
7. Approve parameters for negotiations after soliciting advice from the Superintendent and
ratify Memoranda of Agreement with Bargaining units.
8. Annually Review and approve Board compensation and expense rates.
9. Approve catchment areas for schools and special programs.
10. Approval of and cessation of academies and programs of choice.
11. Approval of field trips outside of mainland North America.

SD No. 40 (New Westminster)
Adopted: May 30, 2017
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Policy Manual
POLICY 2 – Appendix A

BOARD ANNUAL WORKPLAN
September
Regular Board Meeting Agenda Items
• Approve Annual Board Work Plan – Education Committee
• Review audit report and management letter – Operations Committee
• Approve the audited financial statements and review audit reports - Operations
• Approve appointment or reappointment of auditor - Operations
• Consider Motions to BCSTA - Operations
• Receive Executive Compensation Disclosure Statement
Events
• Orange Shirt Day – September 30
• Recognize World Teachers’ Day – October 5
October
Regular Board Meeting Agenda Items
•
•
•

Review Strategic Direction
Surplus Appropriation Approval
Review Class Size Report

Events
• CANCELLED due to COVID-19 - Represent Board at BCPSEA Symposium
(November 2-3, 2020)
• Represent Board at BCSTA Provincial Council Meeting (October 23-24, 2020)
• BCSTA Trustee Academy (November 26-28, 2020)
• World Teachers’ Day – October 5
November
Regular Board Meeting Agenda
•
•
•
•
•
•

Review International Program Report – Education Committee
Review and Approve Board Authorized Courses - Education
Approve Budget Development Process and Timelines – Operations Committee
Receive Statement of Financial Information (SOFI) Report
Elect Chair/Vice-Chair
Chairs Annual Report

Events
• BCSTA Trustee Academy (November 26-28, 2020)
• Remembrance Day Ceremonies, November 11

Modification to this document is not permitted without prior written consent from SD No. 40 (New Westminster)
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December
Regular Board Meeting Agenda Items
• Receive School Learning Plans to be presented to the Board annually by the
Superintendent
• Approve trustee school liaison assignments
• Make Trustee appointments to committees and community liaison groups
Events
•

Discover New Westminster Schools 2021 – January 11, 2021
January

Regular Board Meeting Agenda Items
• Review Career Programs Report - Education
• Review Recommended 2-year District Calendar – Education
• 2021-2022 Budget Process Update – Operations (ongoing)
• Review Board Policy Handbook
• Provide direction through our Board representative to BCSTA Provincial Council Meeting
regarding provincial policy matters
• Review policy positions for submission to BCSTA Annual General Meeting
• Distributed Learning & Continuing Education Report – Board
Events
•
•
•

Discover New Westminster Schools 2021 – January 11, 2021
Represent Board at BCPSEA AGM (January 30-31, 2021)
Represent Board at BCSTA Provincial Council Meeting (February 19-20, 2021)
February

Regular Board Meeting Agenda Items
•
•
•
•
•

Review Student Learning/Welfare Accountability Report – reference Policy 12 –
Education Committee
Approve Amended Budget for Current Fiscal Year
2021-2022 Budget Process Update – Operations (ongoing)
Review Report on Aboriginal Education Including Progress Update on Implementation of
the Truth and Reconciliation Commission’s Calls to Action – Operations
Report on Committees – SD40 Staff Representative

Events
•
•
•

Aboriginal Education Report – Student Welfare Report
BCSTA Provincial Council Meeting – February 19-20, 2021
Pink Shirt Day – February 24

Modification to this document is not permitted without prior written consent from SD No. 40 (New Westminster)
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March
Regular Board Meeting Agenda Items
•
•

Approve District Calendar
2020-2021 Budget Process Update – Operations (ongoing)

Events
• Attend and participate in BCSTA Provincial Council & AGM – April 15-18, 2021
• District Volunteer Recognition – April 18-24, 2021
• Recognize Administrative Professionals’ Day – April 21, 2021
• National Day of Mourning – April 28
April
Regular Board Meeting Agenda Items
•
•

Approve Budget for upcoming fiscal year
Approve Calendar for Board and Committee meetings

Events
•
•
•
•

Attend and participate in BCSTA Provincial Council & AGM – April 15-18, 2021
District Volunteer Recognition – April 18-24, 2021
Administrative Professionals’ Day – April 21, 2021
National Day of Mourning – April 28
May

Regular Board Meeting Agenda Items
• Superintendent/CEO evaluation and Board evaluation
• Approve school fees
• Approve terms of engagement with auditor and audit plan
• Review Sexual Orientation and Gender Identity (SOGI) Report
• Review Sanctuary Schools Report
• Review 5-year Capital Plan – In-Camera Board
Events
June
Regular Board Meeting Agenda Items
• Approve 5-year Capital Plan & Bylaw
• Approve Annual Facilities Grant Spending Plan
• Receive Audit Planning Report
• Review/Approve signing authorities
Events
• Host employee Retirement Dinner Ceremony

Modification to this document is not permitted without prior written consent from SD No. 40 (New Westminster)
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•

July/August
Meetings to be scheduled as needed

•
•
•
•
•
•
•
•
•
•
•
•
•
•

As Required
Attend trustee development/orientation sessions
Attend Board Liaison meetings as outlined in the Trustee calendar
Attend school functions (as invited)
Represent Board at BCSTA Metro Branch Meeting
Advance Board Positions through BCPSEA
Meetings with elected officials
Hear appeals as needed
Review the District Strategic Plan
Make disbursements from Capital Reserve Fund
Approve tender selection for contracts
Declare facilities surpluses to general school needs
Approve disposition and acquisition of real property (lands and buildings)
Ratify memoranda of agreement with bargaining units
Ratify Collective Agreements

•
•
•
•

Monthly/Quarterly
Operations Update (capital projects, legal, contracted management services, financial
variances, budget updates and significant tendering awards) (Monthly Operations)
Human Resources Update (Staffing) (Monthly Board In-Camera)
Non-Replacement Data (Staffing) (Quarterly Operations)
Student Withdrawal & New Registration Report (Quarterly In-Camera & Open Board)

Legal Reference:
Sections 65, 74, 74.1, 75, 75.1, 76.1, 76.3, 76.4, 77, 79.2, 82, 82.1, 84, 85, 86, 96,
112, 112.1, 113, 145, 147, 158 School Act

SD No. 40 (New Westminster)
Adopted: May 30, 2017

Revised: September 29, 2020
September 24, 2019
September 25, 2018
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POLICY MANUAL
POLICY 2 – Appendix B

FACILITATED BOARD SELF-EVALUATION PROCESS
Process
The annual externally facilitated Board self-evaluation process shall be completed subsequent
to the Superintendent evaluation process described in the appendixes 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 a Board 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 do we perceive we are performing as a corporate entity in terms of fiduciary,
strategic, generative and ethical governance?
5. How would we rate our Board-Superintendent relations?
6. How well have we adhered to our governance policies?
7. What have we accomplished this past year? How do we know?
8. What actions shall the Board take during the next year to become more effective?
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.

Modification to this document is not permitted without prior written consent from SD No. 40 (New Westminster)
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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 an excellent 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
School Act and the attendant Regulations. The Board exercises its authority through a
democratic process.
The duty of the Board is to represent its electors and advocate for publicly funded education in a
broader context.
The Board is charged with the responsibility of providing, for its students and their
parents/guardians, 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.

Facilitated Self-Evaluation of Performance
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 district, 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, In-camera, 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 responses to a Role of the Board questionnaire
completed by all trustees.
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 responses to a Board Interpersonal Working
Relationships questionnaire completed by all trustees.

Modification to this document is not permitted without prior written consent from SD No. 40 (New Westminster)
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Part 3: The Board is elected for a four-year term. One key role is to represent the electorate
within the boundaries of the district and effectively communicate to the electorate between
elections in a manner, which creates accountability and builds confidence in the work of the
Board.
Evaluation Tool: Collect, collate and analyze responses to a Communications/Representation
questionnaire completed by all trustees.
Part 4: Boards have fiduciary, strategic and generative governance roles. All must be performed
in an ethical manner.
Evaluation Tool: Collect, collate and analyze responses to a Readiness for Governance
questionnaire completed by all trustees.
Part 5: 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 responses to a Board/Superintendent
questionnaire completed by all trustees.
Part 6: The Board’s Policy role is critical to provide direction for the district, 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: Review the schedule of policy review to ensure the entire Handbook is
subjected to review and revision once per term of office, 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.
Part 7: 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.

Modification to this document is not permitted without prior written consent from SD No. 40 (New Westminster)
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Part 8: Board approves of the directions to be taken during the next evaluation period to
strengthen Board functioning.
Part 9: Board assesses success or lack thereof addressing the positive path forward (PPF)
approved as a result of the last evaluation and includes any required actions in the current PPF.
Part 10: Board reviews the process tools and process structure and identifies any changes
desired for the next evaluation period.
Part 11: Board approves the Positive Path Forward (PPF) by formal motion.
Note in the second and 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

SD No. 40 (New Westminster)
Adopted: May 30, 2017
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POLICY MANUAL
POLICY 3

ROLE OF THE TRUSTEE
Trustees are elected in accordance with the Local Government Act.
The role of the trustee is to contribute to the Board as it carries out its legislated mandate. The
oath of office taken by each trustee when they assume office binds that person to work diligently
and faithfully in the cause of public education. A trustee must first and foremost be concerned
with the interests of the school board.
The Board of Education is a corporation. The decisions of the Board, in a properly constituted
meeting, are those of the corporation. The School Act gives no individual authority to trustees.
As members of the corporate Board, trustees are accountable to the public for the collective
decisions of the Board, and for the delivery and quality of educational services. A trustee must
serve the community as an elected representative, but the trustee’s primary task is to act as a
member of a corporate Board. School board trustees collectively and individually have a public
duty to carry out their responsibilities and the work of the school board in good faith and with
reasonable diligence. Trustees have one overarching responsibility – a shared public duty to
advance the work of the school board. A trustee’s fiduciary duties are owed to the school board
(not to themselves, their family or friends) which is, in turn, accountable to the electorate.
A trustee who is given corporate authority 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 District.
•

The Board shall indemnify a trustee in accordance with Policy 20 Indemnification By-Law

Specific Responsibilities of Individual Trustees
The trustee shall:
1. Become familiar with District policies and procedures, meeting agendas and reports in order
to participate in Board business.
2. Support a majority vote of the Board to advance the work of the board and monitor progress
to ensure decisions are implemented.
3. Refer governance queries, issues and problems not covered by Board policy to the Board
for corporate discussion and decision.
4. Refer administrative matters to the Superintendent.
5. 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 District Office personnel and will inform the
Superintendent or designate of this action.
Modification to this document is not permitted without prior written consent from SD No. 40 (New Westminster)
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6. Keep the Board and the Superintendent informed in a timely manner of all matters coming to
his/her attention that might affect the District.
7. Provide the Superintendent with counsel and advice, giving the benefit of the trustee’s
judgment, experience and familiarity with the community.
8. Attend meetings of the Board; participate in, and contribute to, the decisions of the Board in
order to provide the best solutions possible for the education of children within the District.
9. Attend committee meetings or meetings as a Board representative, as assigned, and report
to the Board in a timely manner.
10. When delegated responsibility, will exercise such authority within the defined terms of
reference in a responsible and effective way.
11. Participate in Board/trustee development sessions so that the quality of leadership and
service in the District can be enhanced.
12. Share the materials and ideas gained from a trustee development activity with fellow
trustees at the next available opportunity.
13. Stay current with respect to provincial, national and international educational issues and
trends.
14. Strive to develop a positive and respectful learning and working culture both within the
Board and the District.
15. Attend District or school functions when invited and when possible.
16. Continue to carry out duties with integrity and responsibility during an election period.
17. Become familiar with, and adhere to, the Trustee Code of Conduct.
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 approved plans.
The Board believes an orientation program is necessary for effective trusteeship.
1. The District will offer an orientation program for all trustees following an election that
provides information on:
1.1

Role of the trustee and the Board;

1.2

Organizational structures and procedures of the District;

1.3

Board policy, agendas and minutes;

1.4

Existing District initiatives, annual reports, budgets, financial statements and longrange plans;

Modification to this document is not permitted without prior written consent from SD No. 40 (New Westminster)
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1.5

District programs and services;

1.6

Board’s function as an appeal body;

1.7

Statutory and regulatory requirements, including responsibilities with regard to conflict
of interest; and

1.8

Trustee remuneration and expenses.

2. The District will provide financial support for trustees to attend British Columbia School
Trustees Association sponsored orientation seminars.
3. The Board Chair and Superintendent are responsible for ensuring the development and
implementation of the District’s orientation program for trustees. The Superintendent shall
ensure each trustee has access to the Board Policy Handbook and Administrative
Procedures Manual at the organizational meeting following a general election or at the first
regular meeting of the Board following a by-election.
4. Incumbent trustees are encouraged to help newly elected trustees become informed about
history, functions, policies and procedures.

Legal Reference: Sections 49, 50, 52, 65, 85 School Act
Local Government Act

SD No. 40 (New Westminster)
Adopted: May 30, 2017
Modification to this document is not permitted without prior written consent from SD No. 40 (New Westminster)
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POLICY MANUAL
POLICY 4

TRUSTEE CODE OF CONDUCT
The Board commits itself and its members to conduct which meets the highest ethical
standards. All personal interactions and relationships shall be characterized by mutual respect,
which acknowledges the diversity, dignity and worth of each person.
Specifically
Trustees shall:
1. Carry out their responsibilities as detailed in Policy 3 – Role of the Trustee with reasonable
diligence.
2. 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. Trustees shall not divulge the contents of closed (in-camera) meetings,
recognizing that a disclosure could seriously harm the Board’s ability to conduct its
business.
3. Be fully conversant with Section 55 and 60 of the School Act. Disclose in open meeting
prior to discussion of the subject matter, which may place the trustee in conflict, the nature
of any pecuniary interest, and may leave the room. In addition, such a trustee in conflict
shall not discuss the matter outside the meeting with other trustees and shall not exert
influence on the decision in which the trustee has a conflict of interest. The trustee is
responsible for declaring himself/herself to be in possible conflict of interest, however, it is
the fiduciary duty of all trustees, the Superintendent and the Secretary-Treasurer to protect
the Board and they have a duty to point out apparent, potential or perceived conflict of
interest when it appears. Additionally, a trustee may request guidance from other trustees or
the Board on this matter. Such declaration of conflict of interest shall be recorded in the
minutes of the meeting and the trustee shall not in any way contact or discuss the
associated topic at any time outside the Board table.
4. Not use their influence to obtain employment within the District for family members or friends
and will not use their position for personal advantage or the advantage of friends and/or
family.
5. Abide by the policies of the Board, all applicable legislation and regulations, in particular the
School Act, the Oath of Allegiance and the Oath of Office.
6. Respect and abide by the majority decisions made by the Board in legally constituted
meetings.
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7. Endeavour to work with fellow Board members in a spirit of harmony and cooperation in
spite of differences of opinion, which may arise during debate.
8. Ensure fiduciary responsibility supersedes any conflicting loyalty such as that to advocacy or
interest groups and membership on other Boards or staffs.
9. Represent the Board in all Board-related matters with proper decorum and respect for
others.
10. Use discretion at all times to minimize the impression that the individual trustees’ statements
reflect the corporate opinion of the Board.
11. Ensure the use of electronic devices is for the purposes of the meeting.
12. Refrain from engaging in private communications while at Board meetings.
13. Consequences for the failure of individual trustees to adhere to the Trustee Code of
Conduct are specified in Policy 4 Appendix A – Trustee Code of Conduct Sanctions.

Legal Reference: Sections 49, 50, 55, 56, 57, 58, 59, 62, 65, 85, 94, 95 School Act
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POLICY MANUAL
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.
Conciliatory Measures
2. Normally a trustee who believes that a fellow trustee has violated the Code of Conduct is
encouraged to seek resolution of the matter through appropriate conciliatory measures prior
to commencing an official complaint under the Code of Conduct.
3. Conciliatory measures shall include:
3.1

The trustee who believes a violation has occurred will engage in an individual private
conversation with the trustee affected.

3.2

Failing resolution through the private conversation, the parties will engage the Board
Chair, Vice-Chair or designate to gain resolution. If the concern is with the Board
Chair, the concern should be raised with the Vice-Chair.

3.3

The Chair and at the Chair’s option the Chair and Vice Chair will attempt to resolve
the matter to the satisfaction of the trustees involved.

4. It is recognized that a contravention of the Code may occur that is relatively minor, or
committed inadvertently or due to an error of judgment made in good faith. In such instances
the priority shall be to alert the offending Trustee to the breach and his/her obligations under
the Code. Only serious and/or reoccurring breaches of the Code by a Trustee should be
investigated following the official complaint procedure. Both the offending and offended
trustee shall seek resolution in a conciliatory fashion marked by mutual respect, seeking to
understand and an openness to growth and improvement.
Official Complaint Process
5. 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.
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6. 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.
7. To ensure that the complaint has merit to be considered and reviewed, at least one (1) 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 at and deliberating upon, the complaint at a Code of
Conduct hearing convened to hear the matter, solely for having issued such a letter.
8. 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.
9. 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 closed (in-camera) meeting of the Board to allow the complaining trustee to
present his/her views of the alleged violation of the Code of Conduct.
10. At the closed (in-camera) meeting of the Board, the Board Chair shall indicate, at the
commencement of the meeting, the nature of the business to be transacted.
Procedural fairness and the rules of natural justice shall govern the formal inquiry. Without
limiting what appears below, the Board Chair shall ensure fairness in dealing with the
complaint by adhering to the following procedures:
10.1

10.2

The Code of Conduct complaint shall be heard at a Code of Conduct hearing, at a
closed (in-camera) Board meeting convened for that purpose. All preliminary
matters, including whether one (1) 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.
The sequence of the Code of Conduct hearing shall be:
10.2.1 The complaining trustee shall provide a presentation which may be written
or oral or both;
10.2.2 The respondent trustee shall provide a presentation which may be written
or oral or both;
10.2.3 The complaining trustee shall then be given an opportunity to reply to the
respondent trustee’s presentation;
10.2.4 The respondent trustee shall then be provided a further opportunity to
respond to the complaining trustee’s presentation and subsequent remarks

Modification to this document is not permitted without prior written consent from SD No. 40 (New Westminster)

Policy 4 – Appendix A

-22-

2|Page of 4

10.2.5

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

10.2.6

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

10.2.7

The respondent trustee shall be given the opportunity to make final
comments.

10.3

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(s).

10.4

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.

10.5

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.

10.6

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

10.7

The presiding Chair shall reconvene the parties to the Code of Conduct hearing.

10.8

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.

10.9

The presiding Chair shall call for a resolution(s) to be placed before the Board.

10.10 The presiding Chair shall declare the closed (in-camera) Board meeting adjourned.
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11. A violation of the Code of Conduct may result in the Board instituting, without limiting what
follows, any or all of the following sanctions:
11.1

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 closed (in-camera) meeting of the Board

11.2

Having a motion to remove the offending trustee from one (1), 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 closed (in-camera) meeting of the Board.

12. The Board may, in its discretion, make public its findings 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.
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POLICY MANUAL
POLICY 5

ROLE OF THE BOARD CHAIR
At its Inaugural Meeting, and on the first meeting of each December thereafter, the Board shall
elect one (1) of its members to serve as Board Chair, to hold office at the pleasure of the Board.
In accordance with the School Act, a majority of the Board may elect a new Chair at any time. In
the event of the office becoming vacant during the year, a new Board Chair shall be elected in a
manner similar to that followed in the election of the Board Chair at the Inaugural Meeting.
The Board delegates to the Chair the following powers and duties:
1. Act as the official spokesperson for the Board, except for those instances where the Chair
has delegated this role to another individual.
2. Preside over all Board meetings and ensure that such meetings are conducted in
accordance with the School Act and the policies and procedures as established by the
Board, and where those are silent, Robert’s Rules of Order.
3. Prior to each Board meeting confer with the Superintendent, Vice Chair and SecretaryTreasurer on the items to be included on the agenda, the order of these items and become
thoroughly familiar with them.
4. Perform the following duties during Board meetings:
4.1

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

4.2

Ensure that all issues before the Board are well-stated and clearly expressed.

4.3

Display firmness, courtesy, tact, impartiality and willingness to give everyone an
opportunity to speak on the subject under consideration in order that collective opinion
can be developed and a corporate decision reached.

4.4

Ensure that debate is relevant. The 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 or is repetitive, remind members that
they must speak to the question and provide new information.

4.5

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.
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4.6

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

4.7

Extend hospitality to trustees, officials of the Board, the media and members of the
public.

5. Keep informed of significant developments within the District.
6. Assist with the Board’s orientation program for new trustees.
7. Keep the Board and Superintendent informed in a timely manner of all matters coming to
his/her attention that might affect the District.
8. Be in regular contact with all Trustees and 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, students or employees, which may affect the administration of the District.
10. Manage the Superintendent/CEO contract on the Board’s behalf by bringing any relevant
matters to the Board’s attention in a timely manner.
11. Bring to the Board all matters requiring a corporate decision of the Board.
12. Act as ex-officio non-voting member of all committees appointed by the Board.
13. Act as a signing officer for the District.
14. Represent the Board, or arrange alternative representation, at official meetings or other
public functions.
15. Ensure that inappropriate trustee behaviour is addressed by the chair or taken to the Board
for resolution.
16. Ensure the Board engages in regular assessments of its effectiveness as a Board.

Legal Reference: Sections 65, 67, 69, 70, 85 School Act
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POLICY MANUAL
POLICY 6

ROLE OF THE BOARD VICE-CHAIR
The Vice-Chair shall be elected at the Inaugural Meeting of the Board in December each year
and shall take office immediately. The Vice-Chair shall hold office at the pleasure of the majority
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. The Board
Chair may, on an as needed basis, delegate the presiding officer task to the Vice-Chair.
2. The Vice-Chair shall assist the Board Chair in ensuring that the Board operates in
accordance with its own policies and procedures.
3. The Vice-Chair may be assigned other duties and responsibilities by the Board Chair.
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POLICY MANUAL
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 District, 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. If a quorum is not present within fifteen minutes of the time
appointed for the meeting, then the meeting shall stand adjourned.
The Board has adopted policies so the business of the Board can be conducted in an orderly
and efficient manner. All points of procedure not provided for in this Policy Handbook shall be
decided in accordance with Robert's Rules of Order.
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.
There are times when public interest is best-served by private discussion of specific issues in
"in-camera" sessions. 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 in-camera for issues dealing with individual students, individual employees, land,
labour, litigation or negotiation.
The Board further believes public interest can be enhanced by having members of the public
participate at Board meetings.
In order to carry out its responsibilities effectively, the Board will hold periodic meetings of
several types. Formal meetings, at which all formal and legal business of the Board as a
corporate body shall be done, may be designated as inaugural, regular, special, or closed (incamera). The Board may also hold informal meetings from time to time for the purposes of
general discussion, meeting with other individuals or groups, or for information gathering and
sharing.
The Board has adopted specific policy governing the conduct of its formal meetings.
1. Board Composition and Elections
As indicated in Trustee Elections By-law No. 2018-TE-SD40-02 attached as Appendix A
seven trustees are elected at large to the Board of Education for a four-year term. The one
electoral area for the district is the Municipality of New Westminster. Therefore, all trustees
are elected at large.
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2. Inaugural Meeting and Subsequent Annual Meeting
2.1 Inaugural Meeting
2.1.1 An inaugural meeting of the Board of Education shall be convened by the
Secretary-Treasurer or designate on the first Tuesday of November the month
following Trustee elections, or as soon thereafter as it is convenient. The order
of business shall include:
2.1.1.1 Statement of the Returning Officer;
2.1.1.2 To make a prescribed oath of office, by oath or solemn affirmation;
2.1.1.2.1 Each trustee will take the oath of office immediately
following the call to order of the inaugural meeting after a
general election. Special provisions will be made for a
trustee taking office following a by-election.
2.1.1.3 Election of Chair and Vice Chair;
2.1.1.4 Election of BCSTA Provincial Council delegate and alternate delegate;
2.1.1.5 Election of BCPSEA representative and alternate.
(Elections shall be by ballot vote. Should an election vote end in a tie, up to two further
votes shall be taken to break the tie. After the third vote, if a tie continues, the Board
shall recess and reconvene at a time of its choosing in order to conduct a fourth vote.
2.2 Annual Meeting
2.2.1 Each year thereafter during the term of office, the Board of Education shall hold
elections at the regular board meeting in November to appoint the Chairperson,
Vice Chairperson, BCSTA Provincial Representative and BCPSEA
Representative and the respective alternates. . The meeting shall be convened
by the Secretary-Treasurer or designate. The order of business shall include:
2.2.1.1 Report of Current Chair;
2.2.1.2 Election of Chair and Vice Chair;
2.2.1.3 Election of BCSTA Provincial Council delegate and alternate delegate;
2.2.1.4 Election of BCPSEA representative and alternate.
Upon election of the Chair, the Chairperson shall preside over the remainder of the
meeting and call for the election of the other remaining positions as noted above.
2.2.2

In the final term of office, a report will be provided by the current chair during
the board meeting directly preceding the Trustee elections.
(Elections shall be by ballot vote. Should an election vote end in a tie, up to two further
votes shall be taken to break the tie. After the third vote, if a tie continues, the Board
shall recess and reconvene at a time of its choosing in order to conduct a fourth vote.

3. Regular Meetings
3.1 The purpose of the regular Board meeting is for the Board to conduct its business.
Meetings will be open to the public and representatives of the press.
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3.2

3.3
3.4

Regular meetings of the Board shall be held on the fourth Tuesday of each month at
7:00 p.m. at the Board Office (811 Ontario St.), except where the Chair has indicated
in the notice of meeting that the meeting shall be held in some other place or at some
other time. Schedules for Board meetings are available on the District website.
All trustees, staff, and members of the public are expected and required to conduct the
business of the Board with proper decorum and in a respectful manner.
No business shall be conducted by the Board unless upon a motion of a Trustee,
seconded by another Trustee.

4. Special Meetings
4.1 Meetings other than regular meetings will be termed "special" meetings, including
special in-camera meetings.
4.2 A special meeting of the Board may be called by the Chair or, where the Chair is not
available, by the Vice-Chair.
4.3 A special meeting of the Board may be called by the Secretary-Treasurer at the request
of at least 2/3 of the trustees in office.
4.4 The business to be conducted shall be set out in the notice.
4.5 No business shall be conducted at a special meeting other than that for which the
meeting is called without the consent of two-thirds of the sitting Trustees.
5. In-camera Meetings
5.1 In-Camera meetings of the Board may be held with the public and others excluded as
provided for in the School Act, and only the following matters may be considered at
such meetings:
5.1.1 Salary claims and adjustments and the consideration of requests of employees
and Board Officers with respect to collective bargaining procedures;
5.1.2

Accident claims and other matters were Board liability may arise;

5.1.3

Legal opinions respecting the liability or interest of the Board;

5.1.4

The conduct, efficiency, discipline, suspension, termination or retirement of
employees;

5.1.5

Medical Examiner's examinations and medical reports;

5.1.6

Matters pertaining to individual pupils including the conduct, discipline,
transfers, resignations, promotions and demotions;

5.1.7

Staff changes including appointments, transfers, resignations, promotions and
demotions;

5.1.8

Purchase of real property including the designation of new sites, consideration
of appraisal reports, consideration of accounts claimed by owners,
determination of Board offers and expropriation procedures;

5.1.9

Lease, sale or exchange or real property prior to finalization thereof;

5.1.10 Matters pertaining to the safety, security of protection of Board property;
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5.1.11 Such other matters where the Board, by motion, decides that the public interest
so requires.
5.2 Regular In-Camera meetings of the Board shall be held prior to regular Open meeting of
the Board on the fourth Tuesday (if necessary) of each month and prior to Committee
Meetings, if required, from 6:00 - 7:00 p.m. or such other time as noted in the agenda.
5.3 In-Camera meetings may be called at other times by following the notice of procedures
set out in this Policy.
5.4 The Board may, by motion, recess a regular meeting in progress for the purpose of
meeting in closed session.
5.5 The Board shall, as the last item of business at each In-Camera meeting, consider a
motion to make public such information that it deems to be no longer in the public
interest to exclude from the public purview.
5.6 The Board Chair and Superintendent shall establish items on the agenda for each incamera meeting. The agenda shall generally follow the order outlined below.
5.6.1 Adoption of the Agenda
5.6.2 Minutes for Approval
5.6.3 Reports from Senior Management
5.6.4 Other Business
5.6.5 Items to be Reported out at Open Meeting
5.6.6 Notice of Meetings
5.6.7 Adjournment
6. The Board shall prepare a record containing a general statement as to the nature of the
matters discussed and the general nature of the decisions reached at a meeting from which
persons other than Trustees or Officers of the Board are excluded. The record of the closed
meeting shall be open for inspection at all reasonable times by any person.
Length of Meetings
All regular Board meetings and in-camera meetings described in Section 3 and 5 shall adjourn
by 9:30 p.m., unless in either case, the time limit is extended to 10:00 p.m. by two-thirds
majority vote, and beyond 10:30 p.m. by unanimous consent of all trustees present.
Adjournment time for special meetings, referred to in Section 5 shall be determined by those
members present.
Teleconference and Video Conferencing
Participation in regularly scheduled Board and Committee meetings via teleconference or
videoconference, email, text message or phone call is not permitted, unless approved by the
Board.
If a Trustee cannot attend a meeting the Trustee will provide notice, via email, text message
or phone call to Chair and Superintendent at their earliest convenience to support ability of
staff and Board to prepare appropriately for the meeting.
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7. Trustee In-Service Sessions
7.1

7.2
8.

Trustee in-service sessions will be held as needed. The Superintendent will set the
dates and agenda in consultation with the Board. The purpose of these sessions is to
provide an opportunity to receive information in an informal setting, not for decisionmaking.
The Board shall prepare a record containing a general statement as to the nature of
each in-service session of the matters discussed.

Notice and Agendas
8.1 Forty-eight hours’ notice in writing shall be emailed to all Trustees for any meeting of the
Board, except the regularly scheduled Board meetings, unless there is unanimous
agreement of trustees to waive such notice.
8.2 Prior to each meeting of the Board or Committee of the Whole, Administration, in
consultation with the Chair and Vice-Chair, and relevant Committee Chair, shall
prepare an agenda for all business, relevant to the agenda to be brought before the
Board and the Board shall proceed with the business in the order set out unless that
agenda is altered by resolution.
8.3 The Board Chair and Superintendent shall establish items on the agenda for each
regular meeting. The agenda shall generally follow the order outlined below:
8.3.1
Adoption of Agenda
8.3.2
Approval of Minutes
8.3.3
District Presentations
8.3.4
Student Presentations
8.3.5
Delegations
8.3.6
Community Presentations (10 minutes per presentation)
Must be scheduled in advance through the Office of the Secretary Treasurer.
8.3.7
Comment and Question Period from Visitors
8.3.8
Board Committee Reports
8.3.8.1
Education Policy and Planning Committee
8.3.8.2
Operations Policy and Planning Committee
8.3.9
Reports Senior Management
8.3.10 Trustee Reports
8.3.11 Question Period (15 minutes)
8.3.12 Notice of Meetings
8.3.13 Reporting Out from In-Camera Meeting
8.3.14 Adjournment
8.4 Agenda items for Board meetings may originate from:
8.4.1
Board Annual Work Plan
8.4.2
Business arising from previous meetings
8.4.3
Business from committee-of-the whole meetings
8.4.4
Business from sub-committee meetings
8.4.5
Superintendent of Schools
8.4.6
Individual Trustees
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8.5

Items for the agenda are to be submitted to the Superintendent or designate by the
close of business of the Monday for the week, preceding the date of the Board meeting.
Items should identify whether they are for Information, Discussion, or Decision.
In consultation with Board Chair, Vice-Chair, and when applicable, relevant Committee
Chair, items will be considered for inclusion on the Agenda provided initial
communication with Superintendent or Designate has occurred, and is accompanied
by submission of a backgrounder in standard Board format. Backgrounders will be
subject to copy edit for clarity and accuracy of information, when necessary (and with
consultation / inclusion of submitter).
If it is determined that the item has not been properly prepared for inclusion on the
Agenda (e.g. information is not correct, not accurate, not provided in backgrounder
format), the Chair will communicate decision and rationale to the Trustee who
submitted the item by Tuesday of the week prior to the meeting. If the Trustee does
not agree with the decision, they may request it be included on the agenda by
resolution at the call of the meeting.
Agenda items, including individual trustee submissions, are not to be shared with the
public prior to the agenda being finalized and items have been determined to be “incamera” or “regular open”.
The agenda and supporting material for each regular Open and In-Camera Board
meeting will be provided electronically to all Trustees on the Thursday, preceding the
date of the Board meeting;
8.6 The agenda and supporting material for each regular Open Board meeting will be
made available to the public on the School District web site on the Friday preceding
the date of the Board meeting.
8.7 All supporting material for Special Open and In-Camera Board meetings will be
emailed to Trustees at least 24 hours prior to the time of the Board Meeting.
8.8 Where material or motions are introduced at a Board meeting, which has not been
made available to Trustees in accordance with section 8.1 and 8.2, a Trustee may call
notice on any motion arising from such material and that motion accordingly shall be
considered on the agenda of the next Board meeting.
8.9 Items proposing board action shall be accompanied with an action request form briefly
outlining the issue, pertinent information and a recommendation.
9. Minutes
The Board shall maintain and preserve by means of minutes a record of its proceedings and
resolutions.
9.1 The minutes shall record:
9.1.1 Date, time and place of meeting
9.1.2 Type of meeting (Inaugural, regular or special)
9.1.3 Name of presiding officer
9.1.4 Names of those trustees and administration in attendance
9.1.5 Approval of preceding minutes
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9.1.6

Only motions will be recorded in the minutes. Preamble, rationale, or discussions will
not be recorded in the minutes, unless directed by the Board through resolution
9.1.7 Points of order
9.1.8 Appointments
9.1.9 Recommended motions proposed by Committees
9.1.10 Trustee declaration pursuant to Section 56, 57 or 58 of the School Act
9.2 The minutes shall:
9.2.1 Be prepared as directed by the Superintendent
9.2.2 Be considered an unofficial record of proceedings until such time as adopted
by a resolution of the Board; and
9.2.3 Upon adoption by the Board, be deemed to be the official and sole record of
the Board’s business
9.3 The Superintendent shall ensure that, upon acceptance by the Board, appropriate
initials are appended to each page of the minutes, and that appropriate signatures and
the corporate seal of the District are affixed to the concluding page of the minutes.
9.4 The Superintendent shall establish a codification system for resolutions which will:
9.4.1 Provide for ready identification as to the meeting at which it was considered
9.4.2 Provide for cross-referencing with resolutions of similar nature adopted by the
Board at previous meetings; and
9.4.3 Establish and maintain a file of all Board minutes
9.5 All Committees of the Board, unless otherwise directed, shall prepare and submit
minutes or a report including any recommendations to the Board.
9.6 As part of its ongoing effort to keep staff and the public fully informed concerning its
affairs and actions, the Board directs the Superintendent to institute and maintain
effective and appropriate procedures for the prompt dissemination of information about
decisions made at all Board meetings.
9.7 The approved minutes of a regular or special meeting shall be posted to the website
within 48 hours or 2 regular business days following approval. The Superintendent or
designate is responsible to distribute and post the approved minutes.
9.8 Upon adoption by the Board, the minutes of meetings other than in-camera meetings
shall be open to public scrutiny.
10. Motions
10.1 No decision shall be made by the Board unless upon a motion of a Trustee, seconded
by another Trustee and approved by majority vote.
10.2 A motion to vary the agenda to advance an item on the agenda so that it may be dealt
with immediately following delegations concerning that item shall be in order.
10.3 A Trustee shall not speak other than on the motion under debate. A Trustee shall only
speak once on the same motion without the leave of the Board except to explain a part
of his or her remarks, which may have been misunderstood, or to raise a point of
information or clarification. The mover of the motion, however, may speak again to
close debate. Trustees shall not speak to any motion for a period of longer than ten
minutes without the leave of the Board.
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10.4 Every Trustee present at a meeting of the Board has the right and duty to vote except
where the Trustees has disqualified himself or herself from the proceedings because
of a declared conflict of interest, which shall be recorded. This vote shall either be in
the affirmative or the negative. Trustees not voting will be deemed to have voted in the
affirmative.
10.5 When a motion under consideration entertains several propositions, the vote upon
each proposition shall be taken separately, if so requested by any Trustee present.
10.6 After the Board has taken a vote on any motion, the Board shall not vote on that
motion again at the same meeting.
10.7 A reconsideration motion can only be proposed by a trustee who voted with the
majority at a previous meeting.
10.8 The Chair shall have the same voting rights as any other member
10.9 Where the number of votes on a motion is equal, the motion is defeated and the Chair
shall so indicate.
10.10 All Trustee votes shall be recorded on all votes, except where a secret ballot has been
held for election purposes.
10.11 The Chair or other presiding officer shall determine all points of procedure except that
any ruling may be challenged by any Trustee and decided by a majority vote of the
Trustees present. Where a ruling of the chair is challenged, a motion to sustain the
chair shall be made and a vote shall be taken forthwith without debate.
11. Public Participation
The Board welcomes and provides for a variety of forms of public participation by members
of the community. Public participation may be through presentations by a delegation,
through formal question/comment periods in regular Board meetings or in the form of written
communications. Such opportunities shall not be used to address matters, which must be
dealt with in in-camera meetings as noted elsewhere in this policy.
Delegations
11.1 The Chair shall rule on the propriety of all presentations and questions and may
decline to have a matter heard from a delegation or terminate any presentation or
question or refer it to an "in camera" meeting of the Board if that is deemed to be
appropriate by the Chair.
11.2 A person or group wishing to address the Board on an item not otherwise on the
agenda shall provide written notification and a written outline of the presentation to the
Secretary-Treasurer by close of business on the Monday of the week preceding the
date of the regular Board meeting. The presentation will be listed as a "Delegation" on
the agenda of the Regular Board meeting providing the matter is one that is
appropriately considered in a public meeting.
11.3 Delegations shall have 10 minutes to present to the Board.
11.4 The Chair may refer to Robert’s Rules of Order to ensure that all voices at the Board
table have an opportunity to be heard.
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Comment and Question Periods
Each public meeting agenda shall provide for two comment/question periods, one during the
meeting and one at the end of the meeting.
11.5 The Board will generally reserve decision on a response to the matter raised by a
delegation, until the next Board meeting. If action results, the delegation will be
advised when the matter is to be dealt with by the Board.
11.6 There shall be a "Comment and Question" period on each regular Board meeting
agenda during which members of the public may address the Board on any item on
the agenda by so advising the Chair at that time. The time limit for such presentations
shall be five minutes excluding any responses to questions from Trustees but this time
may be extended by resolution of the Board.
11.7 During the "Comment and Question" period, questions also may be asked of the Board
about items not on the agenda, without notification, but the time limit for putting such
questions by any individual shall be two minutes, excluding responses from the Board,
unless the Board by resolution consents to an extension of that time.
11.8 Any questions asked during the "Comment and Question" period may be responded to at
that meeting or an undertaking will be given to provide a response at a future regular
meeting. No motions or action will be considered by the Board at the time of
presentation: matters requiring action will be referred to a Committee meeting for
consideration.
11.9 There shall be a Question Period of up to 15 minutes at the end of every regularly
scheduled Board meeting, where members of the public may ask a question on matters
that arose during that Board meeting. Questions will be directed to the Chair who will
respond on behalf of the Board. The Chair may refer the question to staff for an
immediate response or a response may be provided at the next regular board meeting.
Correspondence
Correspondence may be sent to the Board as a whole or to individual trustees. Even when
correspondence is addressed to an individual trustee the contents may be more appropriately
addressed by the corporate Board. Where correspondence is addressed to the Board or its
contents are more appropriately addressed by the corporate Board the following processes
shall be adhered to. The intended outcomes of these processes are: to ensure Board
correspondence is acknowledged in a timely fashion, the corporate Board is aware of the
public input provided and where required, a corporate response is provided in a timely manner.
11.10 Where non-routine correspondence is received that appears to require a formal
Board response, that correspondence shall be placed on the agenda of the next
regular board meeting together with whatever recommendation for Board action the
Superintendent deems appropriate. This correspondence will be noted on the
agenda as "Correspondence for Action".
11.11 Where non-routine correspondence is received that does not appear to require a
formal Board response, that correspondence, together with any response issued by
the Superintendent, shall be circulated to the Trustees. This correspondence will be
noted on the agenda as "Correspondence for Information".
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11.12 Where an individual trustee receives correspondence that in the trustee’s judgement
is more appropriately a corporate Board matter, the correspondence will be directed
to the Secretary-Treasurer who will acknowledge the correspondence, and act in
accordance with 11.10 or 11.11 above.
12. Trustee Remuneration and Expenses
12.1 Annual Remuneration
12.1.1 Under Section 71 of the School Act, a Board may authorize the payment of
remuneration to be paid to trustees by annual resolution of the Board of
Education. In January, the Secretary-Treasurer will inform the Board of Education
of the most recent five-year rolling average of Vancouver’s Consumer Price Index.
12.1.2 Trustee stipend increases, if approved, will come in to effect on July 1 of each
year.
12.2 Expenses
12.2.1 Trustees are expected to exercise discretion in incurring expenses within the
limit of the annual budget appropriation.
Conference and Travel Expenses
12.2.2 Effective execution of Board responsibilities requires that trustees represent the
Board at various meetings and conferences, and that they remain informed
through attendance at periodic seminars, conventions and workshops related
to their responsibilities. The Board encourages such attendance, and shall
include funds in the annual budget to cover expenses.
12.2.3 The Board of Education of School District No. 40 (New Westminster) supports
Trustees attending conferences, conventions, seminars and courses of an
education nature, within the budget limitations established by the Board.
12.2.4 The Board does not expect that such attendance should be at the personal
expense of the Trustee. Actual reasonable costs for meals and costs incurred,
while on Board business, may be claimed. Receipts are to be provided along
with the purpose of the business or meeting.
12.2.5 Trustees may claim, while on Board business:
12.2.5.1 Long distance toll charges and cellular phone charge for School Board
business telephone calls;
12.2.5.2 Other reasonable requests may be considered at the discretion of
the Board.
12.2.6 Trustees will inform the Board, in advance, of their intention to attend a
conference/seminar or travel on Board business and shall obtain prior approval
of the Board for such attendance. Trustees shall book registrations, travel and
accommodations in consultation with the Superintendent’s office.
12.2.7 For travel by private automobile, Trustees may claim the District rate in effect at
the time. The maximum amount claimable is limited to the cost of economy
airfare between points travelled, when air transportation is available and practical.
12.2.8 Cost of airfare is limited to the cost of economy airfare.
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12.2.9 Travel costs outside of British Columbia must receive prior approval of the
Board.
12.2.10 Trustees may claim amounts for taxis, parking fees, local mileage, etc. Receipts
are to be provided.
12.2.11 Lodging
Trustees may claim the government or conference rate of the hotel/motel, less
any personal items charged. Receipts are to be provided. If staying with a
friend or relative, $20.00/night may be claimed without a receipt.
12.2.12 Meals
Trustees may claim actual reasonable costs. Receipts are to be provided.
District practice requires that an actual receipt is provided detailing the purpose
of the meeting and who was in attendance. There shall be no reimbursement
for alcoholic beverages.
12.3 Payment of Expenses
12.3.1 Expenses must be submitted on a timely basis to the Secretary Treasurer at
least once a month.
12.3.2 For inaugural functions and one spousal meal per conference, spousal
expenses may be claimed.
12.3.3 Trustees may seek an advance, the amount of which is determined by Board
resolution for out-of-town business engagements of two or more days.
12.3.4 The Secretary-Treasurer and Chair of the Board shall review Trustee
expenses. Concerns about Trustee expenses shall be referred to the Board by
the Chair. Quarterly print-outs will be provided to all Board members regarding
Trustee expenses.

Legal Reference: Sections 50, 56, 57, 58, 59, 66, 67, 68, 69, 70, 71, 71(1), 72 School Act
Financial Disclosure Act
Income Tax Act
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Revised: April 30, 2019
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POLICY MANUAL

POLICY 7 – Appendix A

TRUSTEE ELECTIONS BYLAW
BYLAW NO. ____________________
TRUSTEE ELECTIONS
BOARD OF EDUCATION OF SCHOOL DISTRICT #40 (New Westminster)
A bylaw to provide for the determination of various procedures for the conduct of general school
elections and other trustee elections.
Preamble
Under the School Act, the Board of Education may, by bylaw, determine various procedures and
requirements to be applied in the conduct of trustee elections.
In School District #40 (New Westminster), seven trustees are elected from a single electoral
area, namely, the Municipality of New Westminster.
The Board of Education wishes to establish various procedures and requirements under the
authority of the School Act for trustee elections.
The board of education, in an open meeting of the board, enacts as follows:
1. Definitions
The terms used shall have the meanings assigned by the School Act, the Local Government
Act, and the Local Elections Campaign Financing Act except as the context indicates
otherwise.
“Board” or “school board” means the Board of Education of School District #40 (New
Westminster).
“By-election” means a trustee election to fill a vacancy on the school board in any of the
circumstances described in section 36 of the School Act.
“Election” means a trustee election.
“General Voting Day” means the date on which general voting for a trustee election is to
take place, whether part of the general school elections or a by-election.
“Minister” means the Minister of Education

Modification to this document is not permitted without prior written consent from SD No. 40 (New Westminster)

Policy 7 – Appendix A

-39-

1|Page of 3

2. Application
(a) This bylaw applies to both general school elections and by-elections, except as
otherwise indicated.
3. Order of Names on the Ballot
The order of names of candidates on the ballot will be alphabetical.
4. Resolution of Tie Vote after Judicial Recount
In the event of a tie vote after a judicial recount, the tie vote will be resolved by lot in
accordance with the Local Government Act.
5. Website Access to Candidate Nomination Documents and Campaign Financing
Disclosure Statements
5.1 The Board authorizes public access, during the regular office hours at the Board’s
office, to nomination documents of trustee candidates by internet or other electronic
means until 30 days after declaration of the election results.
5.2 The Board will make available to the public for inspection during the regular office hours of
the Board’s head office, the trustee candidates’ campaign financing disclosure statements
and supplementary reports until 5 years after general voting day either by providing:
(a) Access by internet, or
(b) A copy of that information for inspection
5.3

The Board will, on request, provide a copy or other record of trustee candidates’
campaign financing disclosure statements and supplementary reports for as long as they
are required to be available to the public under section 5.2 for a fee of $.50 per page.

5.4

Before providing the services under section 5, the Board, requires the person
requesting the service to:
a. Satisfy the Board that any purpose for which personal information is to be used
it permitted by section 63 of the Local Elections Campaign Financing Act and
b. Provide a signed statement that
(i)
The individual, and
(ii) If applicable, any individual or organization on whose behalf the first
individual is accessing, inspecting or obtaining the copy or other record will
not use personal information included in the copy or other record except for
a purpose permitted under the Local Elections Campaign Financing Act.

6. Application of Local Government Bylaws
In School District No. 40 (New Westminster) the election bylaws of the Corporation of the
City of New Westminster apply to trustee elections conducted by the Corporation of the City
of New Westminster as they may be amended from time to time.
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7. Title
This bylaw may be cited as ‘School District No. 40 (New Westminster) Trustee Elections
Bylaw No. 2018-TE-SD40-02’
8. Repeal
School District 40 New Westminster Trustee Elections Bylaw No 1-93 is hereby repealed.

Date of first reading:

____________________

Date of second reading:

____________________

Date of third reading and adoption: ____________________
_________________________
Board Chair
(Corporate seal)
_________________________
Secretary-Treasurer

Legal Reference:

Sections 36, 37(1), 38(4)-(5), 45(1)(5)(7)(8)-(10), 46(1)(4) School Act
Sections 71(2), 72.1, 73(6) (7), 96, 97(2), 97(3), 99, 100, 103, 107, 110, 141
Local Government Act
Sections 58, 59 Local Elections Campaign Financing Act

SD No. 40 (New Westminster)
Adopted:

May 30, 2017

Revised:

May 29, 2018
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POLICY MANUAL
POLICY 8

BOARD COMMITTEES
The Board recognizes its obligations to establish committees as provided for in the CUPE and
NWTU collective Agreements. These include two committees identified in the CUPE Collective
Agreement, The CUPE Labour/ Management committee and the Personnel committee. One
additional committee is identified in the NWTU Agreement, namely the NWTU Grievance
Management (Step 3) committee. The purpose, powers and duties and membership are
articulated in these collective agreements.
The Board shall be guided by the following principles when establishing committees outside the
provisions articulated in collective agreements:
•

The Board's decision-making role can be exercised only by the Board as a whole, not by
an individual trustee or committee;
The Board's function is primarily governance, rather than administration or operations;
Responsibilities placed on trustees are to be closely related to the Board's central role as
per Policy 2.

•
•

The Board may, consistent with the above principles, designate committees for the
consideration of particular problems or issues, with subsequent advice or recommendations to
the Board. Committees established by the Board are to assist the Board in doing Board work.
Committee members or representatives shall be named by the Board, normally at the inaugural
or first meeting of the year.
Standing Committees
Standing Committees are established to assist the Board with work of an on-going or recurring
nature.
There shall be two standing committees of the whole: The Education Policy and Planning
Committee of the Whole and the Operations Policy and Planning Committee of the Whole.
1. A quorum of the Committee of the Whole shall be the same as a quorum for the Board.
2. A meeting of the Committee of the Whole shall have the same notice requirement as a
Board meeting except that during any meeting of the Board, the Board may resolve itself
into Committee of the Whole to consider specific matters.
3. The Chair may preside in the “Committee of the Whole” or appoint another Trustee to chair
the meeting. In the absence of the Chairperson, the same procedures shall be followed as
apply when the Chair is not present at a Board meeting.
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4. The rules of procedure set for regular Board meetings shall be observed in “Committee of
the Whole” so far as may be applicable, except that:
4.1 The number of speeches by Trustees to any question shall not be limited; however, no
Trustee shall speak for longer than a total time of ten minutes on any question without
permission of the Committee;
4.2 The Chair may speak to motions without vacating the Chair;
4.3 Members of the public are welcome to fully participate in discussion, without the right
to move or second a motion or to vote, and are subject to the same rules of order and
procedure as Trustees;
4.4 Minutes shall be kept of the Committee Business and those minutes shall be
presented to the Board for approval at the next Board meeting.
4.5 All motions adopted by the Committee of the Whole or any Sub-Committee shall be
presented to the Board. This may be effected by a single motion, but any Trustee may
request any specific motion to be dealt with separately. The usual rules of the Board
shall apply.
5. The Chair of the Committee of the Board will be responsible for setting and maintaining the
agenda and reporting recommendations to the Board, in writing, prior to the meetings. In
addition, the Chair is responsible for ensuring annual work plan items within areas of the
committee’s responsibility are addressed in a timely manner to facilitate Board action.
5.1

Prior to each meeting of the Board or Committee of the Whole, Administration, in
consultation with the Chair and Vice-Chair, and relevant Committee Chair, shall
prepare an agenda for all business, relevant to the agenda to be brought before the
Board and the Board shall proceed with the business in the order set out unless that
agenda is altered by resolution.

6. Items for the agenda are to be submitted to the Superintendent or designate by the close of
business of the Monday for the week, preceding the date of the Board meeting. Items
should identify whether they are for Information, Discussion, or Decision.
In consultation with Board Chair, Vice-Chair, and when applicable, relevant Committee
Chair, items will be considered for inclusion on the Agenda provided initial communication
with Superintendent or Designate has occurred, and is accompanied by submission of a
backgrounder in standard Board format. Backgrounders will be subject to copy edit for
clarity and accuracy of information, when necessary.
If it is determined that the item has not been properly prepared for inclusion on the Agenda
(e.g. information is not correct, not accurate, not provided in backgrounder format), the Chair
will communicate decision and rationale to the Trustee who submitted the item by Tuesday
of the week prior to the meeting. If the Trustee does not agree with the decision, they may
request it be included on the agenda by resolution at the call of the meeting.
Agenda items, including individual trustee submissions, are not to be shared with the public
prior to the agenda being finalized and items have been determined to be “in-camera” or
“regular open”.
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7. The agenda and supporting material for each Committee of the Board meeting will be
provided electronically to all Trustees on the Thursday preceding the meeting.
8. The meeting and support material for each Open Committee of the Board meeting will be
available to the public on the school district website on the Friday preceding the meeting.
9. A Record of Closed (In-Camera) meetings will be prepared and presented at the following
public Open Board meeting.
10. Public Participation in Committee Meetings: The Board welcomes and provides for public
participation by delegations at open committee meetings. Such presentations shall not be
used to address matters, which must be dealt with in in-camera meetings as noted in
Policy 7 section 5. In addition, structures have been defined in legislation and collective
agreements to deal with labour management issues. The public participation opportunities at
committee meetings are not to be used to deal with such matters. The Board respects and
honours employee groups’ contracts and official representatives and will therefore deal with
labour management issues through defined legislated and collective agreement processes.
a. The Chair shall rule on the propriety of all presentations and questions and may decline
to have a matter heard from a delegation or terminate any presentation or question or
refer it to an "in camera" meeting if that is deemed to be appropriate by the Chair.
b. A person or group wishing to address the Committee on an item not otherwise on the
agenda shall provide written notification and a written outline of the presentation to the
Secretary-Treasurer by close of business on the Monday of the week preceding the date
of the committee meeting. The presentation will be listed as a "Delegation" on the
agenda of the committee meeting providing the matter is one that is appropriately
considered in a public meeting.
c. Delegations shall have 10 minutes to present to the Committee.
d. The Board will generally reserve decision on a response to the matter raised by a
delegation, until the next Board meeting. If action results, the delegation will be advised
when the matter is to be dealt with by the Board.
11. Education Policy and Planning Committee of the Whole
a. Purpose
i. To allow the Board to explore education matters in much greater depth than can be
accomplished in a scheduled regular meeting of the Board.
ii. To solicit and receive information from the Superintendent and/or designates
relevant to the development of various system activities and plans.
iii. To assist the Board with work of an on-going or recurring nature.
b. Powers and duties
i. Make recommendations for agenda items for subsequent Board meetings.
ii. Make recommendations to the Board for action.
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c. Membership
i. The Board Chair, in consultation with the Board of Education, shall appoint one of the
trustees to be the chair of the committee of the board for a one-year term,
commencing in January of each year.
d. Meetings
i. Monthly, (the first Tuesday of the month). Committee In-Camera meetings will be
convened prior to open committee meetings, as required. In-Camera topics are as
defined in policy 7 section 5.1.
ii. Length of Meetings
All regular Board meetings and in-camera meetings described in Policy 7, Sections 3
and 5 shall adjourn by 9:30 p.m., unless in either case, the time limit is extended to
10:00 p.m. by two-thirds majority vote, and beyond 10:30 p.m. by unanimous consent
of all trustees present. Adjournment time for special meetings, referred to in Policy 7,
Section 4 shall be determined by those members present
11.1 Teleconference and Video Conferencing
Participation in regularly scheduled Board and Committee meetings via
teleconference or videoconference is not permitted, unless approved by the Board.
If a Trustee cannot attend a meeting the Trustee will provide notice, via email, text
message or phone call to Chair and Superintendent at their earliest convenience
to support ability of staff and Board to prepare appropriately for the meeting.
12. Operations Policy and Planning Committee of the Whole
a. Purpose
i. To allow the Board to explore operations matters in much greater depth than can be
accomplished in a scheduled regular meeting of the Board.
ii. To solicit and receive information from the Superintendent and/or designates
relevant to the development of various system activities and plans.
iii. To assist the Board with work of an on-going or recurring nature.
iv. To fulfill the roles, responsibilities and duties of the Audit Committee.
b. Powers and duties
i. Make recommendations for agenda items for subsequent Board meetings.
ii. Make recommendations to the Board for action.
iii. Review the audit tender process.
iv. Recommend the appointment of an external auditing firm to the Board.
v. Meet with the internal auditor and external auditors to ensure that:
a. The Board has implemented appropriate systems to identify, monitor and
mitigate significant business risk.
b. The appropriate systems of internal control, which ensure compliance with board
policies and procedures, are in place and operating effectively.
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c. The Board’s annual financial statements are fairly represented in all material
respects in accordance with generally accepted accounting principles.
d. Any matter that the external auditors wish to bring to the attention of the Board
has been given adequate attention.
e. The external audit function has been effectively carried out.
vi. Make recommendations pertaining to relevant policies and administrative
procedures; and
vii. Make recommendations relevant to financial reporting and disclosure processes.
c. Membership
i. The Board chair, in consultation with the Board of Education, shall appoint one of the
trustees to be the chair of the committee of the board for a one-year term,
commencing in January of each year.
ii. For Audit Committee agenda items: additional non-voting members include the
internal auditor, and an independent non-voting lay expert, if no trustee is a “financial
expert” with relevant expertise and skills exists on the Board.
d. Meetings
i. Monthly, the second Tuesday of the month. Committee In-Camera meetings will be
convened prior to open committee meetings, as required. In-Camera topics are as
defined in policy 7 section 5.1.
ii. Audit Committee function: annually each, September (financial statement/audit
review), February (amended budget performance) and May (audit planning).
iii. Length of Meetings
All regular Board meetings and in-camera meetings described in Policy 7 Section 3
and 5 shall adjourn by 9:30 p.m., unless in either case, the time limit is extended to
10:00 p.m. by two-thirds majority vote, and beyond 10:30 p.m. by unanimous consent
of all trustees present. Adjournment time for special meetings, referred to in Policy 7
Section 4 shall be determined by those members present.
iv. Teleconference and Video Conferencing
Participation in regularly scheduled Board and Committee meetings via teleconference
or videoconference is not permitted, unless approved by the Board.
If a Trustee cannot attend a meeting the Trustee will provide notice, via email, text
message or phone call, to Chair and Superintendent at their earliest convenience to
support ability of staff and Board to prepare appropriately for the meeting.
Special Committees
Special committees are established to assist the Board on a specific project or a particular
purpose. The terms of reference for each special committee will be established at the time of
formation.
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Resource Personnel
The Superintendent may appoint resource personnel to work with committees, and shall
determine the roles, responsibilities and reporting requirements of the resource personnel.

Legal Reference: Sections 65, 85 School Act

SD No. 40 (New Westminster)
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April 30, 2019
September 25, 2018

Modification to this document is not permitted without prior written consent from SD No. 40 (New Westminster)

Policy 8

-47-

6|Page of 6

POLICY MANUAL
POLICY 9

BOARD REPRESENTATIVES
In response to requests from external organizations or agencies, 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 District and other organizations.
The Board will determine the terms of reference for each representative. The Board shall be
guided by the following principles when naming representatives to other organizations:
•

The Board's decision-making role can be exercised only by the Board as a whole, not by
an individual trustee or committee;

•

The Board's function is primarily governance, rather than administration;

•

Responsibilities placed on trustees are to be closely related to the Board's central role as
per Policy 2.

The Superintendent may appoint resource personnel to work with the representative and shall
determine the roles, responsibilities and reporting requirements of resource personnel.
The following organizations/committees will have Board representation as identified normally at
the annual Inaugural Meeting or alternatively at a subsequent meeting of the Board.
External Committees
1. British Columbia School Trustees Association (BCSTA) Provincial Council
1.1

Purpose of the Provincial Council
1.1.1 Act as a forum for discussion of relevant, timely and emerging issues identified
from individual boards, BCSTA Board of Directors, Ministry of Education and
other sources.
1.1.2 Discuss, and/or develop, policy issues for submission at the Annual General
Meeting (AGM).
1.1.3 Establish interim policies of the Association between general meetings.
1.1.4 Address matters as outlined in BCSTA bylaws, including Association budget
approval.
1.1.5

Act on action requests from BCSTA Board of Directors.
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1.2

1.3

Powers and Duties of the Board Representative
1.2.1

Attend Provincial Council meetings.

1.2.2

Represent the Board’s positions and interests at the provincial level.

1.2.3

Communicate to the Board the work of the Provincial Council.

1.2.4

Bring recommendations to the Board as and when necessary.

1.2.5

Build positive relationships.

Membership
1.3.1

1.4

One (1) trustee; one (1) alternate.

Meetings
1.4.1

As called by Provincial Council. (Usually 4 per year, one at the AGM)

2. British Columbia Public School Employers’ Association (BCPSEA)
2.1

2.2

2.3

Purpose of the BCPSEA
2.1.1

Act as the accredited bargaining agent for the BCSTA’s members.

2.1.2

Assist in carrying out any objectives and strategic directions established by the
Public Sector Employers’ Council.

2.1.3

Coordinate collective bargaining objectives, benefit administration, human
resource practices and out-of-scope compensation matters amongst members.

Powers and Duties of the Board Representative
2.2.1

Attend the BCPSEA meetings as required.

2.2.2

Represent the Board’s positions and interests at BCPSEA meetings.

2.2.3

Communicate to the Board the work of BCPSEA.

2.2.4

Bring recommendations to the Board as and when necessary.

2.2.5

Build positive relationships.

Membership
2.3.1

2.4

One (1) trustee; one (1) alternate.

Meetings
2.4.1

As called by BCPSEA.
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Civic and Community Committee Representatives
The Board seeks to have a mutually beneficial relationship with the New Westminster City
Council and to that end welcomes invitations from the council to have District representation on
civic committees.
1. When an invitation is received for Board membership on a civic or community committee,
the Board shall determine, in consultation with the Superintendent whether to accept the
invitation and, if so, whether it requires Board or staff representation.
2. Should the Board determine that a trustee representative shall be appointed to a committee,
after reviewing the terms of reference including the purpose of the committee, the Board will
determine the powers and duties of the trustee representative.
3. If a staff member representing the District identifies any governance issue as defined as an
area of responsibility retained by the Board in the Board Policy Handbook, the issue shall be
referred to the Board for its consideration and disposition.
School Liaison Trustee Role
School liaison responsibilities shall not:
• Inhibit or circumvent administrative authority or responsibility
• Include any decision making authority
Parent Advisory Councils as per section 8 of the School Act may advise the Board and the
principal and staff of a school. Therefore, the role of school liaison trustee does not require
attendance at Parent Advisory Council meetings. If the Council wishes to advise the Board
corporate, that advice is to be sent to the Board.
The role of liaison trustee is to represent the Board of Education and to provide visual support for
school activities including but not limited to athletic competitions, fine arts performances and
displays, school celebrations, and recognition events. The role allows trustees to become
knowledgeable of public school events while keeping manageable the time demands should
there not be some limiting of expectations for Board or Trustee attendance at such public events.
Internal Committee Representation
In exceptional circumstances the Board may select Board representation to an internal district
committee when the committee’s mandate requires decision making authority that have been
retained by the Board in its Board Policy Handbook.
1. Neighborhood Learning Centers Committee
1.1

Purpose:
To facilitate the effective implementation of the Neighborhood Learning Center concept
promoted by the Ministry of Education in order to optimize the use of community and
school facilities including the possible use of joint use agreements, facilitate innovative
integration of the regular school day programs and community programs, form
partnerships to meet specific community needs, expand funding sources and
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complementary human resources. The Board deems this committee to be an ad hoc
committee and shall reconsider the future purpose and role including Board
representation once the centers have been completed and programs established.
1.2

1.3

1.4

Powers and Duties of Board Representative
1.2.1 Provide visible Board support for advancing the above purposes for the mutual
benefit of the District and community agencies and organizations.
1.2.2 Act as the Board’s eyes and ears relative to the matters being discussed and
bring to the Board’s attention those issues which fall within areas of Board
retained authority as per the Board Policy Handbook for the Board’s
consideration and disposition.
1.2.3 The representative has no decision-making authority. The representative shall
bring recommendations to the Board for the Boards consideration and decision.
Membership
The committee structure will be determined by the Superintendent with the proviso one
Board member is included on the committee.
Meetings
At the call of the Chair.

2. Aboriginal Education
2.1 Purpose
To reduce and eliminate the Aboriginal achievement gap through the continued
improvement of academic achievement by Aboriginal students.
2.2 Powers and Duties of Board Representative
2.2.1 Provide visible Board support for advancing the above purpose
2.2.2 Act as the Board’s eyes and ears relative to the matters being discussed and
bring to the Board’s attention those issues which fall within areas of Board
retained authority as per the Board Policy Handbook for the Board’s
consideration and disposition.
2.2.3 The representative has no decision-making authority. The representative shall
bring recommendations to the Board for the Boards consideration and decision.
2.3 Membership
The committee structure will be determined by the Superintendent with the proviso one
Board member is included on the committee.
2.4 Meetings
At the call of the Chair.
Legal Reference: Sections 8.4, 8.5, 22, 65, 74, 85 School Act
Ministry of Education website
SD No. 40 (New Westminster)
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POLICY MANUAL
POLICY 10

POLICY MAKING
Policy development is a key responsibility of the Board. Policies constitute the will of the Board
in determining how the District will be operated and communicate the Board’s values, beliefs
and expectations. 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
District. 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 School Act and
provincial as well as federal legislation.
Board policies shall provide an appropriate balance between the responsibility of the Board to
develop the broad guidelines to guide the District and the opportunity for the Superintendent to
exercise professional judgment in the administration of the District.
The Board believes in the establishment and review of policy, which reflects its values and
perspectives.
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
Superintendent.
3. Implementation
The Board is responsible for the implementation of policies governing its own processes.
The Board and Superintendent share the responsibility for implementation of policies
relating to the Board-Superintendent relationship. The Superintendent is responsible for the
implementation of the other policies.
4. Evaluation
The Board, in cooperation with the Superintendent, shall evaluate each policy in a timely
manner in order to determine if it is meeting its intended purpose.
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Specifically
1. Any trustee, employee group, taxpayer, parent, student or School Council of the District may
make suggestions regarding the possible development of a policy or the need for policy
revisions on any matter by presenting a proposal for a policy or revisions, in writing, to the
Superintendent. The proposal shall contain a brief statement of purpose or rationale.
2. The Superintendent will inform the Board of the request for policy development/ revision.
The Board will determine the action to be taken.
3. If necessary, the Superintendent or designate will draft amendments to an existing policy or
a new policy as the case may be.
4. When appropriate, the Superintendent shall seek legal advice on the intent and the wording
of the policy.
5. The policy draft is then brought by the Superintendent to the Board for review.
6. After the Board has determined that a policy is necessary it will direct the Superintendent or
designate to prepare a draft policy for its consideration. The Board acknowledges that in
certain circumstances, stakeholders affected by a proposed policy may be involved in policy
development.
7. Once a draft policy has been considered by the Board it may direct that the document be
circulated to stakeholders with an invitation to study the draft and to suggest modifications.
8. The Superintendent or designate will receive feedback to the draft policy and will advise the
Board if a further draft is necessary.
9. Once stakeholder comments have been taken into account, the policy will be recommended
to the Board for final approval.
10. Only those policies which are adopted and recorded in the minutes constitute the official
policies of the Board.
11. In the absence of existing policy, the Board may make decisions, by resolution, on matters
affecting the administration, management and operation of the District. Such decisions carry
the weight of policy until such time as specific written policy is developed. Those which have
continuing applicability shall become part of an existing policy or become a free standing
policy as directed by Board motion.
12. The Board may direct the Superintendent to change an administrative procedure to a draft
Board policy and will provide the rationale for same.
13. The Superintendent shall 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 District. These must be in accordance with
Board policies.
14. 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.
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15. The Superintendent must inform the Board of any changes to administrative procedures.
The AP number and title shall be referenced as an information item in a Board agenda.
Tacked changes shall be made accessible on line to trustees for a period of one month
following such a change.
16. The Superintendent shall arrange for all Board policies and administrative procedures and
subsequent revisions to be posted on the District’s website, in a timely manner, for staff and
public access.
17. The Board shall review and revise its policies on a rotational basis which provides for all
policies being reviewed at least once per term of office.

Legal Reference: Sections 65, 74, 85 School Act

SD No. 40 (New Westminster)
Adopted: May 30, 2017
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POLICY MANUAL
POLICY 11

BOARD DELEGATION OF AUTHORITY
The School 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 provincial legislation, cannot be delegated. This delegation of authority to the
Superintendent specifically:
•
•
•

Includes any authority or responsibility set out in the School Act and regulations as well
as authority or responsibility set out in other legislation or regulations;
Includes the ability to enact Administrative Procedures 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 Board expressly delegates to the Superintendent and, at his/her discretion, a designate,
the authority to discipline, suspend or dismiss an employee, subject to the limitations of
legislation, collective or contractual agreements and Board policy. Any suspensions or
dismissals shall be reported to the Board as soon as practicable.
2. The Superintendent is directed to develop an Administrative Procedure to fulfill Board
obligations created by any federal or provincial legislation.
Legal Reference: Sections 22, 65(2)c, 74, 85 School Act

SD No. 40 (New Westminster)
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POLICY MANUAL
POLICY 12

ROLE OF THE SUPERINTENDENT
Background
The Superintendent is the Chief Executive Officer of the District. The Superintendent reports
directly to the corporate Board and is accountable to the Board of Education for the conduct and
operation of the District. All Board authority delegated to the staff of the District is delegated
through the Superintendent.
Specific Areas of Responsibility
1. Student Learning
1.1

Provides leadership in all matters relating to education in the District.

1.2

Support instructional strategies, assessment and resources that reflect mission, vision
and values.

1.3

Implements directions established by the Minister.

1.4

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 positive
citizenship.

1.5

Reports annually on student results achieved.

2. Student Welfare
2.1

Ensures that students are provided with a safe and caring environment that
encourages respectful and responsible behaviour.

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 District.

2.3

Ensures the facilities safely accommodate District students.

3. Fiscal Responsibility
3.1

Ensures the fiscal management of the District is in accordance with the terms or
conditions of any funding received by the Board under the School Act or any other Act
or regulation.
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3.2

Ensures the District 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.

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.

6. Superintendent/Board Relations (“The First Team”)
6.1

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

6.2

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

6.3

Attends 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.

7. Strategic Planning and Reporting
7.1

Leads the development and implementation of the strategic planning process.

7.2

Involves the Board appropriately (Board identification of priorities and key results, and
final Board approval of the plan in conjunction with the annual budget).

7.3

Reports at least annually on results achieved.

8. Organizational Leadership and Management
8.1

Promote at all times a high standard of collaborative professional leadership, effective
human relations, and a spirit of educational innovation throughout the district.

8.2

Demonstrates effective organizational skills

8.3

Reports to the Minister with respect to matters identified in and required by the School
Act and provincial legislation.
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8.4

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

8.5

Acts as or assigns the head of the organization for the purposes of the Freedom of
Information and Protection of Privacy (FOIP) Act and adopt the schedule of fees in the
FOIPP Regulation as permitted under Section 75(1) of the Act.

9. Communications and Community Relations
9.1

Takes appropriate actions to ensure open, transparent, positive internal and external
communications are developed and maintained.

9.2

Takes appropriate actions to ensure parents have a high level of satisfaction with the
services provided and the responsiveness of the District within policy and budgetary
constraints

9.3

Maintains effective relationships within the District and the community served.

9.4

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

10. Leadership Practices
10.1 Practices leadership in 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.

Legal Reference: Section 22, 85 School Act
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POLICY MANUAL
POLICY 12 – Appendix A

SUPERINTENDENT EVALUATION PROCESS CRITERIA & 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 where applicable. 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 written evaluation of the Superintendent’s performance.
2. Highlights the key role of the Superintendent as the Chief Education Officer for the District 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 (QI),
which describe expectations in regard to each assigned role expectation (RE).
5. Is aligned with and based upon the Superintendent’s roles and responsibilities. The Board
policy (Policy 12) is consistent with this evaluation document.
6. Is linked to the District’s Strategic Plan and the key results contained therein.
7. Sets out standards of performance. The quality indicators (QI) 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 more subjective data.
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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 cannot be held accountable for areas
over which he has not been given authority.
The Superintendent will maintain an electronic evidence binder, which will be provided to the
Board approximately one 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 the 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 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 the evaluation workshop, a written evaluation report will be facilitated by the external
consultant, 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 for the coming year; 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 District.
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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 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 District’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, however the Leadership Practices interviews will be
conducted every second year commencing with the 2016-2017 year.

Legal Reference: Section 22, 85 School Act
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POLICY MANUAL
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 District.

RE 1.2

Implements directions established 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.

RE 1.4

Reports annually on student results achieved.

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 strategic
planning process, including the implementation of innovative means to improve
measurable student achievement.

QI 1.3

There is measurable improved student achievement over time.

QI 1.4

Ensures the District’s academic results are published.

2. Student Welfare
Role Expectations:
RE 2.1

Ensures that students are provided with a safe and caring environment that
encourages respectful and responsible behaviour.

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 District.

RE 2.3

Ensures the facilities safely accommodate District students.
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Quality Indicators relative to Student Welfare:
QI 2.1
QI 2.2

Develops measurements and monitors progress relative to providing a safe,
inclusive and caring environment.
Provides an annual student welfare accountability report.

3. Fiscal Responsibility
Role Expectations:
RE 3.1

Ensures the fiscal management of the District is in accordance with the terms or
conditions of any funding received by the Board under the School Act or any other
Act.

RE 3.2

Ensures the District 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 (PSAB) 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.

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 an internal audit process is developed and implemented in regard to
school based funds and an annual report provided to the Board.

QI 3.6

Provides the Board with at least quarterly financial accountability reports

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

QI 4.4

Provides for training of administrators and the development of leadership capacity
within the District.

5. Policy/Administrative Procedures
Role Expectations:
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.

6. Superintendent/Board Relations (“The First Team”)
Role Expectations:
RE 6.1

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

RE 6.2

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

RE 6.3

Attends 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.

Quality Indicators relative to Superintendent/Board Relations (“The First Team”):
QI 6.1

Implements Board decisions with integrity in a timely fashion.

QI 6.2

Interacts with the Board in an open, honest, proactive and professional manner.
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QI 6.3

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

QI 6.4

Ensures Board agendas are prepared and distributed to trustees in sufficient time
to allow for appropriate trustee preparation for the meeting.

QI 6.5

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

QI 6.6

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

QI 6.7

Acts in accordance with all provisions of the Board-Superintendent/CEO contract

7. Strategic Planning and Reporting
Role Expectations:
RE 7.1

Leads the development and implementation of the Strategic planning process.

RE 7.2

Involves the Board appropriately (Board identification of priorities and key results,
and final Board approval of the plan in conjunction with the annual budget).

RE 7.3

Reports at least annually on results achieved.

Quality Indicators relative to Strategic Planning and Reporting:
QI 7.1

Ensures key results identified by the Board are achieved.

QI 7.2

Ensures the strategic planning process involves opportunity for stakeholder input.

QI 7.3

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

8. Organizational Management
Role Expectations:
RE 8.1

Demonstrates effective organizational skills

RE 8.2

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

RE 8.3

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

RE 8.4

Acts as or delegates the head of the District for the purposes of the Freedom of
Information and Protection of Privacy (FOIP) Act and adopt the schedule of fees
in the FOIPP Regulation as permitted under Section 75(1) of the Act.

Quality Indicators relative to Organizational Management:
QI 8.1

Ensures District compliance with all Ministry mandates (timelines and quality).

QI 8.2

Identifies trends and issues related to organizational effectiveness and makes
recommendations for the implementation of innovative means to improve
effectiveness.
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9. Communications and Community Relations
Role Expectations:
RE 9.1

Takes appropriate actions to ensure open, transparent, positive internal and
external communications are developed and maintained.

RE 9.2

Takes appropriate actions to ensure parents have a high level of satisfaction with
the services provided and the responsiveness of the District within policy and
budgetary constraints

RE 9.3

Maintains effective relationships within the District and the community served.

RE 9.4

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

Quality Indicators relative to Communications and Community Relations:
QI 9.1

Facilitates effective home-school relations.

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 District.

QI 9.6

Represents the District in a positive, professional manner.

10. Leadership Practices (Every Second Year Commencing with 2016-2017)
Role Expectations:
RE 10.1 Practices leadership in 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.
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

I trust the Superintendent.

QI 10.7

Empowers others.

QI 10.8

Effectively solves problems.
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POLICY MANUAL
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:
1.1

The Superintendent provides clear direction?

1.2

The Superintendent provides effective educational leadership?

1.3

The Superintendent establishes and maintains positive, professional working
relationships with staff?

1.4

The Superintendent unites people toward common goals.

1.5

The Superintendent demonstrates a high commitment to meeting student needs?

1.6

I trust the Superintendent?

1.7

The Superintendent empowers others?

1.8

The Superintendent effectively solves problems?

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?
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POLICY MANUAL
POLICY 13

APPEALS BYLAW
(A bylaw to establish the procedure for appeals under Section 11 of the School Act)
The right of appeal under Section 11 of the School Act extends to decisions, which significantly
affect the education, health or safety of a student. This Section requires that Boards establish a
procedure, which, by law, enables a student and/or parents or guardians of a student to appeal
a decision made by an employee of the Board, which significantly affects the education, health
or safety of a student. It also provides for decisions made by Boards under Section 11 to be
appealed to Superintendents of Achievement.
The failure of an employee(s) to make a decision shall be deemed a decision for the purpose of
initiating an appeal.
In the spirit of administrative fairness, the New Westminster Board of Education welcomes
members of its educational community to express their questions, complaints or concerns to the
appropriate authority.
It is the position of the New Westminster Board of Education that, in most cases, an appeal
should be preceded by an appropriate consultative and problem-solving sequence, but that
such procedures should in no way constitute a barrier to an appeal or a final recourse to the
New Westminster Board of Education. The Board generally encourages complaints and
disputes to be dealt with at the point closest to where the dispute first arises. The normal
channel shall be from complainant to employee to the employee’s immediate supervisor, to the
appropriate District Office administrator, and thence through the Superintendent to the Board.
1. The following decisions shall be deemed to significantly affect the education, health or
safety of a student:
1.1 Disciplinary suspension from school for a period in excess of five (5) consecutive days;
1.2 Exclusion from school for a health condition;
1.3 Placement in an educational program (this does not refer to classroom or teacher
preference or matters related to school transfer requests and placement in programs
of choice. Families wishing to discuss school placement requests are encouraged to
contact the Central Registration Office to discuss their specific situation);
1.4 Grade promotion or graduation;
1.5 Refusal to offer an educational program to a non-graduated student sixteen (16) years
of age or older; and,
1.6 Any other decision that significantly impacts the present or future educational program
of the student.
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If the Superintendent denies the appellant the right of appeal, reasons for the decision
denying the right of appeal must be given to the appellant in writing. The Superintendent will
inform the appellant of the role of the Ombudsperson.
2. Written Notice of Appeal
Every appeal to the New Westminster Board of Education (Step 6) must be initiated by a
written Notice of Appeal: Form P13-01. This form is attached to the end of this Policy or may
be obtained from the school or school board office or from the district website,
www.newwestschools.ca. It must be completed in full and submitted to the Superintendent.
Assistance required in filling out this form is available upon request from the Superintendent’s
office.
3. The Appeal Process
Upon receipt of the Notice of Appeal form (Step 6), the Superintendent will inform the
appellant in writing of the steps in the appeal process.
All steps in the appeal process must proceed in a timely manner.
Throughout the appeals process, the appellant and the employee(s) whose decision is being
appealed must receive all documentation and appropriate information generated at each
step within a reasonable length of time and be informed of the progress of the appeal at
each step.
NOTE: The appellant may choose to be accompanied by a support person of their choice
throughout the entire appeals process and the employee(s) may choose to bring union
representation where applicable. Where language may be a barrier, interpretation services
may be provided upon request.
3.1 STEP ONE:
3.1.1 The appellant shall meet with the employee(s) involved with the decision.
If there is no resolution, go to STEP TWO.
3.2

STEP TWO:
3.2.1 The appellant shall meet with the principal or designate and the employee(s)
whose decision is being appealed. This meeting shall include the following:
3.2.1.1 A report by the employee(s) indicating the decision and the rationale
for the decision will be reviewed.
3.2.1.2 Other District personnel and/or outside agency personnel may be
requested to attend the meeting for consultation purposes.
3.2.1.3 If there is no resolution, the principal or designate will notify the
Assistant Superintendent or the Director of Instruction and will forward
all available documentation
3.2.1.4 The principal or designate will review with the appellant all steps in
the appeals process as set forth by this Bylaw.
3.2.1.5 The principal or designate will ensure the appellant receives a copy of
all documentation and appropriate information that is being forwarded
to the Assistant Superintendent or Director of Instruction.
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3.3

OPTIONAL STEP THREE - Appeal Sub-Committee:
3.3.1

3.3.2

3.3.3

3.3.4
3.3.5

3.3.6
3.4

As an alternative to the Steps Four and Step Five in the appeals process, the
Superintendent or designate, with agreement from the appellant, may refer the
matter to an Appeal Sub-Committee consisting of: One (1) Assistant
Superintendent or Director of Instruction and two (2) Principals and/or VicePrincipals
When an appeal is referred to the Appeal Sub-Committee, the SecretaryTreasurer shall set a time, date and place for this purpose and shall give notice
in writing to the appellant and the employee(s) whose decision is being
appealed. With this notice, the appellant and employee(s) whose decision is
being appealed must receive copies of all documentation and appropriate
information.
The Appeal Sub-Committee may invite oral or written submissions from the
appellant and the employee(s) whose decision is being appealed. The
appellant may choose to be accompanied by a support person of their choice
and the employee(s) may choose to bring union representation where
applicable. Where language may be a barrier, interpretation services may be
provided upon request.
The Appeals Sub-Committee will recommend a decision on the appeal to the
Superintendent.
The Superintendent shall promptly notify the appellant in writing of the Appeal
Sub- Committee’s recommendations and the reasons for the
recommendations.
If the issue is not resolved by the Appeals Sub-Committee, then the issue may
be taken to Step Six.

STEP FOUR:
3.4.1

The appellant shall meet with the Assistant Superintendent or Director of
Instruction who will review all the information relevant to the decision on the
matter. At this meeting, the Assistant Superintendent or Director of Instruction:
3.4.1.1 May request the presence of other staff or outside personnel as
consultants. The appellant must be notified in writing and in advance
of the meeting of the names of the people to be in attendance at the
meeting.
3.4.1.2 Will strive for a resolution of the appeal based on the review of the
information available.
3.4.1.3 Will document the proceedings of the meeting.
3.4.1.4 Communicate the resolution and the reasons for it in writing to the
appellant and to the employee(s) whose decision is being appealed.
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3.4.1.5

3.4.1.6

If there is no resolution, the Assistant Superintendent or Director of
Instruction will forward all documentation to the Superintendent of
Schools
The Assistant Superintendent or Director of Instruction will ensure that
the appellant receives a copy of documentation and appropriate
information that is being forwarded to the Superintendent of schools.

3.5

STEP FIVE:
3.5.1 The Superintendent of schools will gather all information relevant to the appeal
and will meet with the appellant to resolve the appeal. If there is no resolution,
the Superintendent of schools will notify the Board Chair that the appellant
requests to take the appeal to the Board of Education.

3.6

STEP SIX:
3.6.1

The Board of Education will receive and review information pertaining to the
appeal as follows:
3.6.1.1 The Superintendent shall provide the Board of Education with all
documentation and appropriate information with an explanation of the
steps in the appeals process undertaken.
3.6.1.2 The Board of Education, after reviewing the pertinent information and
documents surrounding the decision, shall decide if an appeal hearing
is appropriate.
3.6.1.3 If an appeal hearing is deemed not to be appropriate, the Board of
Education or designate will notify in writing the appellant and the
employee(s) whose decision is being appealed of the reasons for that
decision.
3.6.1.4 If an appeal hearing is granted, the Board of Education will notify in
writing the appellant and the employee(s) whose decision is being
appealed of the time and date that it is to take place. In the case of a
hearing, reasonable time limits must be given to both the appellant
and the employee(s) whose decision is being appealed. Opportunity
must be given to the appellant to have his/her story heard and to
ensure that all relevant information has been considered.
3.6.1.5 As in all previous steps in the appeals process, the appellant may be
accompanied by a support person of their choice and the employee(s)
whose decision is being appealed may bring union representation
where applicable. Where language may be a barrier, interpretation
services may be provided upon request.
3.6.1.6 The Board of Education must confine its deliberations to the decision
being appealed.
3.6.1.7 The Board of Education shall make a decision and that decision shall
be deemed the final decision of the Board.
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4.

3.6.2

In considering appeals of employee decisions, the Board shall consider:
3.6.2.1 Whether the decision appealed is in accordance with legislation,
Board policies and procedures;
3.6.2.2 Whether the decision appealed was reached through a process that
was fair to the student and after consideration of relevant information;
3.6.2.3 Whether the decision is reasonable in the circumstances in that the
evidence presented is capable of supporting the decision; and
3.6.2.4 Whether there are special circumstances that would warrant making
an exception to a Board policy.

3.6.3

The Board of Education shall notify the appellant in writing of the decision. At
the same time, the decision and reasons for the decision shall be
communicated in writing to the appellant and the employee(s) whose decision
led to the appeal.

Protection from Reprisals
The Board of Education will not tolerate any direct or indirect form of reprisal as a result of
the initiation or outcome of an appeal. Where there is evidence of reprisal, the
Superintendent shall take immediate steps to remedy the situation.

5.

Review Process
Each appellant and each employee(s) whose decision has been appealed will be given the
opportunity to provide feedback on their experience with the appeal process. This feedback
will be used when reviewing this Bylaw and when developing new procedures to ensure
that the appeals process remains balanced and fair.

6.

Avenues Beyond the Appeals Process
If the appellant wishes to appeal the Board’s decision, the appellant may contact the
Superintendent of Achievement under Section 11.1 of the School Act: Appeals to the
Superintendent of Achievement. Copies of Section 11 (including 11.1 to 11.7) of the School
Act will be made available to the appellant upon request or may be found at
https://www2.gov.bc.ca/gov/content/education-training/k-12/support/student-disputes-andappeals
Legal Reference: Sections 6, 11, 11.1, 11.2, 11.3, 11.4, 11.5, 11.6, 11.7, 11.8, 22, 26, 68, 85, 91 School Act
Regulation 24/08 – Appeals Regulation
Administrative Tribunals Act
Collective Agreement
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NOTICE OF APPEAL
School District No. 40

POLICY 13 – APPEALS BYLAW
The right of appeal under Section 11 of the School Act extends to decisions that significantly
affect the education, health or safety of a student.

NOTICE OF APPEAL
This form constitutes a written notice of appeal and must be completed in full and submitted to
the Superintendent. Appellants should read our Policy 13 – Appeals Bylaw prior to completing
this form. Upon receipt of the Notice of Appeal form (Step 6), the Superintendent will inform the
appellant in writing of the steps in the appeal process.
Assistance in filling out this form is available upon request from the New Westminster School
Board Office by calling 604‐517‐6240.
1.

INFORMATION ABOUT THE PERSON(S) FILING THE APPEAL:

Name of student:
First

Last

Student address: (if different from parent)

Street

City

Postal

Parent name:
First

Last

Parent address:

Street

2.

City

Postal

INFORMATION ABOUT THE EMPLOYEE(S) INVOLVED:

List the employee(s) whose decision is being appealed:
Employee Name

Employee Position/Job

Modification to this document is not permitted without prior written consent from SD No. 40 (New Westminster)
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NOTICE OF APPEAL
School District No. 40

List the employee(s) with whom you have consulted about the decision:
Employee Name

3.

Employee Position/Job

INFORMATION ABOUT THE DECISION BEING APPEALED:

Dates you were informed of the decision:
Describe the decision:

Give your grounds for appealing the decision:

Modification to this document is not permitted without prior written consent from SD No. 40 (New Westminster)
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NOTICE OF APPEAL
School District No. 40

Suggest a solution to the problem, which would satisfy you:

Signature of Parent

Date Appeal Submitted
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POLICY MANUAL
POLICY 14

CONSOLIDATION AND/OR CLOSURE OF SCHOOLS
The Board of Education of School District No. 40 (New Westminster) recognizes that, from time
to time, circumstances may necessitate consideration of consolidation and/or closure of
schools. The intent of any proposed consolidation and/or closure of facilities is to ensure that
Board facilities are used as cost effectively as possible in order that educational resources are
focused on programs and services that directly support students.
The Board of Education also recognizes that the number and location of schools must reflect a
balance between education program needs and operational efficiency and must be considered
within the available resources.
The Board will receive data pertinent to the educational and economic impact of declining
and/or shifting enrollment on the organization of the schools. Should the data indicate an area to
be studied for reorganization, the Board will initiate a process of discussion and consultation
with parents, staff and the community in accordance with this policy. The Board will then make a
decision on the reorganization of schools based on the preceding process so that any school
closure or grade reconfiguration necessary would be effective June 30 of a particular year.
Specifically
1. The Superintendent may recommend to the Board at a meeting in October, consideration of
schools for closure or grade reconfiguration.
The Superintendent, in making a recommendation for consideration for closure or grade
reconfiguration will assess the following factors:
1.1 Breadth of programing possible;
1.2 Safety of access for students;
1.3 Class size;
1.4 Accommodation and suitability of program offerings available in nearby schools;
1.5 Decline in student enrollment projections;
1.6 Age, operation and maintenance costs of the facility, including the need for seismic
upgrades;
1.7 Funding formula considerations;
1.8 Alternate potential uses of a facility that could create additional revenue for the District
or could improve community services; and,
1.9 Parental and community support for the school.
In making its decision, the Board shall consider the aforementioned factors.
Modification to this document is not permitted without prior written consent from SD No. 40 (New Westminster)
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2. The Board will consider the information and recommendation provided by the
Superintendent and either:
2.1 Conclude that no action or further study is required, or
2.2 Forward the information to the Operations Policy and Planning Committee.
3. The Operations Policy and Planning Committee shall review the materials and provide its
recommendations to the Board no later than January 15 of the following calendar year.
4. The Board will review the recommendations from the Operations Policy and Planning
Committee and either
4.1 Conclude that no action or further study is required, or
4.2 Initiate discussion and consultation with parents, staff and the community.
Public Consultation Process
Community awareness of possible school consolidations and/or closures is a priority of the Board.
5. Discussion and consultation must be initiated by February 1 and concluded not later than
April 1 and will include the following provisions:
5.1 As per Ministerial Order 194/08 (M194/08), the public consultation process shall
include:
5.1.1 A fair consideration of the community’s input and adequate opportunity for the
community to respond to a board’s proposal to close the school permanently;
5.1.2 Consideration of future enrolment growth in the district of persons of school
age, persons of less than school age and adults; and
5.1.3 Consideration of possible alternative community use for all or part of the
school.
5.2 The Board shall forward information initially provided by the Superintendent and an
invitation to the NWTU and CUPE 409, the Parents’ Advisory Council(s), and the New
Westminster city council for their input.
5.3 The Board shall inform the public through parent newsletters and notices, meetings
with employees, notice to rental groups, notices in local newspapers, and information
posted on the school district website. The school(s) being considered for consolidation
and/or closure and the proposed effective date shall be specified.
5.4 The proposed consolidation and/or closure will be addressed and discussed in a public
meeting involving the affected communities. The time and location of the public
meeting shall be widely advertised to notify affected persons or groups in the
community. This will mean written notification to parents of students currently attending
and registered to attend the school, a notice in the local newspaper, notices to
neighboring schools, Parent Advisory Councils, DPAC, Board Committees, employee
groups and information posted on the School District website.
5.5

The Board will make available, in writing, the rationale for the proposed school
consolidation and/or closure, including, but not limited to, the pertinent facts and
information with respect to the following factors:
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5.5.1
5.5.2
5.5.3
5.5.4
5.5.5
5.5.6
5.5.7
5.6

The number of students who would be affected at both the school to be
consolidated and/or closed and the surrounding schools;
Enrolment trends and utilization for the school and surrounding area;
Availability of space at receiving schools;
Proximity to potential receiving schools and the routes to schools;
Educational program/course implications for the affected students;
Financial considerations including anticipated cost savings and/or revenue
generation, not excluding the possibility of sale or lease and
Impact on the School District’s annual five-year capital plan submitted to the
Ministry of Education.

Minutes will be kept of the public meeting to record concerns or options raised
regarding the proposed consolidation and/or closure. The Board shall provide an
opportunity for affected persons to submit written responses to the Board regarding the
proposed consolidation and/or closure. Following the public meetings and receipt of
written submissions, the Board will give consideration to all input prior to making its
final decision with respect to the school consolidation and/or closure, including:
• A fair consideration of the community’s input;
• Consideration of future enrolment growth in the district of persons of school age,
persons of less than school age and adults and
• Consideration of possible alternative use for all or part of the school.

6. The final decision on a school consolidation and/or closure will be made through the first,
second and third (final) reading of a School Consolidation and/or Closure Bylaw at a public
Board meeting.
7. If a board decides to permanently close a school under section 73 of the School Act, the
board must, without delay, provide the Minister with written notification of the decision
containing the following information:
• The schools’ name,
• The school’s facility number,
• The school’s address and
• The date on which the school will close.
8. The consolidation and/or closure of a school will normally take place in preparation for the
commencement of the new school year.
9. By April 30, the Board will consider the information received and decide if a facility is to be
closed or reorganized on June 30 for the following September.
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POLICY MANUAL
POLICY 15

RECRUITMENT AND SELECTION OF PERSONNEL
The Board is committed to providing equal employment opportunity for all individuals in every
aspect of personnel practice including recruitment, selection and promotion, and to establishing
an educational work force (administrative, professional and support) that is reflective of both
the ethnic and gender make-up of the New Westminster community.
The Board reserves the sole authority to recruit and select an individual for the position of
Superintendent. Further, the Board has designated the Superintendent of Schools as Chief
Executive Officer for the District. The Superintendent of Schools/CEO has sole authority for
recruiting and selecting all other staff within existing legislation, budget allocations and collective
agreements.
Specifically
1. The Superintendent will make reasonable effort to ensure that all current District employees
are made aware of administrative vacancies.
2. Vacant positions carrying administrative or District leadership responsibility shall be
advertised within and outside the District, except where the position is filled by transfer or reassignment in which case the Superintendent shall inform the Board prior to finalizing the
transfer or reassignment.
3. The Superintendent shall ensure current job descriptions are in place for each member of
the senior administrative team and that appropriate performance evaluations are completed
in a timely manner.
4. Appropriate placement and transfer practices for principals/vice-principals are to enhance
effective utilization and skills and abilities and the professional growth of individuals. These
objectives can best be achieved through the provision of some variety of school assignment
over a period of years, and the best possible matching of known administrator strengths to
identified current needs of a particular school.
5. In the event of an unexpected or short-term vacancy, the Superintendent may appoint an
‘Acting Principal’ or ‘Acting Vice-Principal’ or acting central office assignment without going
through a formal selection process.
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6. All offers of employment shall be conditional on the successful applicant providing a criminal
records check through the Criminal Records Review Program (Ministry of Public Safety and
Solicitor General).

Legal Reference:

Sections 15, 19, 20, 21, 22, 23, 24, 65, 85 School Act
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POLICY MANUAL
POLICY 16

ACKNOWLEDGING TRADITIONAL TERRITORY
The Board of Education of School District No. 40 (New Westminster) believes that
Acknowledging Traditional Territory is a way to honour and show respect to the original
inhabitants of this land. This practice enables the wider school and district community to share
in Aboriginal cultures, and leads to better relationships and understandings. Observing this
practice connects participants with the traditional territory, and provides a welcoming
atmosphere to the land where people are gathering.
Any school district staff may Acknowledge the Traditional Territory. It is not necessary to have
an Aboriginal person from the territory do the Acknowledgement. However, the only people who
would “Welcome” guests to the territory are the First Nations people who are
traditionally/originally from the territory.
Acknowledging Traditional Territory is performed at graduation and other large celebrations,
such as assemblies, Board meetings and facility openings. For some of these events, staff may
consider inviting a member of the local First Nation to perform a Welcome instead of an
Acknowledgement of the Traditional Territory.
The Acknowledgement of Traditional Territory or Welcome would usually be the first item on the
agenda:
"The New Westminster School District recognizes and acknowledges the Qayqayt First Nation,
as well as all Coast Salish peoples, on whose traditional and unceded territories we live, we
learn, we play and we do our work".
Legal Reference: Section 85 School Act
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POLICY MANUAL
POLICY 17

SEXUAL ORIENTATION and GENDER IDENTITY (SOGI)
Rationale
The Board of Education recognizes that students who identify as LGBTTQ+ may face
challenges within our schools and communities. These individuals, as well as their families, are
frequently the targets of homophobic, transphobic or heterosexist behaviours. This often results
in a struggle with a variety of profound social consequences including discrimination,
harassment, physical and sexual violence, social and emotional isolation, substance abuse,
homelessness, school truancy and dropping-out, self-harm and suicide.
A responsive, safe, and inclusive school environment is necessary for students to learn and
achieve high academic standards. Discrimination is not part of such an environment. As
students learn by example, all members of the school community are expected to model
respectful conduct regardless of perceived differences and should refuse to tolerate any form of
discrimination due to an individual’s actual or perceived LGBTTQ+ status or identity.
Action
The Board of Education strives to create school and district culture, which supports diversity,
including a welcoming learning and working environment for everyone, regardless of sexual
orientation, gender identity or expression. The Board is therefore committed to the following 10
key components of effective SOGI policy1:
1. Common Language
1.1 The Board strives to ensure that all parties be well-informed and equipped with
appropriate and respectful language.
1.2 The Board acknowledges that language is ever evolving and that the individual is always
the expert on how they may identify and on what language or terms they consider
respectful and inclusive of themselves.
2. Safety/Anti-Harassment
2.1 All schools and the District will have Codes of Conduct that explicitly include language
prohibiting the harassment, bullying, or violence based on sexual orientation, gender
identity, and expression.
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3. Self-Identification
3.1 Individuals will have the right to self-identification, which includes the name by which
they wish to be addressed and their pronoun of choice that corresponds to their gender
identity.
3.2 Whenever possible and permitted by law, requests made by a student, or the
parent/guardian, to change the student’s official record to reflect their name and/or
gender identity of choice will be accommodated.
3.3 Whenever possible, at the request of a student or of a students’ parent(s)/guardian, the
student’s name and/or gender identity of choice will be included on class lists,
timetables, student files, identification cards, etc.
3.4 Unless the student or the student’s parent/guardian has specified otherwise,
communications between school and home will use a student’s legal name and the
pronoun corresponding to the student’s gender assigned at birth
4. Confidentiality and Privacy
4.1 A student’s trans status, legal name, or gender assigned at birth may constitute
confidential personal information that will be kept confidential unless its disclosure is
legally required or unless the student or the student’s parent(s)/guardian have given
authorization.
4.2 In situations where school staff or administrators are required by law to use or to report
a trans student’s legal name or sex, such as for purposes of data collection, school staff
and administrators will adopt practices to avoid the inadvertent disclosure of such
information.
4.3 Students have the right to discuss and express their gender identity and/or gender
expression openly and to decide when, with whom, and how much private information
to share will be respected.
5. Dress
5.1 Students have the right to dress in a manner consistent with their gender identity or
gender expression. This includes students who may dress in a manner that is not
consistent with societal expectations of masculinity/femininity.
5.2 School dress codes will not contain gender specific language.
6. Gender Integrated and Inclusive Activities
6.1 Schools will focus on integrated and inclusive activities. To the extent that gender
segregated activities continue to exist, students will have the option to be included in
the group that corresponds to their gender identity or, in the case of gender nonconforming students, the group in which they would like to participate.
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7. Educator Training
7.1 Professional Development and Training
7.1.1

7.1.2
7.1.3
7.1.4

The Board will strive to ensure that professional development and training is
provided for staff to develop the awareness, knowledge, skills and attitudes
necessary to:
deliver an LGBTTQ+ inclusive curriculum (including anti-homophobia and antitransphobia education)
identify and address homophobic and transphobic discriminatory attitudes and
behaviours; and
support and advocate for the needs of students whose real or perceived identity
is LGBTTQ+

7.2 Counselling and Student Support
7.2.1 The Board will strive to ensure that:
• counsellors respond competently to the needs of LGBTTQ+ students as well
as to the needs of students with LGBTTQ+ family members;
• counsellors and staff are provided with information on support programs or
services for students and families;
• all schools have at least one staff person to be the SOGI School Lead, a
school contact who is able to act as a resource person for LGBTTQ+
students, staff and families. (Note: School administrators will act as the Safe
Contact if no one voluntarily steps forward.) School administrators will inform
students and other staff about the location and availability of this contact
person; and
• middle schools and secondary schools are supported in establishing and
maintaining Gay /Straight Alliance clubs (GSAs).
8. Inclusive Learning
8.1. Whenever possible, learning and curriculum resources regarding SOGI will emphasize
universal human themes that acknowledge human diversity as an essential and
enriching element of our society.
8.1.1. Classroom materials and activities related to SOGI will contain positive images
and accurate information about sexual and/ or gender diversity, SOGI history and
culture which reflects accomplishments, contributions, and struggles of LGBTTQ+
people.
9. Facilities
9.1. At least one single, gender neutral washroom stall/change room in each middle school,
high school, alternate school, and at the Board Office will be provided.
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10. Inclusive Extra-Curricular Activities
10.1. Students will be included and accommodated for in all extra-curricular activities
regardless of their sexual orientation or gender identity/expression, including support
to set up a Gay-Straight Alliance.
10.2. In the case of sex-segregated team sports, students whose gender identity is different
than their sex at birth may, on a case-by-case basis, join the sex-segregated team
aligned with their gender identity.

1

These practices have been co-developed by the Ministry of Education, ARC Foundations, Out in Schools, BCTF,
UBC, and K-12 educators as part of the Ministry of Education SOGI Working Group
Legal References: Section 85 School Act; BC Human Rights Code

SD No. 40 (New Westminster)
Adopted: May 30, 2017
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POLICY MANUAL
POLICY 18

BOARD OF EDUCATION ELECTION PROTOCOL
Trustees and Trustee Candidates shall not use students, schools or school district property in any
manner in their campaign for election to the Board of Education.
Trustees and Trustee Candidates shall not campaign on School District property.
School Visits by Candidates
Requests by Trustee Candidates to visit schools for the purpose of campaigning are not
permitted. When a member of the Board of Education attends a school event, he/she shall be
introduced as a Trustee but no comments may be voiced regarding the election campaign.
Should a Candidate choose to attend a school event, the candidate may be introduced by name
only without reference to the trustee election.
All Candidates Meetings
While recognizing the value of All Candidates Meetings anyone organizing an All Candidates
Meeting in a building owned by the District must book the space through the School District’s
facility rentals in order to host such an event.
Distribution of Board of Education Election Campaign Materials
No trustee election campaign ads or materials may be distributed via school mail, school
websites, or school social media. Campaign materials must not be displayed on school property
nor distributed to students, parents or employees via schools, school mail, district e-mail or email lists created for educational purposes.
It is recognized that neither the District nor its individual schools have control over what
happens off school property.
Distribution of information about the election in general is permissible – for example, information
regarding the date of the election and where the polling booths will be located.
Legal Reference: Section 85 School Act

SD No. 40 (New Westminster)
Adopted: May 30, 2017
Modification to this document is not permitted without prior written consent from SD No. 40 (New Westminster)
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POLICY MANUAL
POLICY 19

RESTRICTED AND NON-RESTRICTED SURPLUS FUNDS
The long-term financial health of the District is critical to ensure that a strong educational system
is maintained for the students in the District. The Board will establish appropriate reserves to
provide for ongoing operational needs and long term planning.
The Board is responsible for ensuring the district is protected financially from extraordinary
circumstances, which would negatively impact the education of students. To discharge this
responsibility, the Board shall build and maintain an unrestricted accumulated surplus of 2 to 3
percent of operating expenses. Further, the Board shall designate within its accumulated
surplus funds those, which are restricted and those, which are non-restricted. Restricted funds
are those the Board has designated for a specific purpose by Board motion. Non-restricted
surplus funds are those, which have not been designated or appropriated for a specific purpose.
These non-restricted funds can, therefore be used to mitigate any negative impact unforeseen
circumstances might otherwise cause, at the direction of the Board.
Procedure
1. Non-Restricted Surplus Funds
1.1

1.2

The Board may by majority vote allocate any portion of the non-restricted surplus
funds to current or future operational needs, however the Board will normally consider
such allocations as part of the budget development and approval process. Such funds
shall only be expended with express authorization of the Board by Board motion or
within the budget approval process.
The Board shall normally expend non-restricted surplus funds prior to considering the
re-appropriation of restricted surplus funds.

2. Restricted Surplus Funds
2.1
2.2
2.3
2.4
2.5

Normally restricted surplus funds will be expended for the purpose identified when
these funds were restricted by Board motion.
In extreme situations the Board may re-appropriate restricted funds.
Normally, the Board will restrict such funds for a designated purpose during the budget
approval process.
Restricting or re-appropriating restricted funds may only be done by specific Board
motion.
The Board shall maintain within the restricted surplus funds an allocation for
contingencies equal to $500,000. These funds can only be expended by a two-thirds
majority vote and only for the following purposes.
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2.5.1
2.5.2
2.5.3
2.5.4
2.5.5
2.5.6

The incurring of new cost pressures in a fiscal year that were not known at
the time of budget development that are in excess of $150,000;
The payment of severance (wages and benefits) in excess of $75,000 upon
termination of a non- union employee without cause;
The settlement of any legal action that is not covered by the School
Protection Program;
Initial one-time cost outlays for new educational programs;
Extraordinary unknown utilities cost pressures;
To cover monies owed as identified by the Deficit Elimination Plan.

Legal Reference: Section 85 School Act

SD No. 40 (New Westminster)
Adopted: May 30, 2017
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POLICY MANUAL
POLICY 20

INDEMNIFICATION BYLAW
A bylaw to provide that the Board shall indemnify a trustee, an officer or an employee of the
Board against a claim for damages arising out of the performance of their duties; and for an
inquiry or proceeding involving the administration and conduct of the business of the District;
and will pay legal costs incurred in a court proceeding arising out of the claim or the legal costs
arising from such inquiries or proceedings.
WHEREAS the School Act, Section 95 provides that the Board may by bylaw provide that the
Board will indemnify a trustee, an officer or an employee of the Board against a claim for
damages against a trustee, officer or employee of the Board arising out of performance of their
duties and, in addition, pay legal costs incurred in a court proceeding arising out of the claim;
AND WHEREAS the School Act, Section 95 also provides that the Board may, by bylaw,
indemnify a trustee, an officer or an employee of the Board where an inquiry under Part 2 of the
Inquiry Act or other proceedings involves the administration and conduct of the business of the
District, and also pay legal costs incurred in such inquiries or proceedings;
NOW THEREFORE The Board of Education of School District No. 40 (New Westminster) in
open meeting assembled enacts as follows:
Interpretation
1. In this bylaw:
1.1

"Board” means The Board of Education of School District No. 40 (New Westminster);

1.2

"Trustee" means a member of The Board of Education of School District No. 40 (New
Westminster);

1.3

"Officer" means a Superintendent, Assistant Superintendent, Director, Secretary
Treasurer, or administrative officer of the Board;

1.4

"Employee" means all Board teaching and non-teaching personnel other than officers;

1.5

Wherever the singular or masculine or neuter is used in this bylaw, the same shall be
construed as meaning the plural, the feminine or the body corporate whenever the
context so requires.
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2. Indemnification
2.1

The Board shall indemnify a trustee, an officer or an employee of the Board against a
claim for damages against the trustee, officer or employee arising out of the
performance of their duties, and, in addition, pay the reasonable costs incurred by the
trustee, officer or employee in a court proceeding arising out of the claim except as
otherwise provided for in this bylaw.

2.2

The Board shall indemnify a trustee, an officer or an employee where an inquiry under
the Inquiry Act or other proceedings involving the administration and conduct of the
business of the District, and also pay reasonable legal costs incurred in such inquiries
or proceedings, except as otherwise provided in this bylaw.

2.3

Sections 2.1 and 2.2 apply in respect of a person who was formerly a trustee, an
officer or an employee of the Board, at the time they performed the duties out of which
the claim inquiry or other proceeding arise, whether or not they are a trustee, an officer
or an employee at the time the claim for damages, inquiry or other proceeding arises,
or any legal action arising out of the claim inquiry or other proceeding is commenced
or concluded except as otherwise provided in this bylaw.

2.4

This bylaw applies to:
2.4.1

The performance of duties by current or former trustees, officers or employees;
and

2.4.2

Inquiries or proceedings arising out of the administration and conduct of the
business of the District.

3. Administration of Medication
Without limiting the generality of Section 2, the Board's indemnification of officers and
employees against claims for damages as set out in Section 2.1 hereof, shall include, but is
not limited to, claims arising from Board authorized administration of medication to students,
supervision of self-administration of medication by students, and performance of physical
procedures relating to the medical needs of students.
4. Contracts
This bylaw refers to officer and employee employment contracts, including collective
agreements, now in force or in force in the future.
5. Exclusions
In the event that insurance coverage is available with respect to the liability of the trustee,
officer or employee, the Board shall not indemnify the trustee, officer or employee as the
case may be.
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6. The Board shall not indemnify a trustee, officer or employee against:
6.1

Legal fees and/or liability resulting from an action or any other proceeding taken by the
Board against the trustee, officer or employee, or as a result of an action or proceeding
taken by the trustee, officer or employee against the Board;

6.2

A fine, penalty or order imposed as a result of a conviction for an offence;

6.3

Legal fees incurred as a result of prosecution where the trustee, officer or employee is
convicted of an offence or obtains a conditional or absolute discharge;

6.4

Liability and/or legal fees resulting from proceedings initiated pursuant to the Teaching
Profession Act unless the Board agrees to the contrary, by an affirmative vote of a
majority of its members;

6.5

Legal fees incurred in an appeal of any conviction, sentence, judgment or order unless
the Board agrees to the contrary, by an affirmative vote of a majority of its members;

6.6

Liability and/or legal fees incurred by a trustee where there has been a determination
by a Court that the trustee knowingly contravened Section 58 of the School Act;

6.7

Liability and/or legal fees incurred by a trustee, officer or employee where there is a
determination by a Court that the trustee, officer or employee knowingly permitted
and/or authorized an expenditure not otherwise authorized by an enactment;

6.8

Liability incurred by a trustee resulting from any restitution ordered pursuant to Section
63(1)(b) of the School Act;

6.9

Those matters for which the Board, pursuant to its authority under Section 95(3) of the
School Act, may seek indemnity from an employee.

7. Legal Counsel
For those matters provided in Sections 2 and 3 of this bylaw, and not excluded by Section 5
and 6, the trustee, officer or employee may either:
7.1

Retain legal counsel appointed by the Board, in which case legal counsel shall be paid
for and directed by the Board;

7.2

Retain legal counsel chosen by the trustee, officer or employee, in which case the
Board shall have the right to:
7.2.1

Approve, in advance, any agreement for legal fees and disbursements;

7.2.2

Pay all or part of the legal fees and disbursements and to set a maximum for
legal fees and disbursements;

7.2.3

Direct the defense and to settle or compromise the claim or action;

7.2.4

Review the account of the legal counsel pursuant to the Legal Profession Act
and the trustee, officer or employee shall include such a term in an agreement
with their legal counsel; and
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7.2.5

Determine whether or not the trustee, officer or employee will be reimbursed by
the Board for legal fees or any portion of the legal fees that have been paid by
the trustee, officer or employee prior to the approval of the Board.

8. Amounts Payable
Any amount that may be payable by the Board shall be reduced by any court costs awarded
to the trustee, officer or employee.
9. Advancing Legal Costs
The Board may give consideration to advancing legal costs to the trustee, officer or
employee prior to the final resolution of a claim or action in order to prevent undue hardship.
When the Board advances such costs to a trustee, officer or employee, the trustee, officer or
employee shall provide written authorization for the Board to deduct an amount equivalent to
the costs advanced from future funds payable to the trustee, officer or employee by the
Board. The authorization shall only be used by the Board if it is determined at a later date
that the trustee, officer or employee is not entitled to be indemnified pursuant to the terms of
this bylaw.
10. Severability
If any section or lesser portion of this bylaw is held invalid, the invalidity shall not affect the
validity of the remaining portions of this bylaw.
11. Citation
This bylaw may be cited for all purposes as the "Indemnification Bylaw".

Legal Reference: Sections 58, 63, 65, 85, 95 School Act
Inquiry Act
Legal Profession Act
Teaching Profession Act

SD No. 40 (New Westminster)
Adopted: May 30, 2017
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POLICY MANUAL
POLICY 21

NEW WESTMINSTER SANCTUARY SCHOOLS POLICY
The New Westminster Board of Education takes pride in its commitment to providing a safe and
welcoming environment for all children and families who are ordinarily resident in New
Westminster, including those with precarious immigration status or no immigration status.
1.

OBJECTIVE

To uphold the Board’s commitment to providing a safe and welcoming environment for all
students who are ordinarily resident in New Westminster including those with precarious
immigration status or no immigration status.
2.

POLICY
2.1. All school age children who are ordinarily residents in the school district, including
those with precarious immigration status or no immigration status in Canada, are
entitled to admission in school.
2.2. The personal information of enrolled students or their families shall not be shared
with federal immigration authorities unless required by law.
2.3. The Board shall not permit Canada Border Services Agency (CBSA) officials or
immigration authorities to enter schools or Board facilities unless required by law.
2.4. All public school employees and volunteers shall be informed of this policy, and it will
be communicated to requisite stakeholders including immigrant communities.

3.

SPECIFIC DIRECTIVES

The Board will implement communication protocols and admission procedures in accordance
with these requirements.
3.1. This policy and relevant provisions of the School Act will be communicated annually
to all school administrators, school office staff, and school teachers. Such materials
will also be prominently displayed in school offices, admissions offices and on the
Board’s website.
3.2. The Board will provide orientation and training for all staff regarding the policy in
order to promote expertise and sensitivity regarding the needs of students without
immigration status in Canada.
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3.3. A thorough communications plan will be developed to share this information in
immigrant communities.
3.4. The appropriate instructions for staff and public information materials concerning
admission procedures will be revised to reflect the above policy. Such revisions will
also be included in all training and orientation programs for staff and community
agencies who have responsibilities in this area.
3.5. All student registration forms, including electronic databases, which refer to
immigration status in Canada, will be deemed strictly confidential.
3.6. All student registration forms, including electronic databases, will provide clearly
stated options for any family, which does not wish to share proof of immigration
status as a means of establishing that they are ordinarily resident in New
Westminster.
3.7. Where there is a need to verify a student’s name, home address, or date of arrival
in Canada, and where the usual supporting documentation is not available, the
Board and schools will accept combination of tenancy agreements, utility bills
and/or letters from lawyers, medical doctors, religious and community leaders and
others confirming their personal knowledge that the student is ordinarily resident in
the school district.
3.8. Schools will continue to comply with current Ministry of Education requirements in
the case of students for whom ELL funding claims are made, but will not
disseminate students’ personal information.
3.9. An independent or third-party based complaints mechanism will be set up to hear
from families who have been denied admission based on immigration status and
appropriate accountability measures developed to ensure that no child who is
ordinarily resident is turned away.
3.10. There will be an annual review of the implementation of these policies by Board of
Education, which includes input from community organizations and stakeholder
groups represented in the development of this policy.

SD No. 40 (New Westminster)
Adopted: May 30, 2017
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POLICY 22

PROVISION OF MENSTRUAL PRODUCTS TO STUDENTS
Background
The Minister of Education amended the Support Services for Schools Order to require school
districts to provide free menstrual products to students in school washrooms in a manner that
protects student privacy. The Ministerial Order requires boards to establish policies and
procedures related to the provision of free menstrual products to students.
Procedures
Every student in British Columbia should have access to healthy and effective learning
environments. The school system is expected to promote gender equality and create an
inclusive learning experience. Lack of access to menstrual products can negatively impact
students’ school attendance and their social-emotional well-being. Providing all students with
convenient access to free menstrual products helps to support their full participation in school
activities, reduces stigma and promotes gender equality.
The Board of Education of School District No. 40 (New Westminster) is committed to providing
menstrual products to students who may require them.
The Board will:
a. ensure menstrual products are made available to students of all gender identities or
expressions in a manner that protects student privacy;
b. provide a barrier-free, easily accessible menstrual products at no cost to students;
c. provide menstrual products in school washrooms; and,
d. consider student feedback with respect to the provision of menstrual products.
School district staff will develop procedures regarding the provision of menstrual products to
students.
Reference:

Sections 85(2)(a), 88(1) and 168(2)(t) School Act
Support Services for Schools Order (M149/89) Amended by M127/19

SD No. 40 (New Westminster)
Adopted: September 24, 2019
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POLICY MANUAL

POLICY 23

PHYSICAL RESTRAINT AND SECLUSION
Background
All students and staff are to be provided with a safe learning and working environment. Such
safety is compromised when a student’s behaviour is dangerous to self or others. Prevention is
the best method for maintaining a safe environment. However, in emergency circumstances a
supervisory adult may find it necessary to apply physical restraint and/or seclusion. The District
is committed to ensuring that the guidelines for physical restraint and/or seclusion in school
settings, as set out by the Ministry of Education, are followed.
•

•
•
•
•

•

Every effort will be made to structure learning environments and provide learning supports
that make physical restraint and seclusion unnecessary and school personnel will implement
evidenced based effective supports and interventions to prevent and de-escalate potentially
unsafe situations.
If required, physical restraint and/or seclusion will be implemented as emergency, not
treatment, procedures.
School staff members are offered opportunities to be trained in implementing positive
behaviour interventions, and supports, and de-escalation techniques.
Specialized staff are offered opportunities to participate in training regarding the safe
implementation of physical restraint and/or seclusion.
Parents and, where appropriate, students are provided opportunities to be consulted in the
development of positive behaviour supports and interventions, behaviour plans, or safety
plans. Review or revision of such plans will occur if there is repeated use of restraint or
seclusion for an individual student.
Procedures for documenting every instance of the use of physical restraint or seclusion are
clearly articulated.

The District is committed to regular review of this Administrative Procedure to ensure alignment
with Ministry of Education guidelines and current research/practice.
Definitions: Ministry of Education
Behaviour: the actions by which an individual adjusts to the environment. It is commonly
understood that behavior is communication. It is the impact of the behavior that dictates whether
it is negative or positive.
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Physical Restraint: “a method of restricting another person’s freedom of movement or mobility –
in order to secure and maintain the safety of the person or the safety of others”:
•

•

The provision of a “physical escort”, i.e., temporary touching or holding of a student’s hand,
wrist, arm, shoulder or back for the purpose of accompanying and inducing a student who is
acting out to walk to a safe location, does not constitute physical restraint.
The provision of physical guidance, or prompting of a student when teaching a skill,
redirecting attention, or providing comfort also does not constitute physical restraint.

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

Behaviour strategies, such as “time out,” used for social reinforcement as part of a behaviour
plan, are not considered “seclusion.”
The term seclusion does not apply where a student has personally requested to be in a
different/secluded location/space.

Procedures
1. Physical restraint and seclusion may only occur when the behavior of a student poses
imminent danger of serious physical harm to self or others, including school personnel, and
where less restrictive interventions have been ineffective in ending imminent danger of
serious physical harm.
2. Physical restraint and seclusion may never be used as a punishment, discipline, or to force
compliance in an educational learning setting.
3. Physical restraint or seclusion is never conducted in a manner that could, in any way, cause
harm to a student, i.e., never restricts the breathing of a student; never places a student in a
prone position ( i.e., facing down on his/her stomach) or supine position (i.e., on his /her back
, face up); never employs the use of mechanical devices.
4. All school staff members involved in implementing physical restraint or seclusion protocols
must be trained in Non-Violent Crisis Intervention to ensure that positive behaviour
interventions, supports, and de-escalation techniques are used.
5. Physical restraint and seclusion is to be discontinued once imminent danger or serious selfharm or harm to others has dissipated.
6. If a staff member is injured during physical restraint or seclusion, a “Worker’s Report of Injury
or Occupational Disease to the District” (NWSD Form 6A) must be completed and given to
the Principal/VP in accordance with WorkSafeBC regulations.
7. Any space used for seclusion will not jeopardize the secluded student’s health and safety.
8. Any student placed in seclusion must be continuously visually observed by an adult who is
physically present throughout the period of seclusion, and who is able to communicate in the
student’s primary language or mode of communication.
9. A review/revision of prevention/intervention strategies must occur in cases where there is:
9.1

Repeated use of physical restraint or seclusion for an individual student
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9.2

Multiple use of physical restraint or seclusion occurring within the same classroom

9.3

Repeated use of physical restraint or seclusion by an individual staff member

10. Communication with District and School Staff:
10.1 Follow-up after each incident involving the use of physical restraint or seclusion:
10.1.1 School staff will notify the Principal as soon as possible after an incident /
always prior to the end of the school day on which the incident has occurred.
10.1.2 The Principal will notify the Director of Instruction, Learning Services and the
Superintendent or designate as soon as possible after an incident / prior to the
end of the school day on which the incident has occurred.
11. Documentation by school staff of any use of physical restraint or seclusion is required.
11.1 School staff are required to use the “Physical Restraint and Seclusion Record”
(Form 23-1) District template.
11.1.1 The use of “time out” outside of the classroom is also to be documented on
record form. (Form 23-1)
11.2 Completed records are due to the office of the Director of Instruction, Learning Services
by June 30 each year.
12. Communication with Parents:
12.1 The Principal will notify parents/guardians as soon as possible/always prior to the end
of the school day on which the incident has occurred.
12.2 A debriefing – with involved school personnel; parents or guardians of the student; and
where possible, with the student – will examine what happened/what caused the
incident, and what could be changed, i.e., preventative and response.
13. Students with Special Needs
13.1 Where the use of physical restraint or seclusion may be a potential part of the
educational program of a student with special needs, procedures will be clearly laid out
in that student’s Positive Behaviour Support Plan, and/or Staff Safety Plan and be placed
with that students’s Individual Education Plan (IEP).
13.2 All other procedures as above will be followed.
Reference:

Sections 6, 7, 17, 20, 22, 65, 85 School Act

SD No. 40 (New Westminster)
Adopted:

November 26, 2019 (formerly AP 354)
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School District No. 40
Record of Physical Restraint, Seclusion, Time‐Out
This form is used to document the use of physical restraint and seclusion for a student.
Time outs are also to be recorded (parent debrief not required)
A copy of this form must be sent to the Director of Instruction, Learning Services
by June 30 each school year (with the original kept in the student’s red file).

Student Name:
School:
DATE:
mm/dd/yy

Grade:
School Year:
PURPOSE:
P = Physical

AMOUNT OF TIME;

Restraint
S = Seclusion
T = Time‐out

e.g. 2:15 – 2:30 p.m.

Notes
(i.e. location, triggers)

Parents
debriefed:
(check box)

P
S
P
S
P
S
P
S
P
S
P
S
P
S
P
S
P
S

Policy 23

-101-

Form SD40 23-1

DATE:
mm/dd/yy

PURPOSE:
P = Physical

AMOUNT OF TIME;

Restraint
S = Seclusion
T = Time‐out

e.g. 2:15 – 2:30 p.m.

Notes
(i.e. location, antecedents)

Parents
debriefed:
(check box)

P
S
P
S
P
S
P
S
P
S
P
S
P
S
P
S
P
S
P
S
P
S
P
S

Policy 23

-102-

Form SD40 23-1

POLICY MANUAL

POLICY 24

Child Care
Background
Bill 8, the Education Statutes Amendment Act, came into force on March 5, 2020. This
amendment of the School Act by the provincial government enacts new provisions related to
childcare facilities located on board of education property. It includes a prescriptive order from
the Minister of Education with respect to the contents required in board policy to govern the
establishment of child care facilities. Order M326, the Child Care Order, further defines the role
of boards of education with respect to the provision of childcare programs.
The purpose of this policy is to provide guidance with respect to how the Board will promote the
use of Board property for the provision of child care programs between the hours of 7:00 a.m.
and 6:00 p.m. on business days by either the Board or third party licensees.
The use of Board property by licensed child care providers must not disrupt or otherwise
interfere with the provision of educational activities including early learning programs and
extracurricular school activities.
Definitions
In this Policy, the terms “Board property”, “business day”, “child care program”, “educational
activities” and “licensee” have the meanings given to those terms in the School Act.
“Direct and indirect costs” include:
a. Utilities;
b. Maintenance and repair;
c. A reasonable allowance for the cost of providing custodial services;
d. A reasonable allowance for time School District Administrators and other staff spend on
matters relating to the use of Board property by licensed child care providers.
Guiding Principles
The Board will, on an ongoing basis, assess community need for child care programs on Board
property, through a process of engagement with employee groups, parents and guardians,
Indigenous community representatives, Indigenous rightsholders, Indigenous service providers,
and existing child care operators. The process for engagement will be reviewed on an ongoing
basis. Engagement with stakeholders may include respective Parents’ Advisory Councils (PAC),
District Parents’ Advisory Council (DPAC), local unions, Principals and Vice Principals (PVPA),
local First Nations.
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If child care programs are to be provided on Board property, the Board will consider, on an
ongoing basis, whether those programs are best provided by licensees other than the Board,
the Board, or a combination of both.
Child care programs, if operated by the Board, will be operated for a fee no greater than the
direct costs the Board incurs in providing the child care program.
Fees for the use of Board property by licensees other than the Board will not exceed the direct
and indirect costs the Board incurs in making Board property available for the child care
program.
If child care programs are operated by a licensee other than the Board, the Board will require
the licensee to agree to comply with this Policy and Administrative Procedure 225 (Child Care
Services in District Facilities).
In selecting licensees other than the Board to operate a child care program, the Board will give
special consideration to the candidates’ proposals to: (a) provide inclusive child care; and,
(b) foster Indigenous reconciliation in child care.
If the Board decides to operate a child care program, the Board will ensure that it is operated in
a manner that:
a. fosters Indigenous reconciliation in child care. In particular, the child care program will be
operated consistently with the following principles of the British Columbia Declaration on the
Rights of Indigenous Peoples Act: (i) Indigenous peoples have the right, without
discrimination, to the improvement of their economic and social conditions, including in the
area of education; and (ii) “Indigenous peoples have the right to the dignity and diversity of
their cultures, traditions, histories and aspirations which shall be appropriately reflected in
education”; and
b. is inclusive and consistent with the principles of non-discrimination set out in the British
Columbia Human Rights Code.
Any contract with a licensee other than the Board, to provide a child care program on Board
property must be in writing and subject to review no less than every year (Spring). The contract
must contain:
a. a description of the direct and indirect costs for which the licensee is responsible;
b. an agreement by the licensee to comply with this policy and all other applicable
policies/administrative procedures;
c. a provision describing how the agreement can be terminated by the Board or the licensee;
d. adequate insurance is in place to protect the interests of the Board (see Administrative
Procedure 550, Appendix A, Facility Use and Fees and Charges section 2.3);
e. a statement that the agreement can only be amended in writing, signed by the Board and
the licensee;
f. a requirement for the licensee to maintain appropriate standards of performance; and
g. a requirement that the licensee must at all times maintain the required license to operate a
child care facility.
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Prior to entering into or renewing a contract with a licensee other than the Board to provide a
child care program on Board property, the Board will consider:
a. whether it is preferable for the Board to become a licensee and operate a child care
program directly;
b. the availability of School District staff to provide before and after school care;
c. whether, with respect to licensee seeking renewal or extension of a contract, the licensee
has performed its obligations under this Policy and its contract with the Board, with specific
regard to performance in respect of providing an inclusive child care program and one that
promotes Indigenous reconciliation in child care;
d. the utilization of the British Columbia Early Learning Framework to guide and support
learning experiences in childcare settings.

Reference:

Bill 8 Education Statutes Amendment Act – Sections 85.1, 85.2, 85.3, 85.4;
Order M326 – Child Care Order

SD No. 40 (New Westminster)
Adopted:

February 23, 2021
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