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INTRODUCTION 
 
 
 
 
This Administrative Procedures Manual is designed to be the primary written source of 
administrative direction for ALCA. It is designed to be entirely consistent with the Board Policy 
Handbook, and is an extension of policy in the form of procedures. This Manual may make 
further reference to other detailed administrative documents that have been developed to provide 
specific guidelines on selected matters. 
 
The 5 categories in which administrative procedures are placed in the Manual include: 
 

100 School Personnel Procedures 
200 Student Procedures 
300 School Operations Procedures 
400 Central Office Procedures 
500 General Operations Procedures 

 

A logical flow of procedures is attempted in the categories.  
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School Personnel Procedure 101 
 

EMPLOYEE CODE OF ETHICS 
 
Background  
 
The Society approved an Employee Code of Ethics on June 3, 1995 in order to ensure that all 
employees followed the same standards of work-site discipline. Also, the Code identified 
enduring work-site concerns of employees, employers, and parents. Where this Code of Ethics 
contravenes any Alberta Teacher Association or Minister’s policy, the latter will be the standard. 
 
Administrative Procedure 
 
Employees must formally review the Employee Code of Ethics at the beginning of each school 
year. The principal will ensure that substitute teachers, casual and term employees and those who 
provide contract services abide by this Code. 
 
A supervisor will ensure that precedents, school policies, regulations and statues are quoted 
when enforcing the Code of Ethics. Also, every employee has a right to have a witness at any 
disciplinary meeting with the supervisor. 
 
Two “serious violations” of the same Code of Ethics regulation within the school year, will result 
in the Superintendents recommendation to the Board that it terminate employment or impose 
suspension of the employee. 
 
“Serious violations” are deemed to be two formal written reprimands by the principal or 
Superintendent. 
 
The Superintendent directs the principal to enforce the Code equally and fairly. In addition, the 
board reaffirms that its employees have a right to use the formal appeal and grievance procedures 
without fear or intimidation as set out in contract agreements with certified and uncertified 
employees. 
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School Personnel Procedure 102 
 

PROFESSIONAL CODE OF CONDUCT 
 
Background  
 
All teachers are bound by the Alberta Teachers’ Association Code of Professional Conduct and 
Discipline Bylaws as published in the association’s members Handbook. 
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School Personnel Procedure 103 
 

EMPLOYMENT 
 
Background  
 
The Almadina Language Charter Academy recognizes as a fundamental principle, that all 
persons desirous of employment and / or promotion in the school be treated as equals regardless 
of color, origin, race, religion, sex or creed. Almadina Language Charter Academy maintains 
hiring procedures, evaluation procedures, and other fair employment practices consistent with 
the principle.  
 
Information on persons not adhering to the intent of this policy will be reported immediately to 
the Superintendent in writing in a sealed envelope.    
 
No Board Member has authority to insist that any employee, part-time or full-time may work 
during an appeal or review process. 
 
Procedure 
 

1. Employment Hiring Procedures (All Positions) 
a. The Principal will identify all full or part-time vacancies and needs for staffing 

positions to Almadina.  
b. All full or part-time positions will be posted for a minimum of 5 working days. 

Advertising will be placed in local newspapers as well as locations as instructed 
by the Superintendent.   

c. References, both personal and professional, will be checked prior to interviews. 
d. As a condition of employment, employees will provide a current security 

clearance certificate issued by the RCMP or the City of Calgary Police Service. 
e. Board members are prohibited from approving the hiring of a near relative. Near 

relative include: spouse, parent, son, daughter or spouses parents. 
i. Board members may reappoint a near relative of a board member if the 

employee’s original contract was offered by a previous board not in 
conflict. 

1. The Board member related to the employee in question must 
declare a current conflict of interest and adjourn from the meeting 
when the renewal of contract is discussed.         

f. All staff will be initially employed for a probationary period of one year; 
g. Each new employee will be provided with a written statement outlining 

conditions of employment 
i. Each employee will be notified, in writing, of any changes in the 

conditions of employment. 
h. All employees’ performance will be evaluated annually or as approved by the 

Alberta Teachers Association. 
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2. The School Society expects all board members and all employees including 
contractors to: 

 
a. Provide a high standard of conduct and professional performance; 
b. Behave in a manner that recognizes they are role models for students and peers 
c. Be understanding, accepting and responsive to the distinct characteristics and 

needs of students and peers. 
d. Respect and be discrete in the confidential nature of sensitive information their 

roles expose them to in relation to staff, students and families; 
e. Be active learners in relation to role responsibilities; 
f. Be free of conflict of interest in the provision of goods and services to the school. 

 
Consequences for not adhering to these expectations will be addressed according to these steps: 
 

a. A warning of the infraction 
b. Written documentation 
c. Removal from designated position or employment with Almadina Language Charter 

Academy. 
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School Personnel Procedure 104 
 

STAFF RECRUITMENT - SUPERINTENDENT 
 
Background  
 
Qualifications 
 
The Charter Board will contract for the services of a Superintendent with: 
 

- Strong interpersonal relationship skills 
- Professional skills, and 
- Knowledge suitable for the position 
- ESL experience preferred 

 
 
The Charter Board requires that the Superintendent be knowledgeable of and committed to the 
Charter and work towards achievement of the Charter’s objectives. 
 
The Superintendent must meet the qualifications under the School Act. 
 
Function and Purpose 
 
The Superintendent is the Chief Executive Officer of the Charter Board. The Superintendent is 
responsible for leadership such that Schools practice reflects sound educational, organizational 
and service principles.  
 
Reporting Relationship 
 
The Superintendent is responsible for the administration of educational operations of Almadina 
Language Charter Academy. 
 
Expectations 
 

1. The Superintendent will: 
 

a. Be legally appointed by the Minister and will serve to fulfill those functions and exercise 
those powers as legislated by the School Act or such other provincial legislation as may 
exist from time to time.  

b. Regularly attend meetings of the Charter Board. 
c. Serve as a resource person to the Charter Board on matters relative to the governance of 

the School. 
d. Serve on Charter Board committees as required by policy. 
e. Receive remuneration commensurate with qualifications as determined by the Charter 

Board. 
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2. The Superintendent will: 

 
a. Provide results-oriented leadership in respect to the Charters  Mission, goals and annual 

objectives; 
b. Observe and follow the Charter Board’s policy manual Develop and maintain an open, 

effective communication system with the School and Charter Board and external 
agencies; 

c. Take a stand on issues yet remain open and receptive to other views;  
d. Communicate an evolutionary vision of school development and lead others in their 

visions of schooling so as to maintain and advance the standard of student achievement in 
curricular and extra-curricular programs; and 

e. Promote the professional collegial growth of staff. 
 
Duties 
 

1. The Superintendent will carry out the duties assigned by the intent of the Charter and in 
accordance with the School Act. 

2. The Superintendent will supervise the operation and management of the school and the 
provision of the educational program to ensure that: 

a. A positive learning environment is present and students are learning in 
accordance with Charter expectations; 

b. Students are achieving satisfactory results on provincial achievement tests; 
c. The Alberta Education program of studies are being delivered 
d. Access to hours of instruction meet or exceed minimum requirements; 
e. Alberta Education evaluation policy is being followed; 
f. Planning and scheduling are in order and followed; 
g. Student records are properly maintained; 
h. Financial matters as reported in the Budget Report Form and Annual Financial 

Statement are in order. 
i. The Annual Education Results Report meets provincial requirements; 
j. The School facility complies with health, fire and building standards and zoning 

regulations and that the facility is maintained to acceptable standards. 
k. The Insurance Regulation is followed 
l. All teachers are certificated; 
m. The school is in compliance with the terms of the School Act, the Charter Schools 

Regulation and the Charter, and  
n. There are appropriate standards and procedures for discipline and conduct of 

students. 
3. The Superintendent will ensure the fiscal management of the School is in accordance 

with the terms and conditions of any grants received by the Charter board and that 
appropriate accounting procedures are followed. 

 
4. The Superintendent will participate in the evaluation of the Principals and Treasurer. 

 
5. The Superintendent will finalize procedures for teachers who require Permanent 

Professional Certification. 
 

6. The Superintendent will provide clarification of the School Act, Bylaws and Polices as 
required by the Charter Board. 
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School Personnel Procedure 105 
 

STAFF RECRUITMENT – SECRETARY TREASURER 
 
Background  
 
Qualifications 
 
The Charter Board will contract for the services of a Secretary Treasurer with: 
 

- Strong interpersonal relationship skills. 
- Professional skills, and  
- Knowledge suitable for the position. 
- Preferred experience in school operations 

 
The Charter Board requires that the Secretary Treasurer be knowledgeable of and committed to 
the Charter and work towards achievement of the Charter’s objectives. 
 
The Secretary Treasurer must be bonded as required under the School Act. 
 
Function and Purpose 
 
The Secretary Treasurer is the Chief Financial Officer of the Charter Board. The Secretary 
Treasurer is responsible for ensuring the financial management of the School is in accordance 
with the terms or conditions of any grants received by the Charter Board under the School Act or 
any other Act.  
 
Reporting Relationship 
 
The Secretary Treasurer is responsible for the financial management of Almadina Language 
Charter Academy and reports directly to the Superintendent. The Treasurer will attend and report 
at regular meetings of the Board.  
 
Expectations 
 
The Secretary Treasurer will: 
 

- Serve as a resource person to the Charter Board on matters relative to the finances of the 
School. 

- Receive reasonable remuneration as determined by the Charter Board. 
 
The Charter Board expects the Treasurer to: 
 

- Provide results-oriented leadership in respect to the Charter Board’s fiscal goals and 
objectives; 

- Assist with long-range planning in respect of budgets; 
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- Communicate effectively on behalf of the Charter Board when directed to do so by the 
Charter Board; and 

 
- Provide for the efficient and effective financial operation of the School. 

 
Duties 
 
The Secretary Treasurer is responsible for: 
 

- Supervising the business and financial operations of the School including, but not limited 
to the following: 

o Preparation of the Annual Budget Report and Audited Financial Statement; 
o Financial accounting including accounts payable and receivable and  
o Ensuring compliance with the insurance Regulation. 

- Supervising, guiding and evaluating business and financial staff in accordance with 
legislation, the Charter and the Society Bylaws; 

- Keeping the Principal, Superintendent and Charter Board informed on all financial 
matters and issues in respect of the Treasurer’s role including but not limited to providing 
quarterly unaudited interim financial statements 

- Proposing policies and implementing authorized policies and procedures that will result 
in effective financial planning, management and control. 

- Assisting committees of the Charter Board, as required by policy; 
- Representing the Charter Board at School meetings, as requested; and 
- Overseeing asset management 

 
The Secretary Treasurer will perform other duties as may be assigned by the Superintendent. 
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School Personnel Procedure 106 
 

STAFF RECRUITMENT - PRINCIPAL 
 
Background  
 
The Board is committed to the application of a fair and thorough Principal recruitment process. 
 
The basic criteria to be considered in selecting administrative staff are: 
 

- Professional preparation and experience 
- Positive verbal and written references 
- Commitment to the School’s Charter, philosophy, mission statement and beliefs. 
- Administrative abilities regarding decision-making, organizing, planning, 

communicating, coordinating, managing and evaluating. 
- Human relations skills including the ability to develop positive relations with 

students, staff, parents, community and others. 
- Computer literacy 
- Leadership in promoting and targeting school performance outcomes for student and 

school staff. 
 
Procedure 
 
The Superintendent is responsible for initiating recruitment procedures as required, completing 
reference checks and short-listing candidates to be interviewed. 
 
The Board is responsible for making the final appointment decisions based upon 
 

- The Superintendent’s recommendations and rationale. 
- Brief summary of the qualifications and experience of all short listed candidates. 
- Other relevant information requested by the Board.  
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School Personnel Procedure 107 
 

STAFF RECRUITMENT – VICE PRINCIPAL 
 
Background  
 
Given a demonstrated need and sufficient financial resources, the Charter Board will hire a Vice-
Principal to assist the Principal. 
 
The Vice-Principal must be a strong education leader, continually emphasizing the enhancement 
of learning and teaching for the benefit of students. 
 
The qualifications for the Vice-Principal are as described in the Charter Board’s policy on Staff 
Recruitment – Principal. 
 
Duties 
 
The Vice-Principal is an integral part of the School’s administrative team and shares the duties of 
and expectations for the Principal as described in the Charter Board’s Role Description for the 
Principal. 
 
The Principal will delegate responsibilities in one or more of these categories of school 
administration to the Vice-Principal. 
 

- Organizational Leadership 
- Instructional Leadership 

 
Procedure 
 
The Vice-Principal will be employed under the basic terms of the teachers’ contract of 
employment. 
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School Personnel Procedure 108 
 

PROFESSIONAL STAFF HIRING PRACTICES 
 

Background  
 
Almadina Language Charter Academy (ALCA) will strive to hire the most suitable candidate for 
the position. The qualifications of the person selected will have the best possible fit of 
knowledge, skills and attitude to those described in the position and person profiles. 
 
Procedures 
 
1. Principles related to hiring practice: 

1.1 Consideration must be given to the following: 

1.1.1 Demographics of the staff. There is to be an attempt to provide diversity and 
balance to the staff composition. 

1.1.2 Program, curricular and extra-curricular needs of the school. 

1.2 ALCA practices are to provide opportunities for current staff to move from part-time 
to full-time positions or to change assignments, where desired and practical. We 
recognize an obligation to our staff. 

1.3 The position of vice-principal is considered as a training ground for future principals; 
thus, when filling the position of vice-principal, the selection committee is to attempt 
to determine the candidates’ abilities to meet the requirements of the vice-principal 
position, and to assess his/her potential as a principal. 

1.4 The Principal and Superintendent are to be involved in the selection of teaching staff 
new to ALCA. In most instances, either the Principal and/or the Superintendent will 
have the right to veto the selection of a candidate. 

1.5 The philosophy of the teacher selected must be consistent with the prevailing 
philosophy of ALCA in all placement decisions. 

1.6 Contractual obligations to the teaching staff must be met first. For example, teachers 
returning from leaves of absence will be placed before teachers new to ALCA are 
hired. 

1.7 The hiring process must be fair, consistent, and open. 

1.8 Prospective employees must submit a criminal record check before the contracts are 
finalized. 

1.9 Unless there are extenuating circumstances, all teaching positions that may lead to a 
permanent position will be advertised. 
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2. Hiring: 

2.1 Person and position profiles will be developed for all administrative positions. 
Members of the School Council and school staff are to have input in developing these 
profiles. 

2.2 The person and/or position profiles may be used for teaching positions at the 
discretion of the Principal. 

2.3 Either the Principal or the Superintendent or designate must check references and, for 
teachers, ensure the candidate has a valid teaching certificate before a contract is 
offered.  

 
3. Roles in hiring: 

3.1 The following table outlines the persons responsible for the hiring and placement of 
professional staff: 

  

Position to be filled Persons responsible for hiring 

Superintendent Board 

Secretary-Treasurer The Superintendent and the Board 
Hiring Committee 

Principal The Superintendent and the Board 
Hiring Committee 

Vice-Principal Superintendent and Principal and 
The Board Hiring Committee 

Teacher Superintendent, Principal & the 
Board Hiring committee 

 

3.3 The Superintendent will attend to the advertising and the development of the long list 
of prospective candidates for teaching positions while the development of the short 
list will be done by school administration.  

3.4 The selection committee established to fill teaching positions may seek input from 
teachers and School Council members, where appropriate; however, neither teachers 
nor School Council members will be part of the selection committee. 

3.5 The decision on whom to hire should be based on information gleaned from the 
resume, from references and from the interview itself. 

3.6 Decisions will be reached by consensus. In most instances, each member of the 
selection committee will have the right to veto the selection of any candidate. 

 
4. Return from leaves of absence 
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4.1 Leaves of absence are granted for a variety of reasons such as: 

• Maternity  
• Extended disability 
• Sabbatical 
• Personal 

4.2 On return to work from leave, the teacher will be provided with his/her former 
position if practical, or with a comparable position. This does not imply that the 
teacher has any advantage or disadvantage in the event that staff reduction or program 
changes become necessary. 

5. Movement from part-time to full-time contracts: 

5.1 Some positions may be designated as “part-time”. Thus, teachers who accept these 
assignments need to recognize that they may have limited opportunity to move to full 
time status and remain in their current position. 

5.3 Administrators recognize an obligation to move teachers from part-time to full-time 
contracts where: 

5.3.1 Program needs are met,  

5.3.2 System needs are met,  

5.3.3 The teacher evaluations warrant, and 

5.3.4 The need to retain staffing flexibility has been met. 
 
 
References: Sections 19, 20, 22, 60, 61, 92, 93, 95, 96, 97, 113, 116, 117 School Act 

Child Welfare Act 
Freedom of Information and Protection of Privacy Act 

 
 
Adopted: 
Amended: 
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School Personnel Procedure 109 
 

HIRING PRACTICES FOR SUPPORT STAFF 
 
Background  
 
Almadina Language Charter Academy (ALCA) will hire the most suitable candidate for the 
position. The qualifications of the person selected will have the best possible fit of knowledge, 
skills and attitude necessary to fulfill the requirements of the position. 
 
Procedures 
 
1. Principles related to the hiring practices 

1.1 Generally, candidates who have provided satisfactory service to ALCA will be given 
preference to candidates new to the school. Consideration will be given to the length 
of service and qualifications, provided that the candidate’s evaluations have been 
satisfactory, and it is anticipated that the candidate will continue to develop the skills, 
knowledge and attitudes necessary to meet the changing demands of the position. 

1.2 Our practices are to provide opportunities for current staff to move to similar 
positions with more hours or to change assignments, where desired and practical.  

1.3 Members of the support staff will be provided with tentative hours of work for the 
next school year at the earliest possible date. 

 
2. Hiring 

2.1 The Principal will ensure that a job description is developed for new openings. 
Members of the school staff may have input in the development of the position 
profiles. 

2.2 The Principal or Vice-Principal must check references before a letter of intent is 
offered to a candidate. 

2.3 The successful applicant must submit a Criminal Record Check as a condition of 
employment. 
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3. Roles in hiring 

3.1 The following table outlines the persons responsible for the hiring and placement of 
support staff: 

  
Position Person(s) Responsible 
Educational Assistant Principal, Vice Principal and/or designate 

Librarian Principal, Vice Principal and/or designate 

Secretary Principal, Vice Principal and Superintendent and/or 
Secretary-Treasurer 

 
3.2 The Principal will complete a form with the job description, and will forward this to 

Superintendent for advertising. 

3.3 The selection committee established to fill support staff positions might seek input 
from teachers and other members of the support staff. Furthermore, teachers may be 
involved in the interview process. 

3.4 The decision on whom to hire should be based on information gleaned from the 
résumé, from reference checks and from the interview itself. 

 
 
 
References: Sections 60, 61, 113, School Act 
 
 
 
Adopted: 
Amended 
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School Personnel Procedure 110 
 

PRINCIPAL 
 

Background 
 

The Principal is directly accountable to the Superintendent for implementation of Almadina 
Language Charter Academy goals. 
 
Function 
 
1. The Principal will provide leadership in implementation of the following: 

a. Mandatory duties listed in the School Act. 
b. Duties specified in the Annual Education and Three-Year Plans. 
c. The rights and responsibilities stipulated in policy and  Alberta Teacher 

Association performance standards for school administrators. 
 

2. The Principal will administer the provisions set out in the following: 
a. Superintendent directions for delivery of school charter provisions. 
b. Alberta Charter School Handbook. 
c. The Staff Handbook 
d. Almadina Language Charter Academy Parent and Student Handbook 

 
Duties 
 
The Principal will: 
 

• Provide daily instructional leadership in the school. 
• Demonstrate knowledge of the Alberta curriculum and “ensure that instruction by 

teachers is consistent with the courses of study and educational programs prescribed, 
approved or authorized pursuant to the “School Act” 

• Provide for the evaluation of programs offered in the school. 
• Ensure that students in the school have the best opportunities to meet the standards of 

education set by the Minister. 
• Direct management of the school and provide written evidence of:  

a. Sound educational planning. 
b. The determination of annual school goal priorities. 
c. Tie School budget priorities to School implementation goals. 
d. Maintain an administrative log of implementation of major annual goals and 

priorities. 
 

• By September 30th

a. The principal’s annual report will comment on: 

 of each year provide the Superintendent with written annual 
school plan on achievement of Charter goals. 

i. The school’s plan for success in meeting the goals of its educational plan 
(September) 

ii. The school’s plan for success in meeting the Charter Goals (November) 
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iii. The school’s and teacher’s professional development (October) 
iv. Student achievement (June PAT, September Assessments) 
v. The operation of the school council (Ongoing) 

 
• Maintain order and discipline in the school by: 

a. School Supervision Schedule (September) 
b. Discipline / Appeals (September) 
c. Implement Values / Virtues strategy 

 
• Promote cooperation between school and the community by: 

a. Parent Council (September) 
b. Field Trip Volunteers (Ongoing) 
c. Open House (September) 
d. Homework Policy 

 
• Supervise and evaluate the advancement of the students by: 

a. Assessments (September and May) 
b. 4 Report  Cards 
c. 10 Monthly Reports (ongoing) 
d. Provincial Achievement Test administration 
e. Homework Policy – Signing of the Agenda 
f. Celebrate skills / awards 

 
• Evaluate the teachers employed in the school by: 

a. Bi-monthly Checklist 
b. Spend 30% to 40% in classroom 
c. Monitor teacher planning and program standards 
d. Formal assessments as per contracts. 

 
• Supervise and evaluate the performance of all school based staff by: 

a. Class Visits 
b. Recess Supervisions 
c. Conferences / Interviews 

 
• Provide the Superintendent with accurate and timely information as requested.  
• Communicate in a manner that is consistent with the mission statement and goals of 

the Charter by: 
a. Web and Newsletter 
b. Staff Meetings 

 
• Carry out those duties that are assigned by the Superintendent. 

 
Relationships 
 
In addition to reporting to the Superintendent and attending assigned Board meetings, the 
Principal works closely and supportively with all school staff, students and student’s families 
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School Personnel Procedure 111 
 

DESIGNATED PRINCIPAL 
 

Background 
 
A Principal will be designated for each Almadina Language Charter Academy campus or to meet 
onsite emergencies as they arise. 
 
Procedure 
 

1. A School Principal will head each Almadina campus. 
2. The Board may appoint an Acting Principal for no more than one consecutive school 

year. 
3. The Principal must apply the administration leadership standards as set out by the 

Alberta Teachers Association as well as implement the School Charter Vision, 
Mission and Annual School Priorities. 
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School Personnel Procedure 112 
 

VICE PPRINCIPAL 
 

Background 
 
The Vice-Principal is directly responsible and accountable to the Principal. In the Principal’s 
absence, the Vice-Principal will assume the duties of the Principal. 
 
Duties 
 
Any duty specified in the Principal’s job description may de delegated to the Vice-Principal. 
 
Shared Duties: 

a. Teacher and support staff evaluation and supervision. 
b. Student discipline 
c. Budget spending recommendations based on priorities. 
d. Implement the charter provisions and priorities set by the Board or Superintendent. 
e. Transportation 

 
Specific Duties: 

a. Teach specific curriculum courses and /or counseling. 
b. Support the professional development of teachers and staff 
c. Duties as assigned by the Principal or Superintendent. 
d. Implement Charter goals or Three-Year Plans. 
e. Attend Board meetings, as invited or requested. 

 
Relationships: 
 
In addition to reporting to the Principal, the Vice-Principal works closely and supportively with 
all school staff, students and families in performing the duties listed herein. 
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School Personnel Procedure 113 
 

EXECUTIVE SECRETARY 
 
Background  
 
The Executive Secretary is directly responsible and accountable to the Superintendent. 
 
The Executive Secretary records the minutes of the Board and Society meetings, keeps accurate 
records, files back-up documentation required for meetings and maintains up to date files of 
policies, procedures, role descriptions and By-laws. 
 
Duties 
 The Executive Secretary will: 

- Prepare agendas and package of  materials. 
- Distribute notices of meetings and confirms attendance. 
- Prepare such reports for Board meetings as directed by the Superintendent. 
- Record minutes of Board and Society meetings and provides typed copies of minutes for 

Board or Society approval at the next meeting. 
- Maintain a file of approved Board and Society minutes, a file of Board and Society 

resolutions, correspondence, and reports 
- Type memoranda as directed by the Superintendent or Board Chair. 
- Post approved Board / Society minutes on the Almadina Language Charter Academy 

website.  
- Prepare Policies, Procedures, and Role Descriptions. 

o Collate, update and maintain the “Board Policy and Procedural Manual” 
- Work with the Returning Officer in the preparation for the Almadina School Society 

Election. 
- Keep a current list of active society members as of Oct 30th

 
 of each year.  

Relationship 
The Executive Secretary works closely and supportively with the Superintendent and Board 
Chair when preparing the agenda and in carrying out responsibilities.  
 
Qualifications 
The incumbent should possess: 
 

- An in-depth knowledge of Board operation, function, policy and by-laws. 
- Excellent people skills. 
- Recognized superior secretarial skills in Microsoft Office Product. 
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School Personnel Procedure 114 
 

OFFICE MANAGER 
 
Background  
 

The School Office Manager is directly responsible and accountable to the Principal. 
 
The School Office Manager provides reception and clerical services to support operations of 
the school. 
 
Duties 
 
a. Reception: 

- Serve as a contact for parents, students, staff and visitors. 
- Operate office telephone system 
- Operate school intercom and public address system. 

 
b. Clerical: 

- Office typing as required 
- Typing for teachers as authorized by the Principal. 
- Take minutes for school staff meetings. 
- Maintain filing systems such as student records in accordance with FOIP 
- Assist Vice-Principal in inventory and purchasing of office supplies. 
- Sort and distribute school mail and internal messages and memos. 
- Oversee Procedures for registering students 
- Operate and maintain all office equipment. 

 
c. Financial 

- Manage the petty cash for the school office as delegated. 
- Collect student fees including transportation fees and book deposit fees.  

 
Relationships 
 
In addition to reporting to the Principal, the office Manager works closely and supportively with 
all staff, students, parents, visitors and others who are in contact with the School 
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School Personnel Procedure 115 
 

EARLY CHILDHOOD SERVICE TEACHER (ECS) 
 
Background  
 
The Early Childhood Services Teacher (ECS) is directly responsible to the Principal to deliver a 
level of services set out by Alberta Education. Further, the teacher is ensured that all students are 
given opportunities to reach their full potential. 
 
Relationships 
 
The Early Childhood Service Teacher works supportively with all staff and parents. 
 
Duties 

- Develop programs designed to meet children’s social, physical, intellectual, creative, 
cultural and emotional needs. 

- Build children’s self-esteem by establishing routines which allow children to feel 
secure, comfortable and safe. 

- Develop ECS programs built around themes and include the use of learning centers, 
group settings, outings and field trips. 

- Set out a well-designed educational environment for children that include 
opportunities to develop math, science and literacy skills. 

- Provide a safe, secure, relaxing and fun place for students. 
- Promote positive attitudes and act as role models. 
- Test all children each September and June. 

 
Qualifications 
 
Academic 

- A B.Ed with specialization in Early Childhood Services. 
 
Personal 

- Rapport with students, fellow teachers, parents and administration. 
- Flexible and a recognized team player 
- Well organized and makes efficient use of time. 
- Excellent communication skills. 
- Active participant in school and staff activities beyond the classroom. 
- Commitment to ongoing professional development and in-service. 
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LIBRARY TECHNICIAN 
 
Background  
 
The Library Technician reports directly to the Principal and is directly responsible for the 
maintenance and operation of the school library. The Library Technician assists teachers and 
students to meet the objectives of the educational program, using the resources of the library.  
 
Qualifications 
 
Training and Experience: 
  

- A two year library technology program from a recognized post secondary training 
institution. 

- In-depth knowledge of computers in regard to library software, use of the internet and 
commonly used word processing and database software. 

 
Library Technicians should possess the following personal characteristics: 
 

- Initiative 
- A flexible yet, when necessary, firm approach to student discipline. 
- The ability to follow directions for detailed tasks. 
- Possess excellent communication and organizational skill 
- A strong customer service orientation. 
- An active member of staff. 
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ROLE DESCRIPTION FOR EDUCATIONAL ASSISTANT 
 
Background  
 
There is a need to clarify the duties and responsibilities of the educational assistant and the 
teacher, so that a productive, synergistic environment will evolve for the benefit of students. 
 
Procedures 
 
1. A certified teacher will supervise all educational assistants. 
 
2. Educational assistants will be assigned some or all of the following responsibilities under the 

direction of a teacher and/or the Principal: 

2.1 Provide general supervision of students. 

2.2 Assist in the delivery of instruction where the teacher has planned the activities. 

2.3 Implement appropriate aspects of individual program plans that have been developed 
by the teacher(s) specific needs of the student. 

2.4 Provide in-class assistance to students who are doing “independent” work. 

2.5 Monitor and supervise student behaviour. 

2.6 Provide clerical and technical assistance, and supervise distribution of educational 
materials. 
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ADMINISTRATOR EVALUATION PROCEDURES 
 
Background  
 

Evaluation means the formal process of gathering and recording information or evidence over a 
period of time and the application of reasoned professional judgment in determining whether one 
or more aspects of the Principal’s performance exceeds, meets or does not meet the Principal 
Quality Practice Guideline. 

ALCA recognizes that specific reasons make it necessary to evaluate an administrator’s 
performance from time to time, and that there needs to be in place a mechanism by which these 
judgments are made. 

The basis for the evaluation of school administrators shall be “The Principal Quality Practice 
Guideline: Promoting Successful School Leadership in Alberta”. 

School administrators employed by ALCA are expected to consistently meet or exceed “The 
Principal Quality Practice Guideline”. Principals, Superintendent and the Board each have 
responsibilities to ensure the achievement of this standard. 

Procedures 

1. An administrator shall be evaluated: 
1.1. During his/her probationary year. 
1.2. During the final year of a term contract. 
1.3. When there is reason to believe that the performance of the administrator may not meet 

“The Principal Quality Practice Guideline”. 

2. Reasoned, evidence-based, professional judgment must be used to determine whether “The 
Principal Quality Practice Guideline” is demonstrated in a given context. 
2.1. Evidence may include: 

2.1.1. Collection of artefacts 
2.1.2. Self-Reflection 
2.1.3. On-going observations made by the Superintendent 

3. When conducting an evaluation, the superintendent must   
3.1. Include observations of the principal’s roles and other activities related to the principal’s 

assignment;  
3.2. Conduct appropriate pre-evaluation and post-evaluation conference discussions with the 

principal;   
3.3. Provide the principal with on-going feedback over the course of the evaluation.   

4. A principal with a probationary contract must be given at least two conferences with the 
Superintendent during the probationary period, and at least one conference shall be 
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conducted by the Superintendent before to April 30, prior to any decision being made with 
regard to renewing a principal's designation.   

5. An evaluation report must be completed by June 15, each year, and include recommendations 
pertaining to the Principal’s employment, certification or remediation as applicable.   

6. The evaluator must meet with the Principal to discuss the evaluation report, and the Principal 
may add written comments to the evaluation report. 

7. A copy of the original evaluation report, together with the Principal’s written comments, 
must be given to the Principal, and a copy must also be included in the Principal’s personnel 
file. 

8. When an evaluation determines the principal’s performance does not meet the expectations 
of the Principal Quality Practice Standard, or that a change in the behaviour or practice of a 
principal is required, then the principal must be provided:  
8.1. A notice of remediation describing the required change in behaviour or practice;  
8.2. A program of assistance and strategies the principal is expected to pursue, consistent 

with the notice of remediation;  
8.3. Information about how it will be determined if the required changes have been made, the 

applicable timelines for the remediation, and the possible  
8.4. Consequences of not achieving the required changes; and   
8.5. Notification of a subsequent evaluation to be undertaken after no fewer than 45 school 

days and no more than 100 school days from the date of the notice of remediation.   

9. If the evaluator concludes that the principal’s performance still does not meet the 
expectations of the Principal Quality Practice Standard, or that a change in the behaviour or 
practice of a principal still is required, the evaluator must recommend  
9.1. An additional period of remediation and ongoing evaluation;  
9.2. Disciplinary action, where appropriate; or  
9.3. Termination of the principal’s contract of employment; or any combination of these.   

10. A principal has the right to appeal an evaluation as provided in board policy and the School 
Act, and such a request shall be made within 10 calendar days of the principal receiving the 
evaluation report. 

11. This policy does not restrict a school board or superintendent  
11.1. From taking or recommending disciplinary or other action, as appropriate, where the 

superintendent has reasonable grounds for believing that the actions or practices of a 
principal endangers the safety of students, constitutes a neglect of duty, a breach of 
trust or a refusal to obey a lawful order of the school authority, or  

11.2. From taking any action or exercising any right or power under the School Act.   
 
References:  Sections 20, 60, 61, 113, School Act 
 
 
Adopted: 
Amended 
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STAFF EVALUATION – SECRETARY TREASURER 
 
Background  
 
The Superintendent is responsible for the evaluation of the Secretary Treasurer. 
 
The purpose of this evaluation must be consistent with the purposes for supervision and 
evaluation of staff as described in Policy. In addition, the Secretary Treasurer’s evaluation is to 
meet these specific intents: 
 

- To assess performance relative to the achievement of stated goals and objectives; 
- To assist the Treasurer to improve upon his/her performance; and 
- To provide data for Charter Board decision-making relative to future compensation and 

contract renewal. 
 
The Superintendent is responsible for the administration of this policy. 
 
Procedure 
 
The Superintendent will evaluate the performance of the Secretary Treasurer at least three (3) 
months prior to the termination date of the Treasurer’s contract for services. 
 
 

31



School Personnel Procedure 120 
 

PRINCIPAL EVALUATION 
 
Background  
 

All School based administration employed by the Almadina Charter School will be evaluated 
on a regular basis to ensure administration performance is consistent with the schools 
standards, Philosophy and objectives. 
 
The Superintendent with the assistant of the campus Principal is responsible for the 
evaluation of the Vice-Principal. 
 
The School Act Role Description of the Principal will be used as a guideline in the evaluation 
of the Vice-Principal.  
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VICE PRINCIPAL EVALUATION 
 
Background  
 

All School based administration employed by the Almadina Charter School will be evaluated 
on a regular basis to ensure administration performance is consistent with the schools 
standards, Philosophy and objectives. 
 
The Superintendent with the assistant of the campus Principal is responsible for the 
evaluation of the Vice-Principal. 
 
The School Act Role Description of the Principal will be used as a guideline in the evaluation 
of the Vice-Principal.  
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TEACHER SUPERVISION AND EVALUATION 
 
Background  
 
Almadina Language Charter Academy (ALCA) expects its professional staff to consistently 
employ effective teaching practices and strategies. 
  
Notwithstanding the above, ALCA believes that teacher professional growth is possible, is 
crucial for sustaining quality instructional programs, and, furthermore, that the feedback 
provided through a program of ongoing supervision comprises an important element of a 
teacher’s professional growth. 
  
ALCA also recognizes that specific reasons make it necessary to evaluate teaching performance 
from time to time, and that there needs to be in place a mechanism by which these judgments are 
made. 
  
All teachers employed by ALCA are expected to consistently meet or exceed the “Teaching 
Quality Standard”. Teachers, Principals, Superintendent and the Board each have responsibilities 
to ensure the achievement of this standard. 
 
Definitions 
 
1. Evaluation means the formal process of gathering and recording information or evidence 

over a period of time and the application of reasoned professional judgment by a principal in 
determining whether one or more aspects of a teachers practices exceeds, meets or does not 
meet the Teaching Quality Standard; 

 
2. Principal means 

2.1 A Principal as defined in the School Act 
2.2 The vice-principal, if designated by the Principal or Superintendent to conduct an 

evaluation. 
 
3. Notice of remediation means the written statement issued by the Principal to a teacher 

where the evaluator has determined that a teacher’s teaching does not meet the Teaching 
Quality Standard. Such a statement describes: 

3.1 The behaviours or practices that do not meet the Teaching Quality Standard and the 
changes required, 

3.2 The remediation strategies the teacher is advised to pursue, and  

3.3 How the determination will be made that the required changes in behaviour or 
practice have taken place, applicable timelines, and the consequences of not 
achieving the required changes including, but not limited to, termination of a 
teacher’s contract of employment. 
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4. Supervision means the on-going process by which a Principal carries out duties in respect to 
teachers and teaching required under Section 20 of the School Act, and exercises educational 
leadership; 

 
5. Teaching Quality Standard means the authorized standard and descriptors of knowledge, 

skills and attributes and any additional standards or descriptors consistent with the Teaching 
Quality Standard Ministerial Order and the mission of ALCA. 
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NON-CERTIFIED PERSONNEL LEFT IN CHARGRE OF 
CLASSES 

 
Background  
 
Non-certificated staff must be under the supervision of a Alberta certificated staff member. 
  
Procedure 
 
A person will not be allowed to teach unless he/she holds a Alberta Teaching Certificate. 
 
A letter of authority may be requested for International Language Instructors if no Alberta 
Certificated teacher is available. 
 
A certificated teacher or administrator who supervises a non-certificated staff member is 
responsible for planning courses. 
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PERSONNEL FILES 
 
Background  
 
Almadina Language Charter Academy recognizes that it is appropriate to collect personal 
information that relates directly to and is necessary for the operation of its programs and 
services. 
 
Personal information related directly to the operation of the programs and services offered by the 
Almadina will be collected and kept in personnel records that are securely maintained and treated 
as per FOIP Guidelines. 
 
An employee’s personnel file will contain: 
 

a. Pre-employment materials, including correspondence associated with the application, 
curriculum vitae, transcripts, letters of reference, certificates such as a teaching 
certificated issued from Alberta Education and a satisfactory criminal record check 

b. Employment contracts, 
c. Evaluation reports, 
d. Correspondence between the employee and administrators, including initial 

appointments, leaves of absence etc. 
e. Information respecting professional development and achievement. 

 
Procedure 
 

1. A Personal file must be kept on all employees and maintained as per FOIP Guidelines in 
the Treasurer’s office. 

2. Only persons approved by the Superintendent will have access to Personal files. 
a. Employees can view their file in the presence of the Superintendent.   
b. Employee has the right to request the removal of a document that has been on file 

after a period of 30 months. The Superintendent will review the request and 
forward the decision based on his/ her evaluation  

3. Personnel files will be retained for a period of 7 years after an employee is no longer 
employed at Almadina, and will then be shredded. 
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SYSTEMATIC MONITORING OF PROFESSIONAL STAFF 
 
Background  
 
ALCA believes that the Superintendent, Principal and professional staff have a responsibility to 
ensure that all teachers practice consistently in keeping with the Teaching Quality Standard 
(TQS). Systematic monitoring and supervision of professional staff is one way of ensuring that 
the teaching practices consistently meet the TQS. 
 
Procedures: 
 
1. The Principal shall provide the Superintendent or designate with a written, signed and dated 

document, which verifies that supervision of professional staff is being carried out in the 
school. 

 
2. This document shall be provided annually to the Superintendent before April 30 of each year. 
 
3. The document will contain the following parts: 

3.1 A statement that supervision is being carried out and in what ways. 

3.2 A statement that verifies that the findings of this supervision have been shared and 
discussed with the involved professionals. 

3.3 Evidence that the findings of this supervision have been discussed with the 
Superintendent 

 
4. The supervision of professional staff is to be conducted in a manner that is consistent with 

Administrative Procedure 412: Teacher Supervision and Evaluation. 
5. Senior teachers will mentor new teacher in a mentoring program to support new teachers to 

adapt ESC strategies. 
 
 
References: Sections 18, 20, 60, 61, 113, School Act 
 
 
 
 
Adopted: 
Amended: 
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TRANSFER OF STAFF 
 
Background  
 
The Superintendent may, at any time during the school year, make the decision to transfer any 
employee from one school campus to another or from one classroom or administrative 
assignment to another as per the School Act. 
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STAFF REDUCTION 
 
Background  
 
If necessary the Board may find it necessary to reduce the number of staff employed. 
 
First the Board will endeavor to effect such reduction through voluntary attrition i.e. 

- Resignation 
- Leave of Absence 
- Job sharing 
- Placing staff on part-time contracts 
- Retirement 

 
If reduction in the staff cannot be achieved through voluntary attrition, the Board will endeavor 
to effect reductions using the following criteria, 

1. Be specially trained to teach the grade level and or subject. 
2. Have documented evidence of previous teaching ability in their major areas. 
3. Be trained to teach in a second core subject area. 
4. Have training and experience in teaching English as a Second Language (ESL). 

 
Procedure 
 
The Superintendent will inform the employee in writing the notice of termination with reasons 
not less than 30 days prior to the effective date of termination as per the School Act. 
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School Personnel Procedure 128 
 

STAFF PARTICIPATION IN  
COMMUNITY ACTIVITIES 

 
Background  
 
Almadina Language Charter Academy (ALCA) recognizes the democratic right of its staff 
members to render public service and/or take an active part in community activities, subject to 
the following administrative procedures. 
 
Procedures 
 
1. The staff member must maintain a level of job performance acceptable to his/her immediate 

supervisor and consistent with contractual obligations and employer expectations. 
 
2. The staff member must guard against becoming involved in activities which are interpreted 

as a conflict of interest. 
 
3. The staff member is normally restricted to a maximum of three (3) days of leave under this 

administrative procedure that are not included in their personal days and with prior approval. 
The Superintendent, or designate, may extend this leave under exceptional circumstances. 
The cost of the substitute shall be the responsibility of the staff member or some other 
agency. 

 
4. The staff member considering public office or membership on government boards/agencies 

shall discuss any job-related implications with the Superintendent or designate prior to 
making the decision to accept. 

 
5. The staff members shall make requests as noted in procedure 3 above to the Superintendent, 

or designate.  
 
Reference:  Sections 60, 61, 113, School Act 
 
 
 
Adopted: 
Amended: 
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EMPLOYEE LONG SERVICE/RETIREMENT RECOGNITION 

 
Background  
 
Long-term employees of Almadina Language Charter Academy (ALCA) are recognized for their 
service and honoured upon their retirement. 
 
Procedures 
 
1. Staff members will be honoured after ten years of continuous service (without resignation) 

and once every five years thereafter. 
 
2. In addition to the recognition noted in (1) above, a staff member who retires or resigns after 

ten or more years of accumulated service shall be honoured and presented with a gift to be 
chosen by senior administration with such a gift to be of a maximum value of $100.00 for 10 
years of service plus an additional $10.00 value for each full year of service rendered 
thereafter. ALCA may, at its discretion, alter the amount of the gift upon retirement of an 
employee. 

 
3. Staff members receiving recognition shall be invited to the annual recognition evening 

banquet at ALCA’s expense, if the staff member requests to bring a guest they may at their 
own cost. 

 
4. Leave of more than one calendar year will not be considered as qualifying service. 
 
5. Maternity and Professional Improvement Leaves of one year or less will be considered as 

service. 
 
6. Personal leaves for more than one calendar year will not be considered as service.  
 
7. Staff members with ten consecutive years of service will be presented with an appropriately 

engraved plaque upon which a medallion marked "10" is affixed, and thereafter will, 
following every five years of additional continued employment, be presented with another 
medallion similar to the original one indicating thereon the staff member’s total years of 
continuous employment. 

 
 
 
References: Sections 60, 61, 113, School Act 
 
 
 
Adopted: 
Amended 
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STAFF CONFLICT OF INTEREST 
 
Background  
 
An employee is prohibited from being in direct supervision of an immediate family member such 
as a spouse, child, parent / spouse parent or sibling. Should this situation result after assignment, 
the relative will be reassigned within one year unless otherwise ruled by the Superintendent. 
 
Supervision for the purposes of this policy includes any of: 
 
4.1 Assignment of duties, 
4.2 Approval of requisitions, 
4.3 Determination of salary or wage level 
4.4 Completion of evaluation of performance reports 
4.5 Decisions about promotion, retention, transfer, or termination. 
 
The Superintendent will designate certain positions as “sensitive” and therefore eliminate the 
possibility of any employees who have relatives within the school filling those positions. 
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STAFF REPORTING OBLIGATIONS 
 
Background  
 
All staff have an obligation to report, in writing to the principal any incident(s) at the school or 
on the bus on the day in which they occur. Incidents need to be reported in a timely and 
consistent format. 
 
Procedure 
 
Use the SIRS program to identify key tasks, meetings, incidents and events. 
 
Use the U of C: Learning by Design Site for Almadina unit plans. You may do your daily lessons 
on Microsoft Outlook by clicking on “Tasks”, checklist Icon. For teachers who choose not to use 
an electronic system, you may use the Daily Planner provided. 
 
Each employee is to have a list of phone numbers of students and parents, administrators, school 
staff and substitute teachers.  
 
Teachers are to note any visits by Principal, Vice-principal, Superintendent or Parents in their 
daily calendar or daybook. 
 
Teachers may use the web site, student agendas or monthly formats to send home notices about 
units studied or homework assignments. 
 
Homework is mandatory at Almadina between Monday – Thursday. Reading and writing 
assignments are mandatory on weekends. 
 
Avoid labels, adjectives and judgments when reporting an incident or concern. Write a 
chronological order of events, players, and actions taken and recommended. Write about daily 
meetings, events during the day, Student / Staff/ Administration incidents during supervision. 
 
The Principal is to ensure that records are kept of meetings, initiatives, special projects and 
Emails. FOIPP standards will be maintained to avoid failure to comply as well as maintain 
privacy rights of all stakeholders. 
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PROFESSIONAL GROWTH PLANS 
 
Background  
 
In a constantly changing school and community environment, it is essential for teachers to 
engage in ongoing, meaningful professional development. 
  
School authorities, superintendents, principals, and teachers are responsible for facilitating 
quality improvement through each teacher’s career-long professional growth. One aspect of this 
professional growth will be the development of an annual Professional Growth Plan by each 
teacher employed by Almadina Language Charter Academy (ALCA). 
  
ALCA believes that the development of professional growth plans can achieve the following: 
  
1.      The creation of direction and focus in teaching. 
  
2.      An increased understanding and ability to implement the knowledge, skills and attitudes of 

quality teaching. 
  
3.      The coordination of teacher and school goals. 
  
4.      Recognition that change in education is ongoing. 
  
5.      The provision of opportunities for collegiality, collaborative planning and teaching 

development. 
  
6.      The creation of opportunities for relevant and useful dialogue about the art and craft of 

teaching. 
 
Procedures 
 
1. The professional growth plan will include personal professional goals aligned to school 

goals. 
 
2. The teacher will provide a copy of their professional growth plan to the Principal on or 

before November 1. The teacher will share the professional growth plan with the Principal, or 
designate.  

 
3. The teacher and the Principal will meet a second time to review the attainment of the goals 

outlined in the teacher’s professional growth plan. This meeting may occur near the end of 
the current school year, or at the beginning of the next school year, in conjunction with the 
presentation of the subsequent plan. 
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4. 

 

The Principal, after conducting the review, in consultation with the teacher, must make a 
finding whether the teacher has completed an annual teacher professional growth plan in 
compliance with #3. 

5. The professional growth plan is the property of the teacher, to be returned to the teacher 
following the discussion of the attainment of the goals. (In the event of a teacher ceasing 
employment at a particular school, the plan will be returned to him/her before he/she leaves.) 

 
6. The professional growth plan will not become part of the teacher evaluation process unless 

agreed upon by the teacher. 
 
 
References: Sections 18, 20, 22, 39, 60, 61, 106, 107, 113 School Act 

Freedom of Information and Protection of Privacy Act 
Certification of Teachers Regulation 3/99 (Amended A.R. 206/2001) 
Practice Review of Teachers Regulation 4/99 
Teaching Quality Standard – Ministerial Order 016/97 
Teacher Growth, Supervision and Evaluation Policy 
Guide to Education ECS to Grade 12 

 
 
 
Adopted: 
Amended: 
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School Personnel Procedure 133 
 

PROFESSIONAL DEVELOPMENT 
 
Background  
 
In order for an educational organization to continually grow, develop and prosper, all personnel 
must be involved in activities designed to continually improve performance in all areas. These 
include governance, administrative performance and procedures, curriculum content, teaching 
methods and above all, student learning. Professional development contributes to the overall 
quality of education provided for students. 
 
Professional development will be provided as a means of improving the delivery of curriculum, 
the provision of services, and the performance of campuses and individuals. 
 
Support of professional development will be a shared responsibility between the staff the 
Secretary Treasurer and the Principals of each school. 
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APPEAL PROCEDURES FOR SUPPORT STAFF 
 
Background  
 
All support staff have the right to natural justice and have the right to access an orderly process 
to resolve complaints and/or to appeal administrative decisions. 
 
Procedures 
 

1. It is expected that efforts will be made informally to solve a problem or concern before a 
formal appeal is filed. 

2. A member of support staff may appeal any administrative decision that directly affects 
his/her employment. 

3. Appeals will be made in the following order: 

3.1. To the individual who is responsible for the original decision; 

3.2. To the immediate supervisor of the individual who is responsible for the original 
decision; 

3.3. To the Superintendent of Schools or designate. This is the final level of appeal. 

4. Appeals shall be submitted in writing, shall state the nature of the concern, shall provide 
pertinent background information and shall outline the steps that have been taken to attempt 
to resolve the concern. A copy shall be provided to any other parties directly involved in the 
issue. 

5. Within fourteen (14) calendar days of receipt of the appeal, the supervisor shall review all 
relevant information pertaining to the matter, shall make a decision, and shall communicate 
that decision in writing to all parties concerned. 
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SUPPORT STAFF – LEAVE OF ABSENCE 
 
Salary Grid  
1) The Charter Board shall establish a salary grid which will take into account a support staffs 

qualifications and experience at Almadina.  
 

2) Sick Leave  
a) Employees are entitled to leave with pay for the purposes of obtaining necessary medical 

or dental treatment, or on account of injury, illness or disability in accordance with the 
Charter Board's benefits plan.  

b) Employees are entitled to a maximum of twenty (20) days of sick leave in a school year. 
Should a teacher's sick leave taken exceed his / her sick leave entitlement, the teacher's 
salary will be adjusted on the last salary payment issued for the current school year.  

c) Sick leave will not be paid if a teacher is entitled to benefits under the Charter board's 
Long or Short-Term Disability plan.  

d) Time on disability will not be deducted from an Employee's sick leave entitlement.  
e) The Charter board may, at its discretion, require the teacher to provide a certificate from 

a physician or dentist in support of any claim for sick leave benefits in excess of three (3) 
consecutive teaching days.  

f) There will be no carry forward of unused sick leave from year to year and any sick leave 
benefits will be cancelled upon termination of employment.  
 

3) Maternity and Parental Leaves  
 
a) Applicable Legislation  

 
i. It is the intention of these provisions to meet the minimum standards of the Alberta 

Government's employment standards legislation.  
ii. Where a situation arises that is not specified in these provisions, the legislation shall 

apply.  
iii. During maternity and parental leave, Employees may be entitled to maternity and 

parental benefits under the federal Employment Insurance program. 
 

b) Eligibility  
 
i. Employees employed by the Charter board eligible for maternity and or parental 

leave at no cost to the Charter Board. 
ii. This requirement applies to both full-time and part-time Employees 

 
a) Maternity Leave  

i. Eligible Employees who are pregnant are entitled to a maximum of fifteen (15) 
weeks of maternity leave starting at any time during the twelve (12) weeks 
immediately before the estimated date of delivery.  
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ii. A teacher on maternity leave must take a period of leave of at least six (6) weeks 
immediately following the date of delivery. The teacher and the Charter board may 
agree to shorten this period by the teacher giving the Charter Board a medical 
certificate indicating that resumption of work will not endanger her health.  

iii. The pregnant Employee shall give at least 6 written notice of the date she will start 
maternity leave. The Charter Board may require that she provide a medical certificate 
certifying that she is pregnant and the expected date of delivery.  

iv. The pregnant teacher is entitled to start maternity leave on the date specified in her 
written notice.  

v. During the twelve (12) weeks immediately before the estimated date of delivery, the 
Charter Board may give written notice requiring a teacher to start maternity leave if 
the pregnancy of the teacher interferes with the performance of her duties.  
 

c) Parental Leave  
 

i. Employees are entitled to a maximum of thirty-seven (37) consecutive weeks 
parental leave as follows:  

1. In the case of a teacher entitled to maternity leave, immediately following 
the last day of maternity leave;  
2. In the case of an eligible parent, within fifty-two (52) weeks Rafter the 
child is placed with the adoptive parents for the purpose of adoption.  

 
ii. Parental leave may be taken by one parent or shared between two parents but shall 
not exceed thirty-seven (37) weeks in total.  
iii. If the Charter board employs both parents, the Charter Board is not required to grant 
parental leave to more than one parent at a time.  
iv. The teacher shall give at least six (6) weeks' written notice of the date the teacher 
will start parental leave unless:  

1. The medical condition of the birth mother or child makes it impossible to 
comply with this requirement; or  
2. The date of the child's placement with the adoptive parent was not 
foreseeable.  

v. The teacher is entitled to start parental leave on the date specified in the written 
notice.  

 
vi. A teacher who takes maternity leave is not required to give separate notice of 
parental leave, unless she originally agreed only to take maternity leave.  
vi. A teacher who intends to share parental leave must so advise the Charter Board.  

 
e) Resumption of Employment  

i. A teacher shall give at least 4 weeks written notice of the date the teacher intends to 
resume work.  
ii. The Charter Board will:  

1. Reinstate Employees in the position they occupied at the time the maternity 
or parental leave started; or  

50



2. Provide the teacher with alternative work of a comparable nature, at not 
less than the same salary, entitlements and other benefits that had accrued to 
the date when the maternity of parental leave stated.  

 
ii. A teacher who does not wish to resume employment after maternity or parental 

leave shall give the Charter Board at least four (4) weeks' written notice of 
intention to terminate employment. 

 
f)  Common Provisions  

i. The Charter Board shall not terminate the employment of, or layoff, a teacher who has 
started her maternity leave or who is entitled to, or has started, parental leave.  
ii. Time on maternity or parental leave will not be counted as experience toward the 
granting of an increment.  
iii. The Charter Board will consider requests for an extension to maternity and or 
parental leave on an individual basis.  

g) Paternity Leave  
i. A teacher who is an expectant father is eligible for 37 weeks of paternity leave with 
pay at the time of the birth of his child.  

h)  Compassionate Leaves  
i. Employees are entitled to a temporary leave of absence with pay as follows:  

1. Up to 3 school days for the critical illness and or death of a spouse, parent, 
child, brother, sister or parent of spouse.  
2. Up to 3 school days for the death of a grandparent, grandparent of spouse, 
brother-in-law, sister-in-law, son-in-law, daughter-in-law, grandchild or close 
friend.  
3. Two additional days for necessary travel will also be granted.  

 
i)  Other Temporary Leaves  

i. Employees are entitled to a temporary leave of absence with pay as follows:  
1. Personal Days -1 Paid day per year, 2 days less the cost of a substitute. If a 
substitute is not in place the money shall be paid to the Professional 
Development  
2. Quarantine Leave  
3. School Closure  

 
j) Holidays  

i. Employees will receive the following statutory, non-statutory and Charter Board 
declared holidays with pay, if that day is a regularly scheduled teaching day:  
-New Year's Day, Family Day, Good Friday, Victoria Day, Canada Day, August Civic 
Holiday, Labour Day, Thanksgiving Day, Remembrance Day, Christmas Day and 
Boxing Day.  
 
iii. Employees requesting a leave of absence with pay for a religious or other 

holiday will be required to use their personal days described in Part K of this 
regulation. 
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k)  Working Conditions  
i. Staff deployment is the responsibility of the Principal. The Principal may assign such 

duties as deemed necessary for the proper and orderly functioning of the School.  
 

 l)    Benefits Plan  
i. All Employees working a minimum average of 17.5 hours per week, with the 
exception of Employees employed under a contract of less than three (3) months 
duration, are eligible to participate in the benefits plan on a cost sharing basis with the 
Charter board.  
ii. The Charter Board will make available a Group Insurance Plan consisting of Life 
Insurance, Accidental Death and Dismemberment, Long-Term Disability and Short-
Term Disability  

1. Participation in the Group Insurance Plan shall be a condition of 
employment for all eligible Employees whether part-time or fulltime and  
2. The Charter Board's contribution to the premiums for the Group Insurance 
Plan is not proportionately limited for part-time Employees.  

 
iii. The Charter Board will make available Alberta Health Care Insurance and other 
group benefits including Extended Healthcare, Dental care and Employee Assistance 
Program.  

1. Participation in ARCI and other group benefits shall be a 
condition of employment for all eligible Employees, unless the 
teacher confirms duplicate coverage on a component-by-
component basis (Excluding EAP); and  
2. Part-time Employees shall have the Charter Board's portion of 
the premiums for the plan components listed in N (3) above limited 
to the proportion that their assignment is to the assignment of 
fulltime Employees.  

 
m. Termination  
i. Subject to the specific provisions of the School Act, a contract of employment may be 
terminated by either the teacher or the Charter Board with thirty (30) days prior written 
notice 
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School Personnel Procedure 136 
 

CLASS SIZE MANAGEMENT 
 
Background  
 
The intent of the Charter is to provide staff who are trained to deliver the instructional program 
required for the identified needs of the students enrolled in each school. 
 
Procedure 
 
The School Admissions must maintain an absolute enrollment cap of 979 students grade K to 9. 
 
Staffing Guidelines: 
 

A. Administrative Team – One F.T.E School based administrator for each 200 students in 
the school. 

B. Alberta Certificated Teachers – One full time equivalent (F.T.E) teacher for each 25 
students. 

C. Counselor – One per campus 
D. Support Staff 

a. Office Manager – One F.T.E for each school campus 
b. Teacher Assistant – One F.T.E for each 75 students in the school 
c. Library Technician – One F.T.E per campus library 

 
Maximum Class Sizes – As per ACOLE if manageable (possible) 
 
Kindergarten 24 students 
Grade one – 23 students 
Grade two to four – 24 students 
Grade five to nine – 27 students 
 
The size of each class will be included in the School Education Plan and is to be submitted in the 
spring of each year with amendments resubmitted in October. 
 
As funding is made available through grants or increased enrollments, school administration will 
recommend plans to lower class sizes. 
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School Personnel Procedure 137 
 

Inclement Weather/School Closure 
 

Background 
 
The Board recognizes that weather conditions that may constitute a hazard to the safety of the 
students. The Board authorizes the Principal to curtail or suspend school bus services and/or 
close the school when weather conditions are a hazard. 
 
It is recognized that parents have the first decision as to whether or not to send their child to 
school on days when weather conditions are a factor. 
 
In the event of early dismissal of bussed students, all students shall be delivered safely to their 
parents/guardians or satisfactorily housed elsewhere. 
Procedures 
 
1. It shall be the responsibility of the Principal to advise, if possible, the Superintendent and/or 

Board Chair regarding road and driving conditions.  Where possible, the Principal shall 
solicit advice from the bus drivers when preparing his/her recommendation. 
 

2. If the bus drivers deem road conditions as unsafe, the Principal, is given the authority to close 
the school. 
 

3. At the commencement of the term, the Principal shall communicate in writing the following 
information to the parents: 
3.1. The current procedures related to Emergency Closing and Inclement Weather. 
3.2. Advise the parents that their children should be dressed appropriately in severe weather. 
3.3. Advise the parents that they make alternate arrangements for accommodating their 

children in the event school is dismissed early when the parents are away. 
 

4. In the event of emergency closure; 
4.1. The Principal shall arrange for the school bus drivers to be notified immediately. 
4.2. The Principal shall initiate the spread of the information to the parents and teachers via 

the synrevoice information system, and via radio stations. 
4.3. The Principal shall set up administration process for notification i.e. phone, fan out etc. 

 
5. If schools are closed during inclement weather: 

5.1. The principal or his designate will be assigned to check the school to ensure that no 
children have been left unattended. 
 

6. If busses are sent home early but the school remains operational, the Principal may allow a 
staff member who is likely to experience major difficulty in reaching home to leave school 
early. 
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7. If a driver encounters impassable roads, either in the morning pickup or the afternoon return 
run, and is forced to turn back without completing his route, he/she shall immediately advise 
the Principal who make every effort to notify the parents of the students on the route so 
affected. 

 
 
 
 
References: Sections 57, 60, 61, 113, School Act 
 Employment Standards Act 
 
 
 
 
 
Adopted: 
Amended: 
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School Personnel Procedure 138 
 

HARASSMENT-FREE WORK ENVIRONMENT   
 

Background 
 
All individuals employed and educated within Almadina Language Charter Academy (ALCA) 
have the right to work and learn in an environment free from harassment. This procedure is in 
keeping with the school’s dedication to providing students and staff members with a safe and 
caring environment that fosters and maintains respectful and responsible behaviours. We adhere 
to the union guidelines. 
 
Definitions 
 
1. WORKPLACE HARASSMENT is a form of employment discrimination. It may consist of: 

1.1 Offensive, abusive, belittling or threatening behaviour directed at an individual 
worker or a group of workers; 

1.2 Physical contact or coercive behaviour; 

1.3 Oral or written statements which are derogatory or intimidating, whether made 
directly or through a third party; 

1.4 Insulting or threatening gestures; 

1.5 Continual unjustified and unnecessary comments about a person’s standard of work 
or capacity for work; 

1.6 Pictures, posters, cartoons, graffiti or written material which are offensive or obscene; 

1.7 Threatening or abusive telephone calls, written communications, facsimiles or 
messages on electronic mail or computer networks; 

1.8 Persistent following within the workplace, or to and from work; 

1.9 Derogatory or dismissive treatment or material expressing prejudice or stereotypical 
assumptions about the group to which a worker may belong; 

1.10 Continual exclusion of a person or a group from work assignments, networks, or from 
normal workplace conversation and interaction. 

WORKPLACE HARASSMENT makes the workplace, or matters associated with work, 
unpleasant, humiliating, or intimidating for the person or group of people targeted by the 
behaviour. It can severely inhibit effective work and productivity. 

WORKPLACE HARASSMENT must not be confused with legitimate advice and comment 
from supervisors and heads of departments on an individual’s work performance. Such 
comment and advice may legitimately include negative statements and feedback. 
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2.  SEXUAL HARASSMENT is unwanted sexual advances, requests for sexual favours, or 
other verbal or physical conduct of a sexual nature which: 

2.1 Implicitly or explicitly makes submission to such conduct a term or condition of an 
individual’s work or academic achievement; 

2.2 Affects access to employment, educational or other ALCA-sponsored programs or 
activities; 

2.3 Creates a hostile or offensive environment which interferes with an individual’s work, 
ability to learn or participate in activities; 

2.4 Intimidates, embarrasses, coerces or humiliates an individual in the work place, at 
school or other ALCA-sponsored events; or 

2.5 Arises out of a relationship which is not based on mutual consent. 

SEXUAL HARASSMENT is comprised of any of the following behaviours, although it is 
not limited to the behaviours listed herein: 

2.6 Verbal abuse or threats associated with behaviour of a sexual nature; 

2.7 Unwelcome remarks or jokes of a sexual nature; 

2.8 Unwelcome invitations or requests of a sexual nature; 

2.9 Staring, leering or inappropriate observation of a sexual nature; 

2.10 Displaying or posting pornographic or offensive materials of a sexual nature; 

2.11 Unwelcome physical contact of a sexual nature; 

2.12 Exposing oneself sexually; 

2.13 Explicit or implicit demands of a sexual nature; 
 
3. COMPLAINANT is an individual, or group of individuals, who submit a complaint.  A 

complainant may be a third party having knowledge of an incident of harassment or sexual 
harassment. 

 
4. RESPONDENT is an individual against whom a harassment or sexual harassment complaint 

is made. 
 
5. COMMISSIONER is an individual who is identified and appointed by ALCA to act as a 

commissioner for the purposes of this procedure. The Superintendent shall be appointed for 
this purpose. 

 
6. PERSON IN A POSITION OF AUTHORITY, for a student is a teacher or Principal within 

the school; and, for a staff member, is a person in the school or senior administration office 
to whom the staff member is accountable (e.g. Principal, Vice-Principal, senior 
administration). 
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Guidelines 
 
1. No staff member, student, or board member shall engage in conduct or behaviour which 

constitutes workplace harassment or sexual harassment. 
 
2. An individual subjected to workplace harassment or sexual harassment has a responsibility to 

make it clear, either to an individual in a position of authority, the alleged offender, or to 
both, that the behaviour is unacceptable. 

 
3. Any person in a position of authority who receives a complaint is responsible for ensuring 

that the complaint is addressed appropriately at the earliest opportunity. 
 
4. No individual shall knowingly or wilfully submit complaints based on false allegations. 
 
5. Complaints regarding workplace harassment or sexual harassment can be resolved through 

an informal verbal complaint mechanism, which may involve voluntary mediation, and/or by 
filing a formal written complaint with a person in authority. 

 
6. The respondent is entitled to know the name(s) of the individual(s) making an informal or 

formal complaint. In the case of a formal complaint, the respondent shall receive a copy of 
the letter of complaint outlining the allegations. 

 
7. Reasonable effort shall be made to respect the confidential nature of a complaint. However, 

absolute confidentiality cannot be guaranteed owing to the need for an investigation and the 
need to inform the respondent of the nature of the allegations. 

 
8. The parents of a student 16 years of age or younger must be notified if their child is involved 

in a sexual harassment complaint. 
 
9. Resolution procedures do not take away from the complainant’s right to file a complaint with 

the Alberta Human Rights and Citizenship Commission, or the ATA, commence proceedings 
in a civil or criminal court, file a grievance in accordance with the provisions of the 
applicable collective agreement, or pursue other recourse afforded under the School Act or 
Teaching Profession Act. 

 
Procedures 
 
1. INFORMAL COMPLAINT RESOLUTION 

1.1 

1.1.1 The complainant may convey objections regarding the unacceptable 
behaviour to the respondent directly or through a person in a position of 
authority. 

Making an Informal Complaint 

1.1.2 While conveying objections to the respondent informally, is highly 
encouraged, failure to do so does not preclude the filing of a formal 
complaint. 
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1.1.3 The complainant is to keep written records regarding the incident(s) and of 
any attempts to inform the respondent directly or through reports to a person 
in authority. 

1.1.4 At any point during the informal process if the complainant wishes to file a 
formal complaint, he or she may do so. 

1.2 

The person in a position of authority: 

Receiving an Informal Complaint 

1.2.1 Who receives an informal verbal complaint must initiate action within five 
days, and 

1.2.2 Must ensure that the complaint is either resolved, or all reasonable efforts 
have been made to resolve the complaint, within three months of the date 
the complaint is received. 

The person in a position of authority is to take the following actions: 

1.2.3 Provide the complainant and respondent with information regarding 
workplace harassment or sexual harassment, including ALCA procedures, 
and advise them where assistance is available. 

1.2.4 Assist the complainant in speaking to the respondent directly, or speak to the 
respondent on the complainant’s behalf, to outline the allegations and 
attempt to resolve the complaint informally. 

1.2.5 Monitor the status of the complaint to see that it is satisfactorily resolved 
within the required time limit. 

1.3 

1.3.1 If the person in a position of authority is unable to resolve the complaint 
within the three-month period, the complainant and respondent will be asked 
whether they are willing to enter into voluntary mediation. 

Voluntary Mediation 

1.3.2 Voluntary mediation shall occur within five months of the date the informal 
complaint is received by a person in a position of authority. 

1.3.3 The focus of the mediation process shall be educational and preventative 
rather than punitive. 

1.3.4 If the complainant and respondent agree, the individual in a position of 
authority shall appoint a neutral third party acceptable to both. 

1.3.5 If the informal complaint is not resolved through mediation, a formal 
complaint may be filed at the discretion of the complainant. 

1.4 

1.4.1 If the complainant confronts the respondent directly and is able to resolve 
the matter at this informal level, no sanctions will be applied by ALCA. 

Outcome of an Informal Complaint 

1.4.2 If a person in a position of authority is required to deal directly with the 
respondent and the behaviour appears to be in violation of this policy, a 
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warning may be issued indicating that such behaviour is unacceptable.  
Failure to discontinue the behaviour may result in a formal complaint. 

1.4.3 If both parties enter into voluntary mediation, an acceptable resolution may 
be achieved. If the complaint is not resolved through mediation, a formal 
complaint may be initiated with the agreement of the complainant. 

 
2. FORMAL COMPLAINT RESOLUTION 

2.1  

2.1.1 A formal complaint consists of a signed written statement outlining the 
allegations, describing the specific incident(s), the dates (if available) and 
any witness(es) who may have been present or witnessed the alleged 
workplace harassment or sexual harassment. 

Making a Formal Complaint 

2.1.2 A formal complaint may be filed up to one year from the date of the most 
recent incident cited in the letter of complaint.  

2.1.3 The complainant is responsible for notifying the person in authority if a 
complaint is filed with the Alberta Human Rights and Citizenship 
Commission, police, union, association or if civil court action is initiated 
while the allegations are still under review by ALCA. ALCA may elect to 
process the complaint or stay the procedures pending the outcome of the 
other investigation(s). 

2.2  

An individual in a position of authority shall: 

Receiving a Formal Complaint 

2.2.1 Accept the formal complaint provided no more than one year has elapsed 
since the most recent incident outlined in the complaint. (The commissioner 
may elect to consider a complaint received after this time.) 

2.2.2 Verify that the allegations may represent a violation of ALCA policy. 

2.2.3 Notify and provide a copy of the complaint to the respondent and the 
commissioner. 

2.3 

2.3.1 An individual shall be appointed by the commissioner to conduct an 
investigation regarding the complaint. 

Resolving a Formal Complaint 

2.3.2 The complainant and respondent shall have the opportunity to: 

2.3.2.1 Provide written submissions to the investigator; 

2.3.2.2 Respond to the other party’s written submissions; 

2.3.2.3 Appear before the investigator to provide oral submissions; 

2.3.2.4 Respond to one another’s statements; and 

2.3.2.5 Have someone present to provide advice and assistance (i.e., legal, 
counsel, association/union representative, colleague, parent) 
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2.3.3 The investigator shall have the right to ask questions of the complainant, 
respondent and witnesses; 

2.3.4 The investigator’s findings shall be detailed in a report to the commissioner; 
and 

2.3.5 Resolution will take place within 3 months of a complaint being filed unless 
notice is served on the complainant and the respondent prior to the 
expiration of 3 months that an additional period for resolution will be 
required of up to an additional 3 months. 

2.4 

2.4.1 If the results of the investigation support the allegations outlined in the letter 
of complaint, the commissioner may impose a range of sanctions on the 
respondent. The sanctions depend upon the nature and seriousness of the 
offence and other relevant factors. Sanction may include: a verbal warning, 
a written reprimand with a copy retained in the respondent’s file, transfer, 
suspension, expulsion or termination of employment. 

Outcome of a Formal Complaint 

2.4.2 If the results of the investigation do not support the allegations, the 
complaint will be dismissed and a letter will be issued indicating that the 
respondent has been cleared of all allegations. The respondent has the option 
of requesting that a copy of the letter be placed in his/her file, and must be 
made aware of this option. 

2.4.3 If the evidence indicated that the complainant knowingly and wilfully made 
false allegations in an attempt to cause harm to the respondent, the 
commissioner may impose a range of sanctions on the complainant. The 
sanctions depend upon the nature and seriousness of the offence and other 
relevant factors. Sanction may include:  a verbal warning, a written 
reprimand with a copy retained in the complainant’s file, transfer, 
suspension, expulsion, and termination of employment. 

2.4.4 The complainant and respondent shall be provided with a summary of the 
results of the investigation, but shall not be provided with the investigator’s 
report to the Commissioner. 

 

2.5 

2.5.1 Either the complainant or the respondent may appeal to the Board if 
dissatisfied with the resolution of a formal complaint. 

Appeals 

2.5.2 Either party has the right to seek civil and/or criminal redress through the 
courts, file a complaint with the Alberta Human Rights and Citizenship 
Commission, file a grievance in accordance with the provisions of the 
applicable collective agreement or other recourse afforded under the School 
Act or Teaching Profession Act. 
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2.6 

2.6.1 No retaliation shall be taken by ALCA, a staff member or student, with the 
intent of dissuading or punishing an individual for participating in the 
complaint resolution process. Sanctions may be imposed for retaliation. 

Retaliation 

2.6.2 Retaliation against individuals participating in the complaint resolution 
process is not to be confused with sanctions imposed for harassment or 
making false allegation. 

 
References:  Sections 27, 60, 61, 113, School Act 

Freedom of Information and Protection of Privacy Act 
Human Rights Act 
Canada Human Rights Act 
Canada Labour Code 
Canada Multiculturalism Act 
Canada Criminal Code 

 
 
 
 
 
 
Adopted:  
Amended:  
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Student Procedure 201 

ADMISSIONS 
 

All students will be considered eligible without regard to academic abilities, race, creed or 
religion. However, preference is given to students with language acquisition needs and parents 
must be notified that Almadina does not provide for special education or severe behavioral 
needs.  All students who are selected must abide by the zero tolerance for violence, uniform 
policy, discipline, extended instructional hours, homework and mandatory testing and monthly 
reporting provisions. 
 
Procedure 
 
All parents who register new or ongoing students for Almadina must accept the expectations for 
parents and students. 
 
Students must be registered each year. 
 
All children who, at September 1 in a year, are six years of age or older will be admitted to 
school. Children whose sixth birth date falls on or after September 1 and prior to March 1 will be 
admitted to school. Notwithstanding the previous statements, any new grade 9 student may not 
turn 15 before June of the current school year. 
 
Priority status on the wait list will be granted to any child whose sibling is presently enrolled at 
Almadina Language Charter Academy. 
 
Parents will agree to the appropriate grade placement, as determined by Almadina Language 
Charter Academy assessment. 
 
Students who have not met the behavioral expectations of Almadina Language Charter Academy 
as set out in “Student Behavior and Conduct” and the practices and procedures related to student 
behavior, and are expected to harm or undermine the safe, secure and conductive learning 
environment at Almadina Language Charter Academy, as determined by the Superintendent or 
designate, may not be offered re-admission to Almadina Language Charter Academy in future 
years. “Notice to Parents” letter will be sent home between May 15 and June 15 of each school 
year. This letter will state administration’s position and available documentation so that parents 
have time to find another school that is more appropriate for the students.   
 
Parents may appeal to the Almadina School Society Board of Directors, a decision taken by 
administration not to admit a student. A decision by a quorum of the Board will be implemented 
by administration. Parents may appeal a Board decision to the Minister of Education.   
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Administrative Procedures 
 
Principals will ensure that all registrations for the following year are completed prior to June 15 
of the current school year. Principals will register students in classes that meet ACOL standards 
by grade and overall charter enrollment provisions to a maximum of 979 students K to 9. Once 
the maximum enrollment is reached per grade and campus site, all other students will be put on a 
WAITING LIST and parents informed. 
 
The Superintendent will ensure that the Principal has the required documentation and 
recommendations from the teachers before signing off any “NOTICE TO PARENTS” letter.  
 
Any parent residing outside the transportation boundaries must agree to and sign a student 
Private Transportation Form. Private Transportation Forms must be signed yearly prior to 
September 25th and forwarded to the Treasurer.  
 
Parents of a student to be admitted to Almadina Language Charter Academy from another school 
will be requested to provide a copy of their child’s student records. This will be used to assess 
whether the student has the academic and behavioral characteristics to benefit from the Almadina 
Language Charter Academy program. 
 
 
 
References    
     
     
          
 
 

School Act Sections #8, 123, 124 & 125 
Policy #321 Appeal’s Policy 



Student Procedure 202 

STUDENT CODE OF CONDUCT 

Background 

The Charter is committed to the establishment of a safe, caring and effective learning 
environment for its students, staff, volunteers and visitors. 

Students must respects the rights and property of others. 

The principal and staff must develop a Student Code of Conduct, that states the expectations for 
student behavior. It is expected that activities be designed to foster appropriate conduct. Parents, 
as partners are expected to play a vital role in instilling and reinforcing the skills necessary for 
appropriate conduct. 

The Superintendent and Principal are jointly responsible for the administration of this policy. 

Procedures 

1. The Principal is responsible for developing a written Student Code of Conduct in
collaboration with the staff. The Student Code of Conduct is to be consistent with the
School Act and Charter Board policy and reflect community values.
a. Conduct him / herself accordingly
b. Be diligent in pursuing his studies;
c. Attend school regularly and punctually;
d. Co-operate fully with everyone authorized by the Charter Board to provide

education programs and other services;
e. Comply with the school rules;
f. Be accountable to his/ her teachers for his/ her conduct
g. Respect the rights of others.

2. Students are expected to be respectful, responsible, trustworthy, fair, caring and good
citizens.

3. The following behaviors or offenses towards self, peers, staff, volunteers, visitors and
or property will not be tolerated:
a. Deliberately disrupting the learning of others;
b. Creating a disturbance;
c. Being disrespectful
d. Bing disobedient or defiant
e. Being dishonest
f. Harassment
g. Vandalism
h. Physical aggression
i. Using, possessing or involvement with weapons
j. Using profane, vulgar or inappropriate language
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k. Using or possessing cigarettes or other tobacco products 
l. Possessing or consuming alcoholic beverages or illegal drugs, or inappropriately 

using prescription medications or 
m. Engaging in any other criminal activities. 

 
4. The Student Code of Conduct must be communicated annually to parents and in an 

on-going basis to students. 
5. Best possible learning opportunities are provided to foster the development of 

responsible and respectful conduct. 
6. The School Act, this policy and the Student Code of Conduct will apply: 

a. To any school or school sponsored activity whether on or off campus; and 
b. To any bus transportation of students, including designated drop off or pick up 

areas; and 
c. During transportation by volunteer drivers to school sponsored off-campus 

activities. 
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Student Procedure 203 

STUDENT DRUG AND ALCOHOL ABUSE 

Background 

Almadina Language Charter Academy is committed to a safe, caring and effective learning 
environment that is drug and alcohol-free. 

The possession or consumption of alcoholic beverages or illegal drugs, or the inappropriate use 
of prescription medications by students is not tolerated. 

This policy applies to all students during any school or school sponsored activity whether on or 
off campus and includes transportation to or from any such activity. 

1. Consumption
a. If the Principal has reasonable evidence to allege that a student has consumed or

is under the influence of alcohol or drugs for non-medicinal use, he / she must:
i. Take all necessary steps, to ensure the safety and well-being of students

and staff;
ii. Notify the parents of the student(s)

iii. Immediately suspend the student from school and school sponsored
activities for 1 to 5 days; or

iv. Immediately suspend the student from school and school sponsored
activities for a period  of 5 days with a recommendation to the Charter
Board for expulsion.

b. Repeat violations will mean a suspension of more than five days with a
recommendation to the Charter Board for expulsion.

2. Possession
a. If a student is found to be in possession of alcoholic beverages, the police must be

contacted and the alcohol turned over to the police.
b. If the Principal has reasonable evidence to allege that a student is in the

possession of a non-medicinal drug, the police must be contacted immediately.
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Student Procedure 204 

STUDENT DISCIPLINE 

Background  

The Charter is committed to the establishment and maintenance of a safe, caring and effective 
learning environment for its students, staff, volunteers and visitors. 

The Charter recognizes positive student discipline and advocates a relationship between school 
and student which fosters mental respect and responsibility. 

The Principal and Superintendent are jointly responsible for the administration of this policy. 

Guidelines 

1. School and classroom discipline practices, must be based upon the following
principals:
a. Students who feel capable and connected tend  to be contributing and cooperative

members of the school community.
b. Student conduct is best managed through positive reinforcement and logical

consequences.
c. Students must assume responsibility for their conduct.
d. Students must be accountable for their conduct to any adult serving in a position

of authority.
e. All actions taken with respect to discipline must be positive.
f. A safe and orderly classroom is essential to effective learning and teachers must

establish reasonable and clearly understood limits.
g. Disciplinary matters need to be dealt with promptly, fairly and objectively, and

due consideration given to the needs and rights of the individual.
h. Parents, as partners, play a vital role in instilling and reinforcing the knowledge,

skills and attitudes necessary for appropriate student conduct.

2. Preventative disciplinary measures can be facilitated through programs established by
the classroom teacher, administrator, school resource team (if any), consultants,
police or other community agencies and parent(s). This includes effective classroom
management strategies, counseling, student advisors, peer support, and conflict
resolution training.

3. An open communication plan must be established with the parents of students
experiencing discipline problems.

4. Students and their parents must be made aware of the student’s obligation to the code
of conduct in the School Act and to pertinent Policy.

5. The Principal is expected to take firm and decisive action in responding to abusive
and aggressive behavior which causes or threatens harm to persons or property.
Students responsible for serious misconduct must be reported to the police. Students
may also face formal suspension and the possibility of an expulsion recommendation.
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6. Decisions regarding the use of specific disciplinary measures should be based on 
consideration of the following factors: 
a. Effect of the student’s conduct upon other students, staff, volunteers or visitors, 

the school and the community 
b. Nature of the incident 
c. Student’s previous conduct 
d. Student’s age, maturity and individual needs; 
e. Intended impact of proposed action on the student’s conduct; 
f. Previous documented disciplinary actions and interventions, 
g. Discussion with the students and / or the parents of students who have been 

harmed by the student’s behavior; 
h. Discussion with the student and / or the parents of the student being considered 

for disciplinary measures. 
 

7. The Principal will develop a written progressive discipline plan in collaboration with 
staff. 

8. Teachers must develop classroom policies and procedures in consultation with school 
administration and students. 

9. School behavior expectations and classroom rules should be communicated to parents 
and students monthly.  

10. Measures used in school discipline are to be consistent with the School Act, as they 
may apply to charter schools, and with Charter Board policies and may include: 
a. Detention; 
b. Suspension from class; 
c. In-school suspension; 
d. Voluntary withdrawal from school for students at least 16 years old; 
e. Supported leave (i.e. home study or on-line learning) 
f. Suspension from school 
g. Recommendation to the Charter board for expulsion 
h. Registration not accepted for future registration 

 
11. Serious and or repeated offences which affect the safety and security of students, 

staff, volunteers and or visitors on school property or during school sponsored 
activities will be responded to in accordance with the following. 
a. The offenses to which this section apply include but are not limited to the 

following: 
i.   Use, possession of, or involvement with weapons 

ii. Threats which endanger others physically and / or emotionally; 
iii. Theft; 
iv. Assault causing bodily harm; 
v. Vandalism; 

vi. Use or possession of tobacco products; 
vii. Use of possession of non-medicinal drugs or alcohol 

67



viii. Personal harassment 
ix. Open defiance of authority, or 
x. Other criminal activity 

 
b. The disciplinary measures used may include: 

i. In-school suspension; 
ii. Suspension from school; 

iii. Suspension with a recommendation to the Charter Board for expulsion; 
and 

iv. A report to the police by the Principal, as appropriate. 
 

c. The disciplinary measure used will be at the discretion of the Principal. 
d.  The following measures of student discipline are unacceptable: 

i. Physical threats or attacks upon the student; 
ii. Corporal punishment; 

iii. Mass punishment aimed at unspecified individuals or groups 
iv. Threats, enticements and use of grades as a means of discipline or any 

other measure which may be viewed as coercive, 
v. Verbal attacks 

vi. Deliberate humiliation   
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Student Procedure 205 

SUSPENSION 

Background  

The Charter Board approves the use of suspension and expulsion as disciplinary actions in 
response to excessive or persistent unacceptable conduct on the part of its students. 

All suspensions or expulsions must be consistent with the School Act and Charter Policies 

Guidelines 

1. Definitions

The following definitions will apply:

A. “suspend” means to remove a student
i. From school,

ii. From one or more class periods, courses or education programs, or
iii. From riding on a school bus

For a period of 10 school days or less. 

B. “expel” means to remove a student 
i. From school,

ii. From one or more courses or education programs, or
iii. From riding on a school bus

C. “date of suspension” means the day following the day that the action to suspend 
was taken. 

D. “in-school suspension” means the student will be assigned work to complete at 
school but outside the classroom. 

E. “school suspension” is a prohibition from attending all school classes, programs 
and activities and from being on the school grounds, in the school building or 
other designated areas utilized by the school for the duration of the suspension. 

F. Specific grounds for suspension and / or a recommendation to expel include but 
are not limited to: 

i. Those conditions specified under the School Act;
ii. Serious and / or repeated disregard for the Student  Code of Conduct;

iii. Serious and / or repeated violations of Charter Board policy, including the
Student Internet Use, Student Attendance, Harassment by Students and
Student Dress Code policies:

iv. Any violation of the Charter Board’s policy on Student Alcohol and Drug
Abuse, and
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v. Offenses which affect the safety and security of others as more 
particularly described under the Charter Board policy on Student 
Discipline. 

 
2. General Guidelines 

A. All actions taken or contemplated under this policy will be applied in a 
reasonable, fair and objective manner. 

B. A decision to suspend or expel a student requires that all parties involved in such 
a decision must balance the individual needs and rights of the student and follow 
due process. 

C. School Administration has a responsibility to communicate with students and 
parents of students who are suspended or expelled. All written communication 
will be delivered by registered mail. 

D. The Principal’s authority to suspend a student for a period not exceeding 5 days 
may be delegated. 

E. Suspension from a class, an education program, or riding the school bus does not 
exclude the student from participating in other school classes, education 
programs, or other school sponsored activities. 

 
3. Suspensions 

 
The following guidelines apply specifically to the suspension of a student. 
 
A. The School Act provides that a teacher or the Principal may suspend a student, if 

in the opinion of the teacher or Principal, the student has failed to comply with the 
code of conduct or if the student’s conduct is injurious to the physical or mental 
well-being of others in the school. 

B. A teacher may suspend a student from one class period and must report that 
suspension to the Principal. 

C. The Principal may suspend a student 
i. From school, 

ii. From one or more class periods, courses or education programs, or 
iii. From riding on a school bus. 

 
D. Under normal circumstances, the Principal would take the following steps for a 

suspension: 
i. Meet with the student to discuss the cause(s) of a potential suspension in 

the presence of a witness; 
ii. Allow the student the opportunity to explain his/her actions  

iii. Decide on what action, if any, will be taken; and 
iv. Document a summary of the meeting. 

 
E. When a student is suspended under (3) above, the Principal must: 
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i. Immediately inform the student’s parent of the suspension, 
ii. Report in writing to the student’s parent all the circumstances respecting 

the suspension, and  
 

iii. Provide an opportunity to meet with the student’s parent and the student, 
or if the student is 16 years of age or older, to discuss the terms of the 
suspension.  

 
F. Prior to reinstating a student, the Principal will meet with the student and the  

student’s parent to clarify expectations for conduct and to clarify actions by the 
school should the student’s conduct not improve. The Principal will document a 
summary of this meeting. 

G. If the student is not to be reinstated within 5 school days of the date of 
suspension, the Principal will: 

i. Recommend to the Charter Board that the student be expelled; 
ii. Immediately inform the Chairperson and the Superintendent of the 

suspension; and 
iii. Report in writing to the Charter Board, the Superintendent and the parent 

of the student all the circumstances respecting the suspension and the 
Principals’ recommendations, 

 
The student remains suspended until the Charter Board has made a decision. 
 

H. The School Act provides that the Principal may recommend the Charter Board 
expel the student if the student has displayed an attitude of willful, blatant and 
repeated refusal to comply with the code of conduct. 

  
4. Discipline Committee Hearing 

 
A. Upon notification that a student has been suspended for a period in excess of five 

school days the Chairperson will immediately establish a Discipline Committee of 
the Charter Board. 

B. The Discipline Committee will consist of the Chairperson or Vice-Chairperson 
and two other qualified members of the Charter Board. 

C. The Superintendent will: 
i. convene a hearing of the Discipline Committee within 10 school days of 

the suspension; 
ii. advise the parent of the student and the Principal of the date, time and 

location of the hearing; and 
iii. provide all parties with documentation relevant to the suspension in 

advance of the date of the hearing. 
 

D. The Principal must provide a report to the Superintendent containing the 
following information: 

i. An anecdotal report of any incident leading to the suspension; 
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ii. An anecdotal report of discipline referrals to the school administration in 
the current school year and for April, May and June of the previous school 
year when a suspension occurs during the first three months of a new 
school year; 

iii. A  report on academic progress, attendance and general deportment to the 
date of suspension; and 

iv. Any other information the Superintendent may request. 
 

 
E. Prior to the date of the Discipline Committee hearing, the Superintendent will 

meet with the parent and the student to review the school’s documentation and to 
discuss the matter of the suspension. The parent will be provided with the 
opportunity to present information relative to the suspension and this information 
will be passed along to the Discipline Committee. 

F. The following guidelines apply to a hearing of the Discipline Committee. 
i. The parties attending the Discipline Committee hearing are the Discipline 

Committee members, the Superintendent, the Principal, the parent(s), the 
student and any representative of the parent or student. The Charter Board 
may choose to have legal counsel in attendance. 

ii. The Chairperson or the Vice-Chairperson of the Charter Board will chair 
the hearing. 

iii. The Superintendent will provide introductory comments as to the cause for 
the hearing and will make reference to relevant sections of the School Act 
and Charter policy. 

iv. Any additional documents prepared by the Principal will be distributed to 
the committee members and the Principal will speak to the reason(s) for 
the suspension. 

v. The committee members, the Superintendent, the student, the parent(s) 
and or any representative may ask questions and discuss the matter with 
the parties in attendance. 

vi. The committee will adjourn and hold an in-camera meeting in order to 
reach its decision. 

 
G. The decision of the Discipline Committee will be final. The Superintendent will 

immediately communicate the decision and the committee’s rationale in writing to 
the parent, the student, if 16 years of age or older, and the Principal. 

H. If the decision of the Discipline Committee is to expel the student, the parent and 
student, if 16 years of age or older, will be advised of the right of appeal to the 
Minister. 

I. The Discipline Committee has the authority to make any one or a combination of 
the following decisions: 

i. The student may be reinstated. 
ii. The student may be reinstated with reasonable conditions and restrictions 

aimed at modifying his/her conduct. 
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iii. The student may be expelled for a specific period of time and then 
reinstated. The period of expulsion may not extend beyond the end of the 
current school year. 

iv. Any order or direction that is both reasonable under the circumstances and 
complies with the School Act. 

 
J. As an alternative to expulsion the student and parent may agree to a voluntary 

withdrawal from the school. 
 

5. Expulsion 
 

The following provisions apply specifically to a decision to expel a student: 
 
A. The Principal must have made a recommendation to expel the student, and 

 
B. The student must be offered another education program by the Charter Board. 
C. Alternative education programs that may be offered include: 

i. placement in another school, if any, operated by the Charter Board 
ii. a home study program under the supervision of the Charter Board; 

iii. enrollment in another school with the consent of the board operating the 
other school,  

 
An expelled student may be reinstated only if there is space and there are resources to provide a 
suitable education program for the individual student while at the same time providing a safe, 
caring and effective learning and teaching environment for the larger school population 
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Student Procedure 206 

APPEALS OF STUDENT MATTERS 

Background 

The Charter Board is committed to designing fair and orderly processes in which to resolve 
disputes or concerns arising from it Student policies and the decisions made hereunder. 

The Charter Board believes the parent and student, if 16 years of age or older, have the right to 
appeal decisions which significantly affect the education of the student. 

The Charter Board expects that this policy will come into effect after the parent and / or student 
have followed the School’s stated protocol for relating concerns, manly addressing concerns first 
with the teacher, where appropriate, then the Principal and ultimately the Superintendent. 

Those practices which affect students must be ethical, fair, just and based on processes which are 
known to parents and students. The professional and administrative practices used to implement 
this policy must respect procedural fairness. 

The Chairperson, Superintendent and Principal are jointly responsible for the administration of 
this policy. 

Procedure 

1. The failure of a person to make a decision will be considered a decision that may be
appealed under this policy.

2. Where a decision made by an employee of the Charter Board significantly affects the
education of a student, the parent of the student and / or the student, if 16 years of age
or older, may appeal that decision to the Charter Board.

3. For the purposes of this policy, a decision of an employee authorized to do so by the
Charter Board is deemed to be a decision made by the Charter Board.

4. This policy does not apply to a decision made by the Charter Board’s Discipline
Committee.

5. An appeal under this policy must be made, in writing, to the Superintendent, must set
out the nature of the appeal and, when applicable, would be made after attempts to
resolve the dispute have been made in accordance with School protocol or other
Charter Board policies.

6. An appeal under this policy must be made within two (2) weeks after the receipt of
the disputed decision.

7. If the Superintendent is of the opinion that the education of the student has been
significantly affected, the Superintendent will bring the appeal before the next
meeting of the Charter Board. Under extraordinary circumstances, the Superintendent
may request that the Chairperson call a special meeting of the Charter Board.

8. The Charter Board will, by resolution, appoint an ad hoc Appeal Committee to make
investigations and decisions with respect to the appeal on behalf of the Charter Board.
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9. The committee will be comprised of the Chairperson or Vice-Chairperson and two 
other Charter Board members suitable to the particular nature of the appeal. In 
consultation with the Superintendent, the Charter Board may choose to contract an 
advisor to assist the Appeal Committee. 

10. The Superintendent will be a non-voting member of the Appeal Committee and will 
be responsible to ensure the appeal process respects procedural fairness. 

11. The Superintendent will: 
a. Convene a hearing of the Appeal Committee within ten (10) working days of 

being constituted; 
b. Advise the parent, the student, where appropriate, and the Principal of the date, 

time and location of the hearing; and 
c. Provide all parties with documentation relevant to the appeal in advance of the 

date of the appeal. 
 

12. Prior to the date of the Appeal Committee hearing, the Superintendent will meet with 
the appellant to review the School’s documentation and to discuss the matter of the 
appeal. The appellant will provide, in writing, information relative to the appeal and 
this information will be passed along to the Appeal Committee. 

13. The following guidelines apply to a hearing of the Appeal Committee: 
a. The parties attending the hearing are the Appeal Committee members and advisor, 

if any, the Superintendent, the Principal, the appellant and any representative of 
the appellant. 

b. The Chairperson or Vice-Chairperson will chair the hearing. 
c. The Superintendent will provide introductory comments as to the cause for the 

hearing and will make reference to relevant sections of the School Act and 
Charter Board policy. 

d. The Principal will speak to the subject matter of the appeal. 
e. The appellant and / or his/her representative will be given the opportunity to 

speak to the subject matter of the appeal. 
f. The committee members, the Superintendent, the appellant and / or any 

representative may ask questions and discuss the matter with the parties in 
attendance. 

g. The committee will adjourn and hold an in-camera meeting in order to reach its 
decision. 

 
14. The Appeal Committee may: 

a. Confirm, vary or quash the original decision, order or action of the Charter Board; 
b. Direct that an additional investigation be undertaken, in which case, a similar time 

frame will apply; 
c. Make any other finding it deems appropriate, or 
d. Refer the matter to legal counsel. 
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15. The decision of the Appeal Committee will be final. The Superintendent will 
immediately communicate the decision and the committee’s rationale, in writing, to 
the appellant and the Principal. 

16. If the Charter Board makes a decision on appeal or otherwise, the student or parent 
may be entitled to request a review of the decision by the Minister pursuant to the 
School Act  
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Student Procedure 207 

HARRASSEMENT BY STUDENTS 

Background  

Harassment of others will not be tolerated. 

Definitions 

1. Personal Harassment
a. Personal harassment – “any unwelcome behavior which, directly or indirectly,

adversely affects or threatens to affect a person’s emotional well-being, or
learning environment

b. Harassment has taken place if the behavior is unwelcome
c. Harassment includes but is not limited to:

i. Unwelcome physical contact (inappropriate touching, bullying);
ii. Verbal abuse or threats, including coercion or extortion;

iii. Unwelcome remarks (including jokes, innuendo or taunting about such
things as a student’s physical appearance, race, gender, sexual orientation,
disability / handicap, ethnic origin or religious affiliation.

2. Sexual Harassment
a. Sexual harassment is any unwelcome physical contact, comment or request of a

sexually suggestive nature. It also includes implied or real threats of reprisals in
response to a rejected sexual advance.

Procedures 

1. Students should be encouraged to tell the perpetrator that their conduct is
unwelcome.

2. Students are encouraged to inform a staff member if the offending behavior does not
stop or if they are offended by the behavior.

3. School staff is committed to helping students deal with problems of harassment.
4. Complaint of harassment will be dealt with in a discrete, fair and objective matter.
5. The Principal will be involved in all levels of harassment.
6. When a student’s behavior has been determined to constitute harassment, perpetrators

will be subject to disciplinary action.
7. The Principal must suggest parents seek external assessment and / or counseling to

assist students who are recipients or perpetrators of harassment.
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Student Procedure 208 
KINDERGARTEN 

EARLY CHILDHOOD SERVICES (ECS) 

Background 

Early childhood is a particularly significant period in human development. Young children 
benefit from programs that help them explore the world around them and guide them through the 
transition to a more formal learning environment. Therefore, Almadina Language Charter 
Academy (ALCA) supports Early Childhood Services programs that address the learning needs 
of children before they enter grade one. 

Procedures 

1. Regular Programs

1.1 The Board will determine, as part of its annual budget review, the fees to be charged for
the program. Such fees will supplement funding received from Alberta Education, and 
will serve to develop and maintain the viability of each program offered. 

1.2 All teachers employed for ECS programs shall be certificated and meet the 
requirements under the School Act. 

1.3 Regular ECS programs shall follow the curriculum outlined in the Kindergarten 
Program Statement. 

1.4 Parents and families play a critical role in their children’s lives. Therefore, 
opportunities shall be provided for parents to be meaningfully involved in their child’s 
ECS program. Parents are expected to volunteer regularly as assigned by the teacher in 
charge or pay a $50.00 yearly fee to cover the cost of support staffing. 

References: Sections 8, 30, 60, 61, 113, School Act 
Early Childhood Regulation 31/2002 
Funding Manual for School Authorities 

Adopted: 
Amended: 
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Student Procedure 209 

STUDENT PLACEMENT & PROMOTION 

Background 

Page 1  

1. In making decisions with regard to student placement, a multi-factor approach will be
taken including:
a. Maturity level; emotional social and physical
b. Academic performance
c. Social factors; e.g. age, peer group, etc.
d. Work habits, attitude.

2. The placement level in EAL programming will be determined through assessment.
3. The placement of students from grade 1 to 3 will be determined by a placement team.

Procedures 

1. The Principal in conjunction with the teacher are responsible for ensuring that parents
are kept informed concerning the progress of their children

2. Parent or guardian disagreement with the professional staff’s recommended student
placement or promotion, must be discussed with the Principal.
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Student Procedure 210 

STUDENT RECORDS 

Background 

The School Act requires the Board to establish and maintain a record for each student enrolled in 
their schools. Records of information, other than academic, will be maintained in a separate 
student file. The legislation relative to the Freedom of Information and Privacy Act will be 
respected and adhered to. 

Almadina Language Charter Academy will comply with provincial legislation when completing 
and handling a student’s file. 

Guidelines: 

- A single Student Record File will be established for each student upon initial 
registration, and will be maintained for the exclusive purpose of accumulating 
information needed to provide for the educational welfare of the student. 

- The school Principal is responsible for maintaining accurate and complete records for 
each student and for updating student records annually. 

- Student records will be maintained in strictest confidence and located in a lockable 
filing cabinet. 

- Parents, legal guardians and students will be informed of their right to access student 
records. Access when requested, will be provided at the earliest opportunity 
convenient to parents, legal guardians, students and staff. 

- The Student Record File is the property of the School which reserves the right to copy 
and or release all or part of the file 

- A Student Record File consists only of data and information specifically authorized 
by this policy  

Procedures Contents of the file 

1. The Student Record File is to contain the following information.
a. Summary of achievement in each year.
b. Results of:

i. Diagnostic tests, achievement tests and diploma examinations conducted
by or on behalf of the Province; and

ii. Standardized tests or testing programs administered by the Board to all or
a large portion of the students or to a specific grade level of students.

iii. Notation of any formal intellectual, cognitive, social or emotional tests or
evaluations of the student, the date of the test or evaluation, the name of
the person who conducted the test or evaluation, a summary of the results
of the test or evaluation, or any interpretive report.

iv. With respect to health information
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1. Any health information that the parent or legal guardian of the 
student or the student wishes to be placed in the student record, 

 
2. A copy of the immunization record if provided by the public health 

nurse and , 
3. Information related to observed medical conditions, for example, 

epileptic seizure. 
v. Summary of yearly attendance  

vi. Information concerning Individualized Education Plan (IEP)  
vii. Cumulative record. 

 
2. The Student Record File is not to include the following: 

a. Information relating to a report or an investigation under the Child Welfare Act. 
b. Information of a sensitive nature that would be injurious to the student. 

i. However, if in the opinion of the Superintendent, the release of the 
information would be in the public interest, the information will be 
included in the student record. 

 
Maintenance and Storage of the Student Record File 
 
1. Active Files 
 a. Files will be deemed active for the duration of the student’s attendance at  

Almadina Language Charter Academy. 
 

2. Inactive Files 
  a. A student record remains confidential even when filed in storage; 

b. Inactive files will be retained in the school for four years following the date on 
which the student ceased to attend Almadina Language Charter Academy. 

c. Following storage in the school for four years, contact will be made with the 
Superintendent to arrange for storing of inactive student records 

d. When the student whom the file was created reaches the age of 28 the file may be 
destroyed. 

  
Transfer of Student Record Files 
 

1. Transfers out of Almadina Language Charter Academy to another school in Alberta: 
a. On receipt of a written request for the file of a student who has transferred to an 

Alberta school which is not operated by Almadina the file is to be forwarded to 
the receiving school. 

 
2. Transfers to a school outside of Alberta 

a. On receipt of a written request from a school outside Alberta, a copy of the file is 
to be forwarded and the original file is to be retained.  

 
Within 10 working days of receipt of transfer form instructions from parents, the principal or 
Office Manager will transfer student records as per parental consent.  
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Access to Student Records 
 

1. Access to a Student Record File will be provided on an appointment basis. 
 

2. The following persons will be permitted to examine the contents of a Student Record 
File in the presence of the Principal (or designate). 
a. Student, for whom the file was created, provided that the student has attained the 

age of 16. 
b. Parent or legal guardian of the student for whom the file was created, unless a 

written request denying access to the parent or legal guardian has been received 
from a student who qualifies as an independent student, 

c. Person granted entitlement under an order pursuant to the Divorce Act (Canada); 
d. Employee or agent of the Board, provided that the information contained in the 

file is necessary to his / her official duties; 
e. Other persons upon receipt of the written permission of the parent if the student is 

less than 16 years of age and or the student if the student is 16 years of age or 
older, and  

f. Officers of a court under appropriate court order. 
 

3. Persons who are permitted to examine a file are to be provided with an explanation of 
its contents. 

 
Record of Transactions 
 

1. A dated  record is to be maintained of the following transactions: 
a. Transfers of Student Record Files to other schools. 
b. Issuance of copies of contents of Student Record Files; and 
c. Examination of the contents of Student Record Files by persons or guardians. 

 
Changes to Student Record File 
 

1. Procedures for reviewing the contents of a Student Record File on a regular basis will 
be developed by the Principal. 

2. Procedures are to be developed by the Principal for responding to requests from 
parents, legal guardians or students for an adjustment to the contents of a Student 
record file: 
a. Responses to request for changes will be made in accordance with the following 

guidelines. 
i. Except for reports prepared by Board personnel or by outside agencies, the 

Principal is authorized to rule on requests for adjustment and to make 
appropriate changes in the file. 

ii. In the case of a report prepared by agencies or persons not employed by 
the Board, the Principal may remove the report in its entirety  

iii. Documents relating to the request and its resolution are to be placed in the 
file 
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Student Procedure 211 

STUDENT HEALTH AND SAFETY 

Background  
The Charter requires that all reasonable steps should be taken to prevent accidents and to ensure 
that the School’s building(s), grounds and equipment meet acceptable health and safety 
standards. 

In the event of  a student injury, accident and or illness the Charter Board authorizes the 
provision of suitable transportation home, to a medical doctor or to hospital as deemed necessary 
by the Principal. 

The Superintendent and Principal are jointly responsible for the administration of this policy. 

Guidelines 

1. General
a. School staff are expected to be vigilant in their attention to equipment, buildings

and grounds; so that unsafe equipment is not used and unsafe conditions are
reported.

b. The Principal or a Principal designate is expected to give priority to the correction
of unsafe conditions.

c. If an accident occurs, the injured person will be treated in accordance with
principles of first aid.

2. Student Data

a. On an annual basis, parents of all students must provide the following data:
i. Name, address and telephone number(s) of parent(s), family physician and

ii. Emergency contact person in the event the parent(s) cannot be reached;
iii. Existing medical conditions of the student.
iv. Afflictions, which may require emergency medical services.
v. Information regarding the medical condition or affliction or treatment in

the education setting.

b. Parents must review and update this information on an annual basis or earlier if
pertinent information has changed

c. It is the parent’s responsibility to advise School administration of any minor or
short-term injury or illness of the student.

d. Parents must advise School administration if a student contracts or is exposed to a
communicable disease.

e. This data must be distributed to appropriate school staff.
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3. Illness / Injury During School Day 

a. If a student becomes ill or injured during the school day, school staff will: 
i. Contact the parent to determine an appropriate course of action. 

ii. If the parent cannot be reached the student will be kept at the school until 
the end of the school day. 

b. If the Principal or Principal designate determines that the health needs of the 
student are best served at an emergency medical facility: 

i. The Principal or Principal designate will arrange transportation by 
ambulance or taxi as deemed necessary and appropriate; 

ii. Emergency transport will be paid by the school for those persons who do 
not carry insurance that covers such cost; 

iii. The Principal or Principal designate can assign a staff member to 
accompany the student; 

iv. School office staff will persist in attempts to contact the parent and  
v. The staff member may not consent for medical treatment. 

 
4. Extra and Co-Curricular Activities 

 
a. Employees conducting, supervising and transporting students on any school 

sponsored event will: 
i. Be delegated with the responsibilities of the Principal for the purposes of 

Part B above; and  
ii. Be apprised by school office staff of any special medical needs of 

participating students. 
 

5. Reporting 
a. School staff, students and/ or parents are responsible for reporting accidents, 

injuries and / or major illnesses of students on school premises or at school 
sponsored activities to School administration that will ensure that a record is made 
of all details of incidents, including actions taken. All serious incidents are to be 
immediately reported to the Superintendent. 

b. The Superintendent will take necessary actions: 
i. Assure compliance with Charter policy; 

ii. Lessen the possibility of similar accidents recurring in the future; 
iii. Assess the potential for liability accruing to the School Society; and 
iv. Advise the School Society legal counsel. 

  
6. Critical Incidents Plan 

a. The Principal is responsible for preparing a Critical Incidents Plan. The plan will 
provide support for students and staff and a liaison with family and community.  

b. The Charter Board must approve the Critical Incidents Plan. 
 

7. First Aid Training 
a. Basic First Aid training, including anaphylactic reactions, should be provided for 

all staff. 
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b. The school will have between 10 and 30% of staff trained in CPR and Advance 
First Aid. Office staff, administrators and a Physical Education teacher should be 
trained. 

c. The Charter Board will cover the cost of training or re-certification. 
 

8. First Aid Kits and Safety Equipment 
a. Basic first aid kits will be located in the infirmary or school office and in the 

gymnasium. 
b. The Principal will ensure first aid kits are maintained. 
c. The School will equip its Science Lab, according to guidelines of the Science 

Education Consultants for Alberta Education. 
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Student Procedure 212 

SEVERE ALLERGIES 

Background 

The primary goal of this policy is to reduce the risk of student exposure to severe allergies to 
potentially life threatening allergens, reducing the risk of exposure and ensure a rapid response to 
emergency situations.  

Communication of information and awareness is an essential aspect of this policy. 

The Superintendent and Principal are jointly responsible for the administration of this policy. 

a. “allergen” means a substance which provokes an allergic response and includes bee
or wasp venom, certain foods, e.g., peanuts or tree nuts, latex and other chemicals

b. “injector” means a syringe and needle which contains a pre-measured dose of
epinephrine or adrenaline and includes EpiPens and other preloaded auto-injectors.

c. “parent” means a parent as defined in the School Act,
d. “severe allergy” means a severe allergic reaction or anaphylactic response to an

allergen which, if left untreated, could lead to sudden death.

Guidelines 

1. Responsibilities of Parents
a. Parents of a student with severe allergies must:

i. Advise the Principal
ii. Complete Emergency Allergy Alert form. Requested information includes:

1. allergen(s);
2. symptom(s) of a reaction;
3. emergency action plan;
4. a signed consent by the parent

iii. Provide a recent photograph of the student
iv. Provide the student with a Medic Alert bracelet or other identification;
v. Provide one unexpired injector in a fanny pack or medication as

prescribed by a physician;
vi. Check expiry dates of injectors or other medications and replace them as

necessary;
vii. Provide snacks and lunches for the student;

viii. Advise the bus driver of the student’s severe allergies
ix. Teach their child to assume as much responsibility as age appropriate for

their own safety including the:
1. recognition of the symptoms of a severe allergic reaction
2. Have medication available while at school, on field trips or

transportation to and from school.
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2. All parents are asked to: 
a. Respond to requests from School administration to reduce exposure to allergens; 
b. Develop an awareness of severe allergies anaphylaxis, school policy and risk 

reduction strategies. 
c. Expect their children to respect students with severe allergies. 

 
Responsibilities of Students 
 

1. Students with severe allergies must: 
 a. takes as much responsibility as reasonably possible for avoiding allergens 
 b. eat only foods brought from home unless authorized by the parent, which will be  
  made in writing. 

c. wash hands before and after eating. 
d. Learn to recognize the symptoms of a severe allergic reaction. 
e. Promptly inform a teacher or lunchroom supervisor or other adult if they do not 

feel well, if they have or suspect they may have ingested or have otherwise been 
exposed to an allergen, or symptoms of a severe allergic reaction appear; 

f. Keep an injector and or other medication handy at all times; and  
g. When age appropriate, know how to use an injector or take medication. 

 
 2. All students are expected to: 
 a. avoids sharing food, especially with children with severe allergies; 
 b. follows school policy for reducing risk. 
 c. wash their hands before and after eating; and 
 d. refrains from harassing or threatening a child with a food allergy. 
 
Responsibility of the Principal 
 

1. The Principal is responsible for planning the coordination and management of students 
who have life-threatening allergies.   

2. The Principal will: 
a. Advise all parents of this policy; 
b. Consult with and advise the parents of the student with severe allergies and the 

broader school community of school policy regarding severe allergies; 
c. Ask all parents to respond cooperatively to requests designed to reduce the risk of 

exposure to allergens, i.e. to refrain from sending certain allergenic products to 
school; 

d. Request parental consent of the administration of medication or medical 
treatment; 

e. Advise all staff members of students who have potentially life threatening 
allergies as soon as possible; 

f. Request the consent of the parent to post the student’s picture and display the 
emergency care plan; and 
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g. Ensure that harassment or threats are promptly dealt with in accordance with 
Charter policy. 

3. With the consent of the parent, the Principal must post a picture of the student with 
severe allergies with a description of the allergy and the student’s emergency care plan in 
a staff accessible area of the school. 

 
 

4. The Principal will develop school policy consistent with Charter Board policy to reduce 
risk for those students with severe allergies in the school, for school sponsored activities 
and for visiting students: 

a. The Principal will meet with the classroom teacher, parent and student, if 
appropriate, at the beginning of each school year and as necessary, to determine 
those risk reduction strategies which should apply to the particular student. 

b. The decision about the risk reduction strategies to be used will take into 
consideration such factors as the student’s age and maturity, the layout and 
facilities of the school building, the ability of school staff to ensure compliance 
and the impact of the strategy on others. 

c. Specific school policy will be developed for field trips. If risk factors are too great 
to control, the student may be unable to participate in the field trip. The parent 
should be involved in this decision. 

d. The Principal will ensure that whenever possible a student is placed in a 
classroom with a first aid trained teacher 

 
Educating the School Community 
 
The Principal will ensure that: 
 

a. all teaching and non-teaching school staff receive training as needed, in the 
recognition of a severe allergic reaction and the use of injectors and the 
emergency plan; and 

b. all members of the school community are provided with appropriate information 
about severe allergies including background information on allergies, 
anaphylaxis, and school policy and risk reduction strategies. 

 
Responsibilities of Teachers and Other School Staff. 
 

1. All classroom teachers are expected to: 
a. Discuss anaphylaxis with their class, in age appropriate terms; and 
b. Encourage an empathetic understanding of severe allergies and the seriousness of 

the consequences. 
 

2. The teachers of a student with severe allergies are expected to: 
a. Avoid allergenic foods and substances for classroom events; 
b. Leave information about all students with severe allergies in an organized, 

prominent and accessible format for substitute teachers; 
c. Ensure that appropriate medication is taken on field trips; and 
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d. Ensure that appropriate and knowledgeable adults accompany field trips. 
 

3. All school staff are expected to: 
a. Know the school’s emergency response protocol 
b. Encourage students not to share or trade food 
c. Encourage the student with severe allergies to eat only what they bring from 

home; 
d. Reinforce hand-washing before and after eating; and 
e. Follow school policy for reducing risk. 

 
 
Emergency Response Protocol 
 

1. The Principal will ensure that: 
a. An emergency response protocol is developed for the school including collection 

and storage of injectors, education of all parties, procedure to be followed, 
location of the medication, photographs of students, field trip or extra-curricular 
procedures; 

b. An emergency response drill is developed and practiced throughout the school 
year to ensure that all parties know how to quickly implement the plan; 

c. Any injectors provided by the parent and which are not in the student’s possession 
are stored in a covered, secure and accessible location at the school; and 

d. All teaching and non-teaching staff including lunchroom supervisors are aware of 
the location of the injectors.        
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Student Procedure 213 

CONDUCT ON SCHOOL BUSES 

Background 

Almadina Language Charter Academy (ALCA) expects students riding on school buses to 
behave in an exemplary manner ensuring the safety of all passengers. Students riding on a bus 
are therefore expected to give the bus driver the same due respect, consideration and cooperation 
they give their teachers, always and immediately carrying out all reasonable demands and 
instructions. 

Procedures 

1. Students, while traveling on school buses, are under the immediate authority of the school
bus driver. The school bus driver is in full charge of the bus at all times. Passengers must
obey the driver promptly and in a courteous manner.

2. Drivers shall report cases of misconduct to the Principal in accordance with this
administrative procedure.

3. The Principal shall be responsible for addressing misconduct on school buses.

4. Parents shall be informed of misconduct of students on school buses.

5. The bus driver will speak to the student to resolve the problem.

6. If the problem persists or is deemed to be serious in nature, the driver shall:

6.1 Contact the parent for support in resolving the problem, or

6.2 Refer the student to the Principal to resolve the problem.

7. If the problem is referred to the Principal, the Principal may counsel the student, or, if the
misconduct is of such a serious nature to warrant suspension, the Principal may suspend the
student from riding a school bus.
7.1 If suspension from riding the bus is being considered, the Principal must ensure that

the parents of the student are informed of the situation before the suspension is 
carried out. 

8. If any of the above attempts do not resolve the problem, or if the problem is extremely
serious, the Principal may request that the Student Affairs Committee expel the student from
riding on the bus.

9. The school bus driver:

9.1 Shall be courteous to the passengers on his/her bus.

90



9.2 Is in charge of the students on his/her bus. 

9.3 May, if he/she wishes, appoint a responsible student as a monitor to assist the driver.  

9.4 Shall assign a seat for which the student shall be held responsible. 

9.5 May separate students or groups of students. 

9.6 Will stop to pick up all students but will not wait if students are not at the bus stop at 
the appointed departure time.  In the interests of safety, where a pick up is on a 
primary or secondary highway, drivers will use discretion as to whether or not to 
come to a complete stop if they do not see students waiting at the pickup point. 
(Repeated tardiness will be recorded on a misconduct form and handled in the usual 
manner.) 

9.7 Shall not leave the school until seven minutes after the closing time, unless the load is 
complete and/or personnel from the school have indicated that the school is clear of 
students to be bussed. 

9.8 Shall be governed at all times by the Traffic Safety Act and its associated Regulations 
pertaining to the operation of school buses.  The driver shall operate the bus in 
accordance with all federal, provincial and municipal laws as well as the policies and 
administrative procedures established by the Superintendent. 

9.9 Shall be in the bus at all times during loading and unloading of passengers. 

9.10 Shall operate the bus with headlights illuminated. 

9.11 Shall wear a seat belt at all times while operating the bus. 
 

10. The Student: 

10.1 Shall obey the bus driver in a prompt and courteous manner. 

10.2 Shall, outside of ordinary conversation, observe classroom conduct while riding the 
school bus. 

10.3 Shall observe the directions of the bus driver while embarking/disembarking from the 
bus. When it is necessary to cross a road to get on or off the bus, students shall always 
cross in front of the bus. 

10.4 Shall be on time. (It is suggested that students arrive at the bus stop at least 2 minutes 
ahead of the departure time indicated by the bus driver.  Buses will not wait if 
students are not at the bus stop at the designated departure time.) 

10.5 Shall not engage in unnecessary conversation with the driver. 

10.6 Shall not stand on the bus or leave their seats while the bus is in motion. 

10.7 Shall not extend any object or arms or head out of the bus windows. 

10.8 Shall not throw garbage on the floor of the bus or out of the bus windows. 

10.9 Shall observe the rules of the bus driver with respect to eating on the bus. 

10.10 Shall refrain from using profane language. 
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10.11 Shall not operate any radio, tape/CD player or like apparatus capable of producing 
sound without earphones while on the bus. (Any apparatus that is operated with the 
use of earphones shall be operated at a level that ensures that the sound does not 
affect other passengers nor interfere with the driver’s ability to communicate with 
students on the bus. Any of the aforementioned equipment in the bus shall be under 
the immediate control of the driver.) 

10.12 Shall go directly to their school bus after school closing. 
 
11. The use or possession of intoxicants/other controlled substances by the driver or passengers 

is prohibited. 
 
12. Smoking/use of tobacco products by drivers or passengers is prohibited. 
 
13. On regular morning or afternoon routes, no persons other than the driver, students, spare 

drivers and Secretary-Treasurer or designate shall ride the bus unless specific written 
approval has been granted by the Secretary-Treasurer or designate. 

 
14. On educational/athletic trips, only the driver and persons authorized by the Principal or 

designate may ride on the bus. 
 
 
References: Section 45, 51, 52, 60, 61, 113, 117, School Act 

Traffic Safety Act 
School Bus Operation Regulation 
Student Transportation Regulation 250/98 (amended AR 197/2000) 

 
 
 
 
Adopted: 
Amended: 
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Student Procedure 214 

FIELD TRIPS 

Background  

Field trips are authorized by the campus Principal when these studies have educational value and 
complement the school curriculum. 

Procedures 

1. In providing field trips, schools will make every effort to ensure student safety.
2. In order to ensure informed consent, parents will be provided with the following

information, in writing, prior to the date of each proposed field trip:
a. Purpose or educational goal of the field trip
b. Proposed itinerary
c. Description of proposed activities
d. Safety precautions are in place to deal with activities involving risk
e. Need for any special clothing, protective equipment, lunches or snacks
f. Emergency procedures to be followed in the event of an injury, illness or unusual

circumstances
g. Method(s) of transportation to be used;
h. Supervisory arrangements
i. The right of the parent to deny his / her child’s participation
j. The responsibility of the parent to advise the teacher-leader of any special medical

and or dietary considerations
k. Notice of activities that carry inherent risks, and about accidents and / or

unanticipated risks that could result in physical or emotional injury, paralysis or
death.

3. Parents are expected to provide their children with appropriate protection from the
elements and for the setting.
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Student Procedure 215 

UNIFORM 

 All students are expected to feel pride in being members of Almadina Language Charter Academy and 
acquiescence to our uniform requirements is of utmost importance. Uniform should be neat and sensible 
at all times and any kind of competition of fashion will not be permitted. The purpose of the uniform is to 
provide appropriate dress for all students throughout the school with good grooming environment without 
any extra expense for lower income families. Uniform items must be clean and in good repair which 
provide equality among students. All members of staff have been asked to check students for general 
neatness. Parents will be contacted if the uniform worn by the student is incomplete or inappropriate and 
students who are non-observant to required uniform will not be permitted to attend classes.  

Note: All students are to wear uniform. But once a month (usually the last Friday of the month) students 
are permitted to wear non-uniform clothes. Footwear remains the same (Black leather, non-marking 
shoes)  

1. Hair should be clean and neat and off the eyes. In case of boys, hair should be cut clear off the collar
and the ears. 
2. Neither boys nor girls are permitted dramatic hairstyles &/or hair colors.
3. Girls’ hair accessories (head bands, scrunches) are required. Head scarf are permitted to be hunter
green, black or white. 
4. Visible neck and wrist adornments are not permitted.
5. Boys are to be clean-shaven. Boys are not permitted to wear finger ring, studs and earrings.
6. Girls are asked that jewelry be confined to subtle earrings or studs: one per Ear.
7. Body piercing (other than one per Ear for girls), and tattoos are not permitted.
8. Elementary students are not permitted to wear make-up or colored nail polish. Make-up may be worn
in Middle School but must be kept to a simple minimum. 
9. Black leather shoes should be clean, tied and polished at all times.
10. All shirts are to be worn tucked in.



School Operations Procedure 301 

NEPOTISM 

Background 

Almadina Language Charter Academy (ALCA) seeks to foster an environment in which people 
are treated with respect and trust. Employment of family members may be problematic because 
such situations can create a conflict of interest, an appearance of favouritism, and increased 
potential for a hostile work environment. Because of these concerns, ALCA is sensitive to 
circumstances in which relatives of employees might be hired, transferred, or promoted to 
positions where one relative might have influence over any of the following: a relative’s 
employment, transfer, performance evaluation, salary administration, promotion, or other 
employment-related decisions.  

Procedures 

1. Senior administration, a Principal, or other person in a position to recommend, hire, evaluate,
transfer or determine placement of staff in a school, shall discuss the matter with the
Superintendent or designate, and withdraw from the decision-making process if so directed
by the Superintendent or designate.

2. If a relationship develops during the course of employment that would violate this procedure,
senior administrators will work with the individuals involved to ensure the needs of students
in the school shall continue to be met in a professional manner.

3. If a relationship exists between staff members who work together in the school, evaluation
and recommendations concerning performance and/or salary will be accomplished at the next
higher level of supervision.

4. Relationships covered by this procedure include the following: spouse, spousal equivalents,
parents, grandparents, brothers, sisters, children, grandchildren, aunts, uncles, nephews,
nieces, cousins and relatives by marriage (in-laws)

References: Sections 60, 61, 113, School Act 
Freedom of Information and Protection of Privacy Act 
Individual Rights Protection Act 
Canadian Human Rights Act 
Canadian Multiculturalism Act 

Adopted: 
Amended: 
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School Operations Procedure 302 
 

KEYS BELONGING TO STAFF MEMBERS ON LEAVE 
 

Background  
 
Staff member leaves of absence may be granted from time to time. Keys/fobs must be returned in 
a timely manner to facilitate appropriate controls on access to the school building in order to 
assist in the security of the building, equipment and personal belongings. 
 
Procedures 
 
1. Staff members who are on a leave of absence that will extend beyond 90 calendar days are to 

turn in their keys and/or fobs in accordance with the following schedule: 

1.1 Maternity leave, parental/adoption leave, vocational leave, sabbatical leave or 
professional improvement leave – on or before the last day prior to the 
commencement of the leave. 

1.2 Sick leave – on or before the 91st calendar day from the commencement of the leave. 
 
2. If fobs are not turned in at the appropriate time, they are to be de-activated by the Principal or 

office administrator. If keys are not returned the locks will need to be changed. 
 
3. The keys and/or fobs will be returned or re-activated as a part of the return to work plan. 
 
 
References: Sections 20, 60, 61, 113, School Act 
 
 
 
Adopted: 
Amended: 
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School Operations Procedure 303 
 

ACCEPTABLE USE OF THE WIDE-AREA NETWORK 
 AND THE INTERNET 

 
Background 
 
Almadina Language Charter Academy (ALCA) relies on its computer network to conduct, in 
part, its business. To ensure that its computer resources are used properly by its staff, 
independent contractors, agents, students, volunteers and any other computer users, the 
Superintendent has created this Acceptable Use of the Wide Area Network and the Internet 
procedure. 
 
More specifically, the school has implemented an electronic communications system (wide-area 
network or the “WAN”) that provides access to the Internet and allows unprecedented 
opportunities for students, staff, independent contractors, agents, volunteers, and any other 
school computer users to communicate, learn, access, and publish information. 
 
The school believes that the resources available through this network, and the skills that students 
will learn in using it, are of significant value in the learning process and their success in the 
future. As a result, the school supports the use of the WAN and the Internet to facilitate the 
smooth operation of the school and to facilitate learning and teaching through interpersonal 
communications, access to information, research, and collaboration. 
 
The rules and obligations described in this procedure apply to all users (the “Users”) unless 
exceptions are specifically set out in this procedure, of the school’s computer network, wherever 
they may be located, either upon or outside school property. Violations will be taken very 
seriously and may result in disciplinary action, including possible termination, and civil and 
criminal liability. 
 
Definitions 
 
Computer Resources

 

: refers to the entire ALCA computer network. The term specifically, 
includes, but is not limited to: host computers, file servers, application servers, communication 
servers, mail servers, fax servers, Web servers, workstations, stand-alone computers, laptops, 
software, data files and all internal and external computer and communications networks (for 
example Internet, online services, value-added networks, e-mail systems) that may be accessed 
directly or indirectly from our computer network. 

Users

 

: refers to all staff members, independent contractors, consultants, temporary workers, 
students, volunteers and other persons or entities who use ALCA computer resources. 
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Procedures 
 
1. The Computer Resources are the property of ALCA and may be used only for legitimate 

business purposes or for purposes referred to in this procedure. As a general rule, Users are 
permitted access to the Computer Resources to assist them in performance of their jobs or in 
fulfillment of their duties or tasks. 

 
2. Use of the computer system or Computer Resources is a privilege that may be revoked at any 

time. The use of the Computer Resources is not a right. Inappropriate, unauthorized and 
illegal use will result in the automatic cancellation of that privilege and the Superintendent or 
designate will take appropriate disciplinary action. 

 
3. The use of the Computer Resources shall be consistent with the mission of ALCA and 

provincial curriculum requirements, taking into account the varied instructional needs, 
learning styles, abilities, and developmental levels of students. 

 
4. Use of the Computer Resources and the network by students, staff, independent contractors, 

consultants, temporary workers, volunteers and other persons or entities who use the 
Computer Resources must be in support of educational objectives, or of the effective 
operation of ALCA. (The Superintendent or designate maintains the sole discretion to decide 
what constitutes “effective operation of ALCA) The Superintendent or designate reserves the 
right to prioritize use and access to the Computer Resources. 

 
5.  All use of the Computer Resources by any person must be in conformity with federal, 

provincial, and municipal laws, and in accordance with ALCA policies and procedures. 
 
6.  The availability of electronic information to students, staff, independent contractors, 

consultants, temporary workers, volunteers and other persons or entities who use ALCA 
computers does not imply endorsement of the content by the school, nor does the school 
guarantee the accuracy of information, through the Computer Resources, on the Internet. 

 
7. All students, staff, independent contractors, consultants, temporary workers, volunteers and 

other persons or entities who use ALCA computers shall be responsible for any unauthorized 
charges, fees, costs, damages, or injuries resulting from their use of the Computer Resources, 
or in accessing the Internet. 

 
8.  In using or accessing the Computer Resources, Users must comply with the following 

provisions: 
 

8.1 NO EXPECTATION OF PRIVACY 

No expectation of privacy. The computers and computer accounts given to Users by 
the school are to assist them in performance of their jobs. Users should not have an 
expectation of privacy in anything they create, store, send, or receive on the computer 
system. The computer system belongs to the school and may be used only for 
business purposes, subject to any exceptions in this procedure. 
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Waiver of privacy rights. Users expressly waive any right of privacy in anything they 
create, store, send, or receive on the school computers and Computer Resources or 
through the Internet or any other computer network. Users consent to allowing school 
personnel to access and review all materials Users create, store, send, or receive on 
the computer, the Computer Resources, or through the Internet or any other computer 
network. Users understand that the school may use human or automated means to 
monitor use of its Computer Resources. 

As there is no reasonable expectation of privacy in the User’s use of ALCA 
computers, Internet, e-mail, or Computer Resources, the school may monitor any and 
all aspects of its computer system, including, but not limited to, monitoring sites 
visited by Users on the Internet, monitoring chat groups and newsgroups, reviewing 
material downloaded or uploaded by Users to the Internet, and reviewing e-mail sent 
and received by Users. 

No privacy in e-mail. All Users are never to consider electronic communications to be 
either private or secure. E-mail sent to non-existent or incorrect usernames may be 
delivered to persons that the User never intended. E-mail is a record under the 
Freedom of Information and Protection of Privacy Act.  

8.2 STAFF MEMBER’S DUTY OF CARE 

Staff members are to endeavour to make each electronic communication truthful and 
accurate. They should use the same care in drafting e-mail and other electronic 
documents as they would for any other written communication. They are to keep in 
mind that anything created or stored on the computer system may be reviewed by 
others. 

8.3 PROHIBITED ACTIVITIES 

Inappropriate or unlawful material. Material that is fraudulent, harassing, 
embarrassing, sexually explicit, profane, obscene, intimidating, defamatory, or 
otherwise unlawful or inappropriate may not be sent by e-mail or other form of 
electronic communication (such as bulletin board systems, newsgroups, chat groups) 
or displayed on or stored in school computers or the Computer Resources. Users 
encountering or receiving this kind or material are to immediately report the incident 
to the Superintendent. 

8.4 PROHIBITED USES 

ALCA Computer Resources may not be used for dissemination or storage of 
commercial or personal advertisement, solicitations, promotions, destructive 
programs (that is, viruses or self-replicating code), political material or any other 
unauthorized use. 

8.5 WASTE OF COMPUTER RESOURCES 

Users may not deliberately perform acts that waste Computer Resources or unfairly 
monopolize resources to the exclusion of others. These acts include, but are not 
limited to, sending mass mailing or chain letters, spending excessive or inappropriate 
amounts of time on the Internet, playing games, engaging in online chat groups, 
printing multiple copies of documents, or otherwise creating unnecessary network 
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traffic. Because audio, video, and picture files require significant storage space, files 
of this sort may not be downloaded unless they are business-related. 

8.6 MISUSE OF SOFTWARE 

Users may not do any of the following: 

8.6.1 Copy software for use on their home computers unless proper authorization 
is given by the Superintendent or designate; 

8.6.2 Provide copies of software to any independent contractors or clients or 
students or any other third person, unless authorization is granted by the 
Superintendent or designate; 

8.6.3 Modify, revise, transform, recast, or adapt any software; 

8.6.4 Reverse-engineer, disassemble, or de-compile any software; 

However, for educational purposes, Users may, with prior written authorization from 
the Superintendent or designate install software on any of ALCA workstations or 
servers. 

Users who become aware of any misuse of software or violation of copyright law are 
to immediately report the incident to the Superintendent or designate. 

8.7 PASSWORDS 

Responsibility for passwords. Users are responsible for safeguarding their passwords 
for access to the computer system. Individual passwords are not to be printed, stored 
online, or given to others, unless the school grants exceptions in this regard. Users are 
responsible for all transactions made using their passwords. No User may access the 
computer system or computer resources with another User’s password or account, 
save the computer systems’ administrators. 

Passwords do not imply privacy. Use of passwords to gain access to the computer 
system or to encode particular files or messages does not imply that Users have an 
expectation of privacy in the material they create or receive on the computer system 
or the Computer Resources. The school has global passwords that permit it access to 
all material stored on its computer system regardless of whether that material has 
been encoded with a particular User’s password. 

8.8 SECURITY 

Accessing other User’s files. Users may not alter or copy a file belonging to another 
User without first obtaining permission from the User who made the file. Ability to 
read, alter, or copy a file of another User does not imply permission to read, alter, or 
copy that file. Users may not use the computer system to “snoop” or pry into the 
affairs of other Users by unnecessarily and inappropriately reviewing those files and 
e-mail. 

Accessing other computers and networks. A User’s ability to connect to other 
computer systems through the network or by a modem does not imply a right to 
connect to those systems or to make use of those systems unless specifically 
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authorized by the operators of those systems, except the users permitted to so by the 
Superintendent in the execution of their duties. 

8.9 VIRUSES 

Virus detection. Viruses can cause substantial damage to computer systems. Each 
User is responsible for taking reasonable precautions to ensure he or she does not 
introduce viruses into the ALCA network. To that end, all material received on disk 
or other magnetic or optical medium and all material downloaded from the Internet or 
from computers or networks that do not belong to the school are to be scanned for 
viruses and other destructive programs before being placed onto the computer system. 
Users must understand that their home computers and laptops may contain viruses. 
All disks transferred from these computers to the ALCA network is to be scanned for 
viruses. 

Accessing the Internet. To ensure security and avoid the spread of viruses, Users 
accessing the Internet through a computer attached to the school’s network must do 
so through an approved Internet firewall. Accessing the Internet directly, by modem, 
is strictly prohibited unless the computer you are using is not connected to the 
school’s network. 

8.10 ENCRYPTION SOFTWARE 

Users may not install or use encryption software on any ALCA computers without 
first obtaining written permission from their supervisors or, relative to students, from 
the Superintendent. Users may not use passwords or encryption keys that are 
unknown to the Superintendent and/or the Computer Technician. 

8.111 VIRTUAL FIELD TRIPS 

The information networks offer many opportunities for “virtual field trips” to distant 
locations. ALCA considers all connections to remote locations as field trips. The rules 
that apply to student conduct on school-related field trips apply to these virtual 
electronic field trips as well. It is important that students realize that they represent 
their school when they use the information networks and that they must be on their 
best behaviour. 

8.12 PLAGIARISM 

Plagiarism is “taking ideas or writings from another person and offering them as your 
own.” Credit must always be given to the person who created the article or the idea. 
The student who misleads readers to believe that what they are reading is the 
student’s original work is guilty of plagiarism. 

8.13 REPORTING OF INAPPROPRIATE INTERNET SITES 

Anyone who becomes aware of an inappropriate Internet site is encouraged to advise 
the Superintendent of this so that appropriate steps may be taken to block the site. 
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8.14 MISCELLANEOUS 

Compliance with applicable laws and licenses. In their use of Computer Resources, 
Users must comply with all software licenses; copyrights; and all federal, provincial, 
municipal and international laws governing intellectual property and online activities. 

Amendments and revisions. This administrative procedure may be amended or revised 
from time to time as the need arises. Users will be provided with copies of all 
amendments and revisions. 

 
9. ALCA will attempt to make every effort to ensure that this education resource is used 

responsibly by the Users. ALCA cannot, however, guarantee that unauthorized or 
inappropriate sites will not be accessed. 

 
10. Administrators, teachers, and support staff have a professional responsibility to work 

together to help students develop the intellectual skills necessary to discriminate among 
information sources, to identify information appropriate to their age and developmental 
levels, and to value and use the information to meet their education goals. 

 
11. Students and staff have the responsibility to respect and protect the rights of every other User 

in the school and on the Internet. 
 
12. Only the User authorized to access a network account will use it, subject to permission being 

granted by the Superintendent or designate. All Users must use the Computer Resources for 
its authorized purposes. 

 
13. Students and staff are expected to act in a responsible, ethical, and legal manner in 

accordance with accepted rule of network etiquette, school policies and federal, provincial, 
and municipal laws. 

 
14. The Principal (or the person to whom the Principal reports or his/her designate) shall have 

the authority to determine what is inappropriate computer or Computer Resource use by a 
User. He/she will note, in particular, that the following uses (but not just limited to the 
following uses) are prohibited: (The Principal or the person to whom the Principal reports 
may refer to procedure 16 as to other examples of inappropriate computer or Computer 
Resource use.) 

14.1 Use of the network or Computer Resources to facilitate illegal activity; 

14.2 Use of the network or Computer Resources for commercial or for profit purposes. 

14.3 Use of the network or Computer Resources for hate mail, discriminatory remarks, and 
offensive or inflammatory communication and material; 

14.4 Unauthorized or illegal installation, distribution, reproduction, or use of copyrighted 
materials. 

14.5 Use of the network or Computer Resources to access age-inappropriate sites. 

14.6 Use of inappropriate language or profanity on the network. 
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14.7 Use of the network or Computer Resources to create cyber-identities, to impersonate 
another, or the use of pseudonyms. Users must identify themselves honestly and 
accurately when participating in chat groups (if this is allowed), making posting to 
newsgroups (if this is allowed), sending e-mail, or otherwise communicating online. 

14.8 Use of the network or Computer Resources to intentionally obtain or modify files, 
passwords, and data used by other Users, or disrupt the work of others. 

14.9 Use of network facilities or Computer Resources for fraudulent copying, 
communications, or modification of materials in violation of copyright laws. 

14.10 Downloading or installing games, programs, files, or other electronic media without 
the prior authorization of school staff. 

14.11 Destruction, modification, or abuse of network hardware and software. 

14.12 Quoting or forwarding personal communications without the original author’s prior 
consent. 

 
15. System security will be protected through the use of passwords. Failure to adequately protect 

or update passwords could result in unauthorized access to personal or school files. To 
protect the integrity of the system, the following procedures shall be followed: 

15.1  Users shall not ever reveal their passwords to another individual. 

15.2 Users shall not use a computer that has been logged in under another person’s name. 

15.3 Any User identified as a security risk or having a history of problems with other 
computer systems may be denied access to the network. 

 
16. The school, acting reasonably and prudently, will protect users of the network and the 

Computer Resources, from harassment or unwanted/unsolicited communications pursuant to 
human rights legislation or other legislation. All Users who receive threatening or 
unwelcome communications shall immediately bring them to the attention of a teacher or an 
administrator. The teacher will report this information to his/her Principal. If the teacher 
and/or administrator is not sure whether this information can be shared in accordance with 
the Freedom of Information and Protection of Privacy Act, he/she is to discuss this with the 
Superintendent (FOIPP officer). 
 

17. Student Users shall not reveal personal addresses or telephone numbers to other Users, or to 
other individuals, groups, organizations, and companies on the Internet. 
 

18. The Principal has the authority to determine the appropriate level of supervision for Internet 
usage at the school in conformity of this policy. 
 

19. Early in the school year, the Principal shall inform parents of the school’s network and the 
procedures governing its use (see Administrative Procedure 140 Letter to Parents). Parents 
shall have the option of requesting that their child not be provided with privilege to access 
the Internet, the network, or the Computer Resources, while at school. 
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20. If the information to be shared by a User is a record under the Freedom of Information and 
Protection of Privacy Act, or is of a confidential nature, that information must not be shared 
through the network or the Computer Resources.   
 

21. SANCTIONS 

Sanctions are at the discretion of the school and/or senior administrators based on the 
circumstances and the gravity of the violation. 

 
 
References:  Section 12, 60, 61, 113, School Act 
 Freedom of Information and Protection of Privacy Act 
 Canadian Charter of Rights and Freedoms 
 Canadian Criminal Code 
 Copyright Act 
 A.T.A. Code of Professional Conduct 
 
 
 
 
 
 
 
Adopted: 
Amended: 
 
 

103



School Operations Procedure 304 
 

SCHOOL DAY 
 
Background  
 
The hours of school operation must meet statutory provisions and take into consideration other 
factors such as transportation requirements. 
 
The Principal, in consultation with staff and parents, must lead in the initiative to determine 
hours of school operation. 
 
The Principal is responsible for the administration of this policy. 
 
The final hours of school operation must be approved by the Superintendent.  
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School Operations Procedure 305 
 

SCHOOL YEAR AND CALENDAR 
 
Background  
 
The Superintendent and Principal are jointly responsible for the administration of this policy 
 
Procedure 
 

a. The Principal must recommend an annual school calendar of the subsequent school year 
by the first regularly scheduled meeting in March. This calendar must be approved by the 
Charter Board prior to March 31. 

b. Each school calendar will provide for the following: 
a. The minimum number of instructional hours prescribed by Alberta Education 

must be met or exceeded; 
b. The number of instructional days for teachers will not exceed 200; 
c. Three organizational days will be scheduled. In addition five (three days in 

addition to Teacher’s Convention) teacher professional development days will be 
scheduled.  

i. An organizational day will be held the first day back after each winter and 
spring break. 

d. The Superintendent shall give notice to the Minister in accordance with the 
School Act. 

e. The Principal shall provide parents and staff with a copy of the next year’s school 
calendar by May 31st

School Act Section 56 (5) 
 . 
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School Operations Procedure 306 
 

CONTROVERSIAL LEARNING RESOURCES 
 
Background  
 
Intellectual inquiry requires the provision of learning resources representing a wide range of 
interests so that students may freely explore the world of ideas. 
 
The Charter Board respects the right and responsibility of teachers to use supplementary learning 
resources and to enhance prescribed curriculum to meet the educational needs of students. 
 
Procedure 
 
In the selection of resources, the Charter Society will expect sound professional judgment and 
consultation with others, including parents and other professional colleagues where deemed 
appropriate. 
 
The content of supplementary learning resources shall be consistent with the vision, mission, and 
guiding principles of Almadina Language Charter Academy. 
 
Administrative Procedure 
 
The Charter Board shall recognize that parents may object to teacher selection of resources and, 
therefore shall authorize an appeal process through practices and procedures developed by the 
Superintendent.   
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School Operations Procedure 307 
 

COMMUNICATION AND TECHNOLOGY POLICIES 
 
Background Technology Initiative 
 
The academic performance of students and effective teaching by staff is enhanced through the 
appropriate use of technology. 
 
All students (K – 9) will have access to and use technology to enhance learning across the 
curriculum. 
 
All teachers must use technology to enhance teaching, planning, assessing and reporting. 
 
All support services must use technology to enhance planning, communication and financial 
management. 
 
Services must be available to assist school campuses implementing plans for technology. 
 
Appropriate use of Almadina Language Charter Academy Technology 
 

A. Purposeful use of school technology. 
 
Students will be given access to school technology for educational purposes that include: 
 

• Achieving the learner outcomes of the Alberta Program of Studies. 
• Participating in learning activities selected by the teacher. 
• Participating in alternate school initiatives such as electronic newsletters, virtual skill 

development and homework program. 
 
Staff will be given access to school technology for educational purposes that include: 
 

• Communication and information acquisition and management.  
• Professional development  

 
B. Guiding Principles 
 
Appropriate use 
 
School technology is intended solely for educational and school purposes. School technology 
cannot be used for purposes that are illegal, unethical, or immoral. 
 
Privacy and Personal Safety 
 
Activities involving school technology will, as much as possible, protect the privacy of personal 
information of all users and the personal safety of students.  
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Security of Systems and Information 
 
Individuals using school technology must not compromise the security and integrity of data and 
information stored on school computer systems. 
 
Efficiency 
 
School technology must function efficiently for all users.  
 
C. Guidelines for appropriate use 
 
Students and staff must adhere to appropriate use guidelines. 
  
Students who deliberately use school technology inappropriately will be subject to consequences 
listed in the Student Behavior and Conduct Policies. 
 
Staff who deliberately uses school technology inappropriately will be subject to disciplinary or 
legal action. 
  
Other users who deliberately use school technology inappropriately will lose the privilege of 
using school technology. 
 
 
The Board shall: 

1. Maintain accounting records that properly record the results of operations. 
2. Produce financial reports on a timely basis. 
3. Provide relevant and reliable information for use in planning and coordinating 

financial activities. 
4. Achieve consistency in, and comparability between, financial reports used for 

planning and monitoring activities. 
5. Safeguard resources entrusted to it through comprehensive recording and reporting 

policies. 
6. Be accountable to its stakeholders. 
7. Comply with the requirements of the Minister of Education. 

 
Procedures 

a. The Secretary Treasurer will present monthly year-to-date statements to the Board.   
b. The Board Treasurer will review the previous month’s bank reconciliation in detail. 
c. The Board Secretary will review a random selection of payroll transactions every 

month. 
d. The Secretary Treasurer will oversee an up-to-date equipment inventory. 
e. Financial reports to the Minister will be brought to the Board for approval during the 

month prior to the deadline.  
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School Operations Procedure 308 
 

PROGRAM EVALUATION 
 
Background  
School programs will be periodically evaluated to ensure that program objectives are pursued 
and achieved in an effective and efficient manner. The principal is responsible for monitoring 
and evaluating the quality of programs within the school. 
 
Procedure 
 
The major purposes for program evaluation are to: 
 
1.1 Ensure that program objectives and delivery are consistent with student needs. 
1.2 Identify program strengths as well as areas requiring improvement,  
1.3 Ensure deletion, modification or continuation of program components as required by 

Alberta Education. 
 
Criteria used to evaluate program effectiveness include: 
 
2.1 Appropriateness and availability of resources to support program delivery, 
2.2 Suitability and variety of learning activities in which students are engaged, 
2.3 Degree of integration with other programs, 
2.4 Quality of long-range, unit and daily plans 
2.5 Articulation between and amongst grades 
2.6 Provisions made to accommodate individual student needs, 
2.7 Suitability of student evaluation procedures, 
2.8 Quality of in-service and professional development programs offered in support of 

program development and implementation,  
2.9 Results achieved by students. 
 
Program evaluations may be conducted at the school by school level staff or as part of an overall 
school evaluation. 
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School Operations Procedure 309 
 

RELIGION AT THE CHARTER SCHOOL 
 
Almadina Language Charter Academy must not be affiliated with any religious faith or 
denomination. Further, Almadina Charter School shall restrict purposes of the operation of this 
Charter as approved by the Minister. 
 

1. The Almadina Language Charter Academy accepts the principle that a valid objective 
in the education of children is understanding and appreciation of the spiritual, 
cultural, religious and social history of mankind. Since the Almadina Language 
Charter Academy accepts children of all faiths and creeds it must show tolerance and 
respect for differences arising from differences in a diversity of shared values, while 
encouraging inquiry and discussion in the continuation search for truth, which is the 
hallmark of a growing, rational being. 

2. In the implementation of this policy, teachers must avoid any activities, which may be 
construed as compulsory acts of worship or the propagation of dogma. The child’s 
religious development is the responsibility of the parent. 

3. All school employees shall be selected solely based on their qualifications and 
professional standing. 

4. To assist the individual to develop a sound basis for making moral decisions, with an 
intelligent awareness of the effect of such decisions on himself and on others, and 
with full knowledge of the expectations of society. The Citizen: Values / Virtues 
initiatives are a way to build sound social values with the diversity in shared values 
celebrated with Preamble and the School Act. 

5. To assist the individual to develop a knowledge and understanding of the influence of 
different religions in such areas as politics, economics, history, art, literature, music 
festivals, etc., and to develop a knowledge and understanding of ethical standards, 
their derivation and application. 

6. To assist the individual to develop a tolerance and respect for the religious beliefs of 
others within the context of diversity in Canadian cultural or personal cultural 
traditions. 

7. With the prior approval of the Principal, teachers are encouraged to involve students 
in the objective discussion of religious, moral and spiritual topics whenever such 
topics become relevant in the curriculum. 

8. Where religion is an aspect of existing units in Alberta Program of Studies, this 
aspect shall be given adequate treatment. 

9. Where learning in any subject area could be made more meaningful through the 
addition of a treatment of some cultural facts of religion, teachers should develop new 
objective learning experiences to provide pupils with a greater understanding of the 
social and cultural impact on one’s identity and values. 

10. Open discussion on moral and ethical questions by teachers and pupils is encouraged, 
in an objective way, in both formal and informal learning situations as long as these 
are directly prescribed by Alberta Curriculum. 
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11. Teachers may not discuss their own religious beliefs as such, when questioned by 

pupils or where relevant in the curriculum.  
12. Religious activities that constitute acts of worship and or the propagation of dogma 

are not a function of the school. Such activities are not consistent with the Almadina 
School Society policy of tolerance and respect for differences in faith and the 
celebration of our diverse and shared values. 
 

A. Religious Instruction 
  

There shall be no religious instruction provided for pupils at any level at any time.  
 

B. Opening Exercises 
 

Opening exercises may include a song, a reading, a short discussion period or a 
thought for the day, which may be selected by the principal from a variety of 
sources. 
 
B1. Opening exercises shall not be treated as acts of worship. 
B2. Frequent reading of any particular selection of religious literature, 
including the commonly used prayer of any religion is construed as indoctrination 
and must be avoided at Almadina Language Charter Academy. 
 

C. Staff Members Taking Time Off from School for Religious Purposes. 
 

Staff members taking time out of the regular school day to attend activities 
associated with their particular religious faith is expected to put in the same full-
time equivalent hours of work that week as the other school employees. Time off 
must be approved by the Superintendent and may be given without pay or as a 
day of personal leave. 

Procedure 
 

1. Staff members may teach about various religions as outlined in the prescribed Alberta 
curriculum, using the guidelines outlined above. Staff members must inform and 
receive the principal’s approval prior to taking any action. 

2. Various religious observances may be held in the school under these conditions: 
a. Such activities are not held during class or instructional time, and are approved by 

the Superintendent and Principal. 
b. Student or staff attendance is not mandatory. 

 
3. Activities such as the following may be held providing each complies with Procedure 

2: 
a. The Lord’s Prayer for Christian adherents. 
b. Friday noon / lunch hour prayer for Islamic adherents. 
c. Any other personal religious observance approved by parents of faith. 

111



School Operations Procedure 311 
 

HOMEWORK 
 
Background  
 
Parents and school are to cooperate in the implementation of the Homework Policy as per 
Charter commitment since this offers students an invaluable tool for practicing or reinforcing 
their academic skills. 
 
Procedure 
 
Children will have homework from Monday to Thursday each week as per Charter agreement. 
 
The homework assignments are meant for our students to gain extra opportunities to demonstrate 
newly acquired skills or to reinforce existing skills. 
 
The amount of work assigned must be controlled by the homework teacher so that a realistic 
amount of work is given each evening. 
 
The parent has an obligation to supervise the student as well as initial the completed assignment. 
Parents are encouraged to make comments and request clarifications.  
 
Suggested standards are subject to daily, seasonal or school planning priorities of the classroom:  
 
Kindergarten: 15 minutes   Division 1 (1 – 3) 30 – 45 minutes 
Division 2 (4 – 6) – 60 minutes  Division 3 (7 – 9) 60 – 90 minutes 
 
Teachers may want to assign students work for the weekend in order to ensure that they are 
prepared for tests, special project assignments or academic deadlines defined by the teacher. 
 
 



School Operations Procedure 310 
 

SCHOOL COUNCIL 
 

Background 
 
The Board of Almadina Language Charter Academy (ALCA) encourages and promotes parent 
and community participation in making informed decisions to ensure the best possible education 
for the children in the school. The Board believes that parents who are informed and committed 
to their child’s education can and do make a difference in the quality of learning - both at home 
and at school. 
 
School Councils provide valuable advisory assistance to the Principal, the Superintendent and 
the Board. 
 
The Board, therefore, supports the establishment of a School Council. 
 
Procedures 
 
1. The School Council shall be formed and operate following the policies and procedures set 

out by the Board. 
 
2. The Principal is responsible for the management and operations of the school, as assigned by 

the School Act, Board policy and administrative procedures. His/her action(s) are to be in 
compliance with legislative statutes, Board policies and administrative procedures. 

 
3. As a prerequisite all school council members shall receive school council training prior to 

appointment to the school council by the School Council Association. 
 
4. Purpose(s) of the School Council shall consist of some or all of the following: 

4.1 To offer suggestions to the Principal and the Board about any matter relating to 
school operations;     

4.2 To encourage greater parent participation in the education of their children; 
4.3  To promote parent understanding of the education system and the teaching/learning 

process; 
4.4  To provide parents an organization through which they can express support for 

education; 
4.5  To enhance communication between home and school;  
4.6 To receive reports from the Principal regarding the school program, general rules and 

organization of the school at monthly meetings 
4.7 To deliver annually to the Superintendent; 
 4.7.1       at the beginning of each school year the school council will present a plan to 

the principal of the school for approval from the superintendent and the Board of 
Education  
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4.7.2 at the end of the school year a written report of the School Council’s 
activities for the past year will be submitted to the principal of the school for 
approval from the superintendent and the Board of Education  

 
4.7.3 minutes of each meeting of the School Council meeting should be submitted 

to the web site within 7 days in short form until approved by the council 
4.8 To perform any additional duty or function which may be delegated to it, through the 

Principal 
 
 
 

5. The School Council shall follow the appropriate protocols for channels of communication 
going first to the Principal. 

 
6. The School Council in conjunction with the principal may make rules with respect to the 

operation of the council  A copy of these rules is to be approved by the Board and then filed 
with the Superintendent. 

 
7. No officers or other members of the School Council shall receive any remuneration for 

acting as a member of the School Council. 
 
8. The financial records of the School Council shall be open to audit by the Secretary-

Treasurer. (Funds shall not be raised through loans from banks, financial institutions or other 
security requirements.) The School Council Chair shall prepare and provide to the 
Superintendent annually a written report of its financial statement within 60 days of their 
fiscal year end relating to money handled. 

 
9.  No School Council shall incorporate under the Societies Act or the Companies Act. 
 
10. The School Council shall not be charged a fee for the use of schools or school facilities for 

holding its meetings. 
 
11. School Councils shall be established in accordance with Alberta Regulation 113/2007. 

 
12. Appeal Procedure  

 
Where the School Council and/or Principal disagree relative to policies proposed or adopted 
for a school, the following appeal procedure shall apply. 
11.1 A copy of the complaint shall be forwarded to the Superintendent, in writing, giving 
full particulars. 
11.2 A second copy shall be given to the other party (School Council or Principal). 
11.3 Complaints filed on behalf of the School Council shall only be accepted if they 
represent the views of the School Council voted on at a regular meeting of the Council at 
which a quorum is present. 
11.4 The Superintendent will adjudicate the complaint as (s)he sees fit, within fourteen 
calendar days of receiving it, and advise both parties of his/her decision, in writing. 
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References:  Section 20, 22, 60, 61, School Act 
 School Councils Regulation 113/2007 
 School Councils Resources Manual (1995) 
 School Councils Handbook (1999) 
 
 
Adopted: 
Amended: 
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Central Office procedure 401 
 

INVESTIGATORS OR ADMINISTRATIVE INQUIRIES 
 
Background  
 
All Almadina Language Charter Academy administration are to cooperate with and provide all 
information and documents requested by the Minister in a timely fashion. 
 
Procedures: 
 

1. Under the direction of the Superintendent, Almadina Language Charter Academy 
staff are to implement any direction from the Minister or Alberta government 
representative. 

2. If the Minister chooses to appoint an official to conduct the affairs of the Board, the 
Superintendent is to ensure a smooth and orderly transfer. 
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Central Office procedure 402 
 

BEING HEARD 
Background  
 

Students, parents, staff and members of the Charter Board will be encouraged to share their  
points of view on a variety of topics. 
 

Procedures 
1. When making suggestions or raising concerns: 

a) If you are displeased by something that someone has done or said, speak directly to 
that person first. Be specific and seek resolution. 

b) Try to come to an agreeable outcome. 
c) If you cannot agree, take your concern to the person’s supervisor. 

 
2. Who do you talk to: 

Use the table below to find out who you should address your issues to, if you are not 
satisfied with the response you may go to the next person listed. 
 

AREA PERSON(S) TO WHOM YOU SHOULD SPEAK 
or WRITE 

Teacher Issues: 
- Concerns or questions regarding your child 
- General questions 
- Problems with another student 
- Field trips and activities 
- Teacher’s performance 

1. Teacher 
2. Principal 

Principal Issues: 
- General discipline 
- General questions about the school 
- Principal’s performance 

1. Principal 
2. Superintendent 

Administrative Issues: 
- Questions regarding the building, playground and 

facilities 
- Use of facilities 
- Collection of school fees 
- Equipment and supplies 

1.  Office Manager 
2. Principal 

Bussing Issues: 
- Student discipline 

1. Principal 

Bussing Issues: 
- Routes and schedules 
- driver behavior 

1. Director of Transportation 
2. Secretary Treasurer 

Superintendent Issues: 
- Superintendent performance 

1. Superintendent 
2. Board Chair 

School Council Issues: 
- Specific school council conduct and responsibilities 
- Fundraising, homeroom parents, volunteering and 

community services 

1. School Council Chair 
2. Principal 

Board Issues: 
- Compliance with policy and by laws 
- Board governance 
- Confidential matters 

1.  Board Chairperson 
2. Superintendent 
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If you wish to have something brought before the Board of Directors, presentations can be 
readily and efficiently handled by written submissions to the Superintendent. 
 
The Superintendent will place each item on the next Board agenda. 

a. The written submission will be forwarded in the agenda outline to the Board 
Members five (5) working days before the Board meeting. 

b. The spokesperson will be notified in writing that the item has been placed on the 
agenda. 

 
In emergent situations where the above procedure cannot be followed, the Superintendent will 
justify the emergency, and then prioritize to be heard at the next board meeting, or a special 
meeting if required. 

   
 

117



Central Office procedure 403 
 

SCHOOL COUNCIL POLICY 
 
Background  
 
A School Council will be established in each Almadina Language Charter Academy campus and 
will operate in accordance with the Alberta School Act and the Alberta School Council Resource 
Manual. 
  
The School Council will have power to recommend policies and general program priorities to the 
Principal and to the Almadina School Society Board. 
 
Procedures 
 

1. The function of School Councils will include: 
a. Supporting school activities. 
b. Advising the Principal and the Board, with respect to matters related to the 

school.  
c. Providing liaison between the school and the community. 
d. Consulting with the Principal to ensure that students in the school have the 

opportunity to meet the standards of education set by the Minister of Education. 
e. Consulting with the Principal to ensure that the fiscal management of the school is 

in accordance with the requirements of the Superintendent, the Board, the 
Minister or provincial regulations. 

f. Performing any function or duty delegated by the board. 
 

2. The School Council will be in place for one school year. 
3. A School Council will consist of a minimum of seven (7) members. 
4. School Council members will include: 

a. The Principal 
b. One teacher from the school elected by its teachers; 
c. Five parents or guardians  
d. Member of the community who does not have a child in the school. 

5. An executive of the School Council will be elected from the membership in 
September. All elections to fill vacancies will be presided over by the Principals. The 
School Council Executive will be made up of the Principals, 3 parents (President, 
Vice-President, and Secretary-Treasurer), community representative, and staff 
member. The Principal or elected secretary will maintain accurate minutes of School 
Council meetings. 

6. If the President of the Executive is absent, the Vice-President will chair the meeting. 
7. A quorum of the School Council will be at least 7 members. Once an agenda is 

approved, no new items may be added. Every member at the meeting is to help set the 
agenda for the next meeting. 
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8. The Charter Board will hear and accept, amend or reject the Council 
recommendations. If the motion is rejected, the Council must be given reasons. The 
decision of the Board will be put on the agenda of the next School Council meeting. 

 
 

9. A School Council will submit an Annual Report of School Council activities, and 
financial statement, to the Superintendent by June 30th

10. A School Council may recommend school policies and procedures that may improve 
the school’s operation and or student achievement. 

 following the school year. The 
Superintendent will make it available to the Board. 

11. School policy recommendations passed by the School Council are to be submitted in 
writing to the School Principal and the Superintendent. The Superintendent will pass 
these on to the board. 

12. A majority of the Council is deemed to make recommendations when 60% or more of 
the Council votes in favor. All voting is by a show of hands unless a secret ballot is 
requested. 

13. Each School Council will develop a constitution that governs its conduct. 
14. Each School Council will have, within its constitution a conflict resolution process. 
15. The constitution may contain 

a. The purpose or mission statement of the School Council. 
b. Operating procedures 
c. Number of officers and election process. 
d. Duties of the officers 
e. Functions of the School Council 
f. Location and conduct of the meetings. 
g. Membership and numbers for a quorum. 

16. Procedures for amending the constitution 
17. Each School council will establish methods of keeping financial records and passing 

meeting minutes on to the Boards Executive Secretary. 
18. The annual financial statement will be provided to members of the School Council 

and will be available to the public by December of each year. 
19. There is no remuneration for acting as a member of the School Council. 
20. When a quorum is not available for 2 consecutive meetings of the School Council, the 

Board may suspend the operation of the School Council until the following year.       
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Central Office procedure 404 
 

PROTECTION FROM LIABILITY 
 
Background  
 
The Board protects from personal liability any Director, employee of the Board and School 
council members from any loss or damages caused, done or omitted as provided in the School 
Act. 
 
Procedures 
 
1. The Superintendent is to ensure that the intent and spirit of the School Act is applied to all 

who have acted in good faith or purport to act under the School Act and regulations. 
 
2. The Superintendent must advise Almadina stakeholders that they may be liable “if the cause 

of action is defamation”. 
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Central Office procedure 405 
 

ACCOUNTABILITY OF THE SUPERINTENDENT 
 
Background  
 
Board Monitoring Method: Information Requests & Monthly Reports 
 
The Almadina Charter School Superintendent is the Board’s link to the daily operational 
achievement and conduct of staff. Authority and accountability of staff is considered the 
authority and accountability of the Superintendent. 
 
The Superintendent is to direct an administrative team at each campus and at central office to 
implement policies, Ministerial and directives Charter School and provincial goals. 
 
Accordingly: 
 

1. The board will not give instructions to a person who reports directly or indirectly to the 
Superintendent. 

2. The Board will refrain from evaluating staff, either formally or informally. In matters of 
contracts for services or teacher contract implementation, the Board will speak through 
its Superintendent. 

3. The Superintendent and Treasurer will review all contracts negotiated to ensure that there 
are no infractions of existing policies, regulations or financial limitations within the 
current funding framework. 
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Central Office procedure 406 
 

ADMINISTRATIVE ORGANIZATION 
 
Background  
 
The Superintendent is the Chief executive officer of the Board and will supervise the operation 
of the schools and provision of the education program. In cooperation with the Superintendent, 
are the Executive Secretary for the Board, Administrative-Treasurer, Principal and Vice-
Principal. 
 
Procedures 
 

1. The Superintendent and the Principal will work together in the administration of 
Almadina Language Charter Academy. They will: 
a. Co-ordinate various school wide activities. 
b. Consider various ramifications related to new policies raised for consideration by 

all stakeholders. 
c. Consider the adequacy and effectiveness of the school programs and ways of best 

meeting the needs, interests, and abilities of students. 
d. Consider ways of meeting special problems facing the school 
e. Serve as a channel of communication to all stakeholders.   
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Central Office procedure 407 
 

POLICY DEVELOPMENT 
 
Background  
 
Policies create the framework within which the organization operates. The Board understands 
that its key responsibility is the development of policies which provide direction for the 
operation of the charter school. Further, the Board believes that those affected by policies should 
be provided the opportunity to provide input to policy proposals through various channels of 
communication. 
 
Procedures 
 

1. The Superintendent is responsible for the development of appropriate Educational 
Programs, Practices and Procedures which are guided by Board policy.     

2. All polices will be reviewed on a two-year cycle basis. 
3. The Board may, after consulting with those affected by the policy(ies), authorize a 

review of existing policy. 
4. The Board may, after consulting with those affected by the policy(ies), authorize the 

drafting of amendments to existing policy. 
5. The Board may, after consulting with those affected by the policy(ies), authorize the 

drafting of new policy. 
6. Stakeholders may, at any time, request in writing through the Superintendent or 

Board Chair that the Board gives consideration to the amendment of new or exciting 
policy. 
a. The School Council may assist in developing policy with the assistance of the 

Principal who will then forwarded them to the Superintendent. 
b. Staff will give input on policies through the Principal to the Superintendent. 

7. The Board may, at any time, suspend a policy until required information is received. 
8. A draft policy will be presented for information, preliminary discussion and first 

reading at a duly convened Board meeting. 
a. After a draft policy has received first reading it will be sent out for posting so that 

all affected staff, individuals or groups may have input and reaction.   
b. When the updated draft is formulated, the Superintendent will present it to the 

Board for second and final reading. 
9. If a policy does not exist that reflects the latest changes to the School Act, Charter 

provisions of the Minister, new Alberta Education guidelines, all lawful statutes, 
regulations and agreements will be honored and policies amended or drafted 
accordingly. 
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Central Office Procedure 408 
 

MEETINGS AND AGENDA PREP 
 
Background  
 
Procedures 
 

1. The Executive Secretary in consultation with the Superintendent and Board 
Chairman, will prepare the agenda. 

2.  Agendas will include sufficient information so that the Board is able to make 
decisions consistent with established policies. 

3. The Agenda of each meeting will be sent out of the school office on the Wednesday 
preceding the meeting. Items to be included on the agenda must be given to the 
Executive Secretary the Tuesday preceding the meeting. 

4. All items to be considered at a meeting will be on the Agenda, therefore, only items 
requiring immediate action will be added to the agenda with the approval of the 
Board. 

5. Meetings will follow Roberts Rules of Order. Should procedural questions arise, 
Roberts’ Rules of Order will prevail. 

6. The Chair will ask for Agenda amendments, deletions or changes at the start of each 
meeting. 

7. Each Director is responsible to do any background work to address issues on the 
Agenda.  
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Central Office procedure 409 
 

MINUTES AND RECORDS 
 
Background  

The Board will maintain accurate records of all proceedings. 
 
Procedures 
 

1. The following records and documents will be kept on file in the Superintendent’s 
office and be made available to the public upon request: 
a. Approved minutes, of all regular Board Meetings. 
b. Records of the proceedings of all Board committee meetings. 
c. The annual budget approved by the Board. 
d. All legal agreements entered into by the Board (exclusive of student or employee 

records or contract). 
e. Audited financial statements for previous year’s operations. 
f. The agenda of any Board meetings. 

 
2. An appropriate per page photocopying charge will be levied to any elector requesting 

copies of the above noted documents. 
3. The Executive Secretary to the Board is responsible for the maintenance of minutes 

and records. 
4. A numbered copy of the minute book and other documents will be kept with the 

Executive Secretary. 
5. The Superintendent is responsible for establishing and implementing procedures to 

respond to requests from electors for public documents and records. 
6. All approved Board Minutes and Records will be available for viewing only by the 

public during office hours at the Superintendent’s office. 
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Central Office procedure 410 
 

BOARD COMMITTEES 
 
Background  
 
The Board believes that its duties can best be carried out if its members are given an opportunity 
to meet in committees supplemental to Board meetings. 
 
Procedures 
 

1. All committee’s function under Board approved regulations. 
2. The Chair of the Board (or in his absence, the Vice-Chair) must be an ex-officio 

member of every committee of the Board. 
3. Committees must provide such recommendations to the Board as they deem 

advisable. 
4. Membership to the various advisory committees must be named by the Charter 

Board, through election at the annual organizational meeting. 
5. Whenever deemed necessary, the Charter Board will appoint an advisory 

committee(s) on areas of Governance and policies.  
6. Proceedings of the committee meetings will be recorded and minutes distributed to all 

Board of Directors, the Superintendent and Executive Secretary. 
7. A Board Committee may only recommend a policy or decision but may not 

implement any policies or commitments. 
 
Transportation Terms of Reference 
 

a. Review procedures for transportation services for students 
b. Review transportation fees and cost 

  
Facilities Committee Terms of Reference 

a. Review long range facility needs 
b. Review major capital modernization or new facility projects 
c. Review capital budget proposals regarding facilities 
d. Review  building needs  
e. Represent the Charter board on matters relating to facilities with Alberta 

Education 
f. Provide assistance to the Chairperson with the negotiation of lease agreements, 

amendments or renewals. 
 
Finance Committee Terms of Reference 
 

a. Review investment policy and banking practices as required 
b. Review capital project funding 
c. Review Audited financial Statements and auditor’s recommendations 
d. Review Annual Budget 
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Central Office Procedure 411 
 

PROTOCOLS AT BOARD MEETINGS 
 

Protocols of Almadina Language Charter Academy Board Members 
 
a) When a Member wishes to speak at a board Meeting he will obtain the approval of the 

Chair before doing so. 
b) When a Member is speaking, every other Member and those in attendance will: 

a. Not interrupt the speaker,   
b. Not carry on any private conversation. 
c. Chairman will direct a person to translate for items not understood by a member 

who requests clarification by a “Point of Information” request. 
d. A member who does not understand what is said may ask the Chair for “A Point 

of Information” 
 

c) When a Member is speaking he will: 
a. Not use offensive words in referring to any member, or to any staff, government 

official or member of the public, 
b. Not reflect on any vote of the Board except when moving to rescind it, and will 

not reflect on the motives of the Members who voted on a motion, or the mover of 
the motion, 

c. Not shout or immoderately raise their voice or use profane, vulgar or offensive 
language, and  

d. Assume total personal responsibility for the accuracy of any public statement 
made and, upon request of the Board, will give the source of the information 
when member alleges a matter that may need further investigation. 

 
Protocols for Members of the Public 
 
The members of the public during a Board meeting will: 
 

a) not address the Board without permission of the Chair 
b) maintain order and quiet, and  
c) not interrupt any speech or action of the Board or any other person addressing the 

Board. 
d) Sit at designated places reserved for the public 
e) Vacate the room when ordered by the Chair or Almadina officials. 

 
Protocols During Meeting 
 
“Point of Information” 
 
A point of information is a request or a statement directed to the Chair, or through the Chair to 
another Member, or to the administration, for or about information relevant to the business at 
hand. When a point of information is raised, the Chair will answer the question or direct the 
question to the appropriate Member or Administrator. 
 
Board members requiring translation in their Heritage language should call for “a Point of 
Information. Mr. Chairman”. 

127



 
“Point of Order” 
 
A point of order is the raising of a question by a Member with the view of calling attention to 
any departure from the Board Procedures. 
 

a) When the Chair is called upon to decide a point of order the point will be stated 
without unnecessary comment, and the Chair will state the rule or authority 
applicable in the case. 

b) When a point of order is raised, or when a Member is called to order by the Chair, the 
Member speaking will immediately be silent and will remain silent until the Chair 
decides the point raised. 

c) The Member raising a point of order may be granted permission to explain. 
 
Ruling of the Chair 
 

a) When the Chair is of the opinion that any motion is contrary to the rules of the Board, 
he will advise the Member immediately, quoting policy, the rule or authority 
applicable. 

b) The decision of the Chair will be final unless a challenge is made. 
c) A challenge of the ruling of the Chair will be decided by a majority of the Board 

Members present. When the ruling of the Chair is challenged, he will have the right to 
state the reasons for the decision given, and will then call the question, without 
further debate. 
 

Calling a Member to Order 
 

a) When the Chair calls a Member to order, the Member will cease to speak. 
b) The Chair will provide the opportunity for the Member to explain their position in 

making the remark for which he was called to order. 
c) In the event that a Member refuses to remain quiet when called to order, the Chair 

will request the Vice-Chair or any Member to move a motion to remove the unruly 
Member, either: 
a. For the balance of the meeting, or 
b. Until a time stated in the motion. 
c. Or the member makes an apology acceptable to the Board for his unruly behavior. 

 
d) When a member is “Called to Order”, this will be noted by the Board’s Executive 

Secretary since it may lead to legal actions if order & good governance is not 
maintained during the meeting.     
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Central Office Procedure 412 
 

CELL PHONE USE 
 
Board members, the public or any in attendance at a meeting of the Board must turn off cellular 
phones. Written and electronic texts will not be passed between directors or the general public in 
attendance.  
 
Procedures: 
 

a) The Chair will ask that all cellular phones be turned off. 
b) No Board member may use a cellular phone during a convened meeting. 
c) When a Board member or general public wishes to pass a written text from one group 

to another, this must be requested by the board member and approved by the Chair. 
The Executive Secretary must place this documentation in Board minutes. 

d) If a member of the general public wishes to present a document, said member must be 
placed on another board meeting Agenda and the document put on the public record. 

e) All documents or petitions submitted by Board members or the general public must 
be submitted at least five working days prior to the Agenda notice submitted to 
Directors, except for time sensitive emergencies as approved by the Superintendent. 
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Central Office Procedure 413 
 
DIRECTOR’S RENUMERATION AND REIMBURSEMENT OF 

EXPENSES FOR ATTENDENCE AT MEETINGS AND 
CONGFERENCES 

 
Background  
 
The Board believes that there is a need for continuing in-service education and training for its 
members. The Board strongly encourages the participation of all members at appropriate 
conferences, workshops, conventions and courses. 
  
Directorship carries with it a liability and accountability to both the Minister of Education and 
the Society members. 
 
Procedures 
 

1. For time spent attending at Charter board director business, Directors will receive 
honoraria based on the following table and terms: 
a. A meeting 5 hours and 59 seconds or less $75.00 
b. A meeting 6 hours or more $150.00 
c. Maximum payout per calendar year is set at $2500 

 
2. Directors will receive honorarium for attendance at the following Charter Board 

directed activities: 
a. Regular and special meetings of the Charter Board. 
b. Committee meetings of the Charter Board.  

i. Each committee chair must report dates and attendance of meeting along 
with the minutes of the meeting to the Executive Secretary via email 
within 2 days after the meeting. 

c. Workshops, conventions and retreats that focus on Board Governance Procedures. 
d. School Council meetings. 

i. Each director attending a School Council meeting is responsible for 
reporting dates of meetings to the Executive Secretary via email. 

 
Administrative Procedures  
 

1. Payment of honorarium will be made in December and at the school financial year end to 
all directors. 

2. For the purpose of the Income Tax Act, honorariums paid to Directors will be included in 
the computation of Director’s taxable income. 
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Central Office Procedure 414 
 

LANDLORD / TENANT RELATIONSHIP 
 
Background  
 
Almadina School Society acknowledges its legal responsibilities under the terms of any lease of 
school facilities or equipment. 
 
Procedures 
 
1. Facility leases must be approved by the Board at a duly convened meeting. 
2. All facility leases are to be submitted for review by Alberta Infrastructure before 

approval by the board. 
3. Responsibilities for negotiations and communications with the landlord may be delegated 

to either the Superintendent or Secretary-Treasurer. 
4. The Secretary-Treasurer and the Superintendent share responsibility for the 

administration of this policy. 
5. In consultation with the Board, the Chairperson is authorized to and responsible for: 

a) Reviewing the terms of any lease agreement with a landlord; and 
b) Secretary-Treasurer shall be involved with negotiating any amendments or 

renewals. 
c) The Board may delegate this authority by motion. 

6. The Principal is authorized to and responsible for communications with the landlord 
respecting any operational issues that may arise pursuant to the terms of the lease.  

7. The Principal may delegate this authority to another individual, likely the School 
secretary or custodian, in cases of emergency. 
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Central Office Procedure 415 
 

JOINT PROPERTY AGREEMENT 
 
Background  
 

The Board must have prior Ministerial approval before it enters into any agreement for 
joint construction, management or use of a school building or a building to be used by 
Almadina students. 

 
 Procedures: 
 

1. The Superintendent shall present to the Minister and Alberta authorities any 
proposed joint construction, use of school buildings proposals. 

2. Only if the Ministry gives prior approval to a joint property and use proposal shall 
it be put on the Board agenda for approval. 
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Central Office Procedure 416 
 

FACILITIES 
 
Background  
 
The Board recognizes that it has a responsibility to provide students with a safe, healthy, secure, 
clean and comfortable learning environment which:  

1. Meets statutory requirements relating to health and safety; 
2. Maintains the quality of existing space at an adequate educational level; and 
3. Meets the short-term and long-term accommodation needs of Almadina School. 

 
Procedures: 
 

a. The Charter Board will continue to lobby for capital funding from Alberta Education. 
b. The Superintendent will conduct an annual inspection as to the health and safety of the 

school facility with the assistance of appropriate personnel or community agencies. 
Additional inspections shall be undertaken as warranted. Superintendent will provide the 
Charter Board with a report on every inspection. 

c. The Board will establish a committee to provide interim approval of emergency repairs, 
plan for upgrades, prioritize renovations and anticipate facility needs. 
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Central Office Procedure 417 
BOARD PURCHASES 

 
Background  
 

Board purchases or acquisition of property shall be to meet administrative and 
educational purposes. 

 
Procedures 
 

1. Board members and central office staff shall be reimbursed for purchases made to 
acquire goods or services related to Board or educationally approved activities. 

2. Expenses for real and personal property that may be a gift to a departing staff 
member shall be reimbursed. 

3. Any gift, lease or purchase must be reported to the Treasurer and brought to the 
attention of the Board. 
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Central Office Procedure 418 
 

AUTHORIZED SIGNATURES 
 
Background  
 
The Board shall provide payment for those agreements into which it or its delegated officer 
enters. The Board shall fulfill all its obligations for those agreements legally and properly 
entered into on its behalf. 
 
Procedures 
 
1. The Secretary Treasurer, are authorized for and in the name of Almadina Language 

Charter Academy to draw, endorse, accept, sign and make all or any bills of exchange, 
cheques and orders for the payment of money: 
a) The signature of the Secretary-Treasurer will be required for the payment of any 

funds. 
b) In addition the signature of one of two members is required before a cheque may 

be issued. 
c) The Secretary Treasurer may pay an approved list of vendors by EFT.  A monthly 

report of EFT transactions posted will be attached to the bank reconciliation for 
review. 

 
2. The Charter Board requires and authorizes the Secretary-Treasurer, the Board Treasurer 

and the Board Vice Chairman as signing authorities for any bank accounts in the name of 
Almadina Language Charter Academy.  
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Central Office Procedure 419 
 

RECEIPT OF REVENUE 
 
Background  
 
All Revenue received by the Society will be deposited intact to the general bank account and 
properly recorded in the accounting system. 
 
Procedures 
 

a. Alberta Education makes monthly deposits by EFT to the general bank.  These deposits 
are distributed to the accounts based on budget allocation and funded student counts.  The 
accounting trial balance is reconciled to the Alberta Education Funding Statement each 
month. 

 
b. Transportation fees paid by parents are recorded through the student database at each 

school and receipts given to the parent.  The Secretary Treasurer makes the bank deposits 
and reconciles the school database information to the fees posted in the accounting 
system.  
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Central Office Procedure 420 
 

APPLICATION OF FUNDS 
 
Background  
 

The Secretary-Treasurer shall recommend to the Board options for the application of 
funds as set out in the School Act. 
 

Procedures 
 

1. The Secretary-Treasurer shall advise the Board, in writing, on the allocation of 
funds. 

2. Any funds that are allocated must conform to regulations set out by the Minister. 
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Central Office Procedure 421 
 

BORROWING 
 
Background  
 

The Board may not borrow funds for any reason without the prior written approval of the 
Minister. 

 
Procedures 
 

1. The Superintendent and Treasurer must present to the Board regulations made by 
the Minister respecting borrowing. 

2. The Superintendent must send a Board approved letter to the Minister for a 
proposed request to borrow under the School Act.  
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Central Office Procedure 422 
 

WRIT OF ENFORCEMENT 
 
Background  
 

The Board must honor any judgment against or order for payment of money that is 
enforced by a write of enforcement. 

 
Guideline 
 

1. The Secretary-Treasurer is to ensure compliance to any court order related to 
payment of money or judgments against Almadina. 
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Central Office Procedure 423 
 

FINANCE 
 
Background  
 
The Board shall: 

1. Maintain accounting records that properly record the results of operations. 
2. Produce financial reports on a timely basis. 
3. Provide relevant and reliable information for use in planning and coordinating 

financial activities. 
4. Achieve consistency in, and comparability between, financial reports used for 

planning and monitoring activities. 
5. Safeguard resources entrusted to it through comprehensive recording and reporting 

policies. 
6. Be accountable to its stakeholders. 
7. Comply with the requirements of the Minister of Education. 

 
Procedures 

a. The Secretary Treasurer will present monthly year-to-date statements to the Board.   
b. The Board Treasurer will review the previous month’s bank reconciliation in detail. 
c. The Board Secretary will review a random selection of payroll transactions every 

month. 
d. The Secretary Treasurer will oversee an up-to-date equipment inventory. 
e. Financial reports to the Minister will be brought to the Board for approval during the 

month prior to the deadline.  
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Central Office Procedure 424 
 

AUDITOR & FINANCE REPORTING 
 
Background  
 
 

Each year, the Board shall appoint a qualified auditor to meet its financial reporting 
obligations. 

 
Procedures 
 

1. The Secretary Treasurer is to recommend qualified Auditors for Board 
appointment. 

2. All financial staff, Treasurer and Almadina employees are to cooperate with any 
requests related to the audit. 

3. The Superintendent shall put the auditor on the Board Agenda when the annual 
audit and auditor’s management letter need to be reviewed. 

4. The auditor shall meet any reporting requirements as set out in the Act or by the 
Minister. 

5. The Finance committee of the Board shall review and implement 
recommendations made by the auditor. 
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Central Office Procedure 425 
 

BUDGET 
 
Background  
 
 
 The Board shall have an effective budgeting process that facilitates efficient management 
of the Board’s resources and attainment of the Society’s goals. 
 
Procedures 
 

1. Budget Preparation 
 

a) The Board is bound by the budget guidelines of Alberta Education. 
b) The Board will prepare the budget in the prescribed format and in a timely manner. 
c) During May, school administrators and Board committees contribute budget information 

for their programs. 
d) The Board will approve the budget for submission to Alberta Education. 
e) The approved budget will not provide a blanket authority to make expenditures. The 

budget provides authority for expenditures only within the scope of the programs 
approved in the budget. 

f) The approved budget will give staff the authority to deliver programs and make 
expenditures within approved policy, program criteria and expenditure levels. 

g) The Board will approve budget updates when requested by Alberta Education or if actual 
enrolment, revenue or expenditures are significantly different from budget.    
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Central Office Procedure 426 
 

DISSOLUTION OF POLICY 
 
Background  
 
Upon dissolution, Almadina School Society shall return provincial assets to the Minister. 
 
Process for deciding on Dissolution of the Charter School: 

• This Charter will be dissolved at a special meeting of the Almadina School Society Board, 
hereafter called the “dissolution meeting”, if at anytime prior to the expiration date of the Charter 
one or more of the following conditions exist: 

a. The basic terms prescribed by the authority granting the Charter cannot be fulfilled 
by the Society or are not satisfactorily amended within the time limit set by the 
granting authority. 

b. Student enrollments fall below the minimum limit prescribed to run a Charter  
c. School. 
d. The Minister of Education orders the dissolution of all Charter Schools. 
e. Request to extend the five year mandate of the Charter is denied by both the granting 

authority and the Alberta Minister of Education. 
 
• The Board must pass a formal motion to call dissolution meeting at least 30 working days before 

the day of said special meeting. 
• In addition to the date and time of the meeting, the Society, must appoint a “Dissolution Steering 

Committee” made up of at least 2 members of the Society Board, and 2 members to include 
Superintendent, Secretary-Treasurer, principal or a Zone 5 representative of the Minister. 

• The Dissolution Steering Committee shall ensure that detailed lists of inventories are prepared to 
account for all items belonging to the Minister, Society or others. 

• The list with inventory of provincial assets to be approved and returned to the Minister shall be 
presented to the appropriate provincial representative. 

• At least ten working days subsequent to the approval by the Minister.  
1. A public notice for the dissolution meeting time and date shall be put in a major Calgary 

newspaper sold in the district of the Charter School. The Board shall notify parents and staff 
through a school notice sent home with the students of the Almadina Language Charter 
Academy of the time and date and particulars of the dissolution meeting. 

2. The Chairman or designate of the Society shall notify and invite representative(s) of the 
Charter granting authority to attend said dissolution meeting. Dissolution Steering Committee 
shall negotiate in good faith with the Charter granting authority and attempt to reach an 
equitable agreement on how to proceed. 

3. An inventory of all provincial assets to be returned to the Minister shall be presented. 
4. All contractors and employees must be notified of the dissolution and contracts must be 

honored. The school or designated supervisor must write a letter of recommendation for 
teachers and staff and explain why Almadina Language Charter Academy and employee 
contracts had to be terminated. 
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General Operations Procedure 501 
 

STUDENT BUS TRANSPORTATION 
 
Background  
 
Student achievement and development is best accomplished in safe and non-threatening 
environments. It is important to Almadina Language Charter Academy that students find their 
time at, and traveling to and from, schools safe and non-threatening. Utilizing the Almadina 
Language Charter Academy bus service is a privilege that can be lost if a student does not 
demonstrate respectful and responsible behavior while riding the bus. Inappropriate behavior 
specifically includes physical, verbal or emotional harassment of other students, disrespectful 
behavior or language, harmful or disruptive behavior and failure to comply with bus rules or the 
requests of the bus driver. 
 
Almadina Language Charter Academy is also committed to making bus rides to and from 
schools safe, enjoyable and cost effective. 
 
Regulations 
 

1. Parents are responsible to convey their children to and from the School or the bus pick up 
/ drop off location. 

2. The decision to participate in any bus transportation service is made voluntarily by 
parents and the Charter Board may determine the fee for this service. 

3. The School is not obligated to provide bus service beyond that which is contemplated 
under the School Act. 

4. Subject to any changes to provincial legislation, when bus service is not provided within 
the distance specified under the Society Board, the Charter Society will reimburse those 
parents that sign a transportation agreement the amount allotted by Alberta Education. 

 
Guidelines 
 
The Charter Board believes that planning for student transportation should include consideration 
of the following: 

1. Student needs 
2. Student safety 
3. Financial accountability 
4. Provincial legislation 

 
Bussing fees will be set each year to cover the projected bussing costs for the year. 
 
Every effort will be made to operate all bus routes within a one hour time limit. 
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General Operations Procedure 502 
 

LIMITS OF SERVICE 
 
Background  
 
The Board will establish guidelines for the operation of transportation services for all authorized 
students so that the service provided is both efficient and financially responsible. 
 
Definitions 
 

1. Transportation Service Limit 
 

The transportation service limit is the outer area from within which transportation is 
provided to a specific school. This will be largely dependent on the amount of time it 
takes to get a student to and from school. 
 

2. School Attendance Boundary 
 

The boundary of the area from within which students attend Almadina Language 
Charter Academy. 
 

3. Road(s) 
 

A public or subdivision road built to the applicable municipality’s road standards that 
is maintained and serviced by the province, municipality, or a private individual or 
company. 
 

Guidelines 
 

1. School Bus 
 

School buses are only authorized to travel on routes authorized by the Principal and the 
busing contractor.’ 
 

2. Service 
a. Bus service will not be provided if students are already spending 90 minutes to get to 

or from the school. This 90 minute limit is based on good weather conditions and 
normal traffic conditions. 

b. Whenever possible students will be grouped so that stops are spaced at intervals of 
approximately .8 kilometers. 

c. Urban bus service will be supplied to students greater than 2.4 kilometers from the 
school, and within the school transportation service limit. 

d. Urban bus stops will be placed approximately 2 kilometers or more from the school. 
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e. Level of service and the location of bus stops will be subject to local municipal 
regulations, age of the student and whether or not there are also older siblings or 
students to assist a young student, safety requirements, and the rated capacity of the 
bus. 

 
f. No student will have to walk more than: .8 km (.5 miles) ECS to Grade 8. and 1.6 km 

(1 mile) from Grade 9 to Grade 12 students to the bus stop. 
 
3. Kindergarten Service 
 

Service will be provided, when feasible or practical of the Board, to all authorized 
kindergarten students or children residing within the transportation service limit. 
 

4. Parent Provided Transportation 
 

If students live outside the Almadina Language Charter Academy bus area and are brought to 
school by their parents, the Alberta Education transportation fees may be paid to the family in 
June if the students:   

• Are registered as of September 30,  and complete the year. 
• Do not ride the bus during any month of the year.  
• Live outside walking distance of any of our bus stops.  
• Parents have signed and returned a transportation agreement before September 30.  
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General Operations Procedure 503 
 

EMERGENCY SCHOOL CLOSURE 
 

Background 
 
On occasion, it may be unwise to operate the school due to the risks involved in emergencies 
which arise as a result of escaping gases, or a failure of one or more systems (water, heating, 
etc.). 
 
Procedures 
 

1. The Principal or designate, in consultation with the Superintendent, will determine if an 
emergency exists relative to the failure of (a) system(s) at the school or as a result of the 
presence or likely presence of dangerous gases, chemicals, etc. and shall take the necessary 
actions to close the school and, if appropriate, to arrange for the movement of students to 
their homes or some other safe location.   

2. It is the Principal’s responsibility to set up a telephone fan out plan to be implemented during 
such emergencies. Furthermore, students shall not leave the school before a safe place for the 
student is established and that this information is communicated to the parents/emergency 
contact. 

3. In cases of a during-the-day closure of a school for emergency reasons, the Principal or 
designate is to notify radio stations of the school closure as soon as possible so that parents 
will be alerted to the pending return of their children to their homes. 

 
3.1 The Principal or designate will assume responsibility for informing parents to which 

radio stations announcements will be directed. 
 
 
 
References: Sections 57, 60, 61, 113, School Act 

 Employment Standards Act 
 
 
 
 
Adopted: 
Amended: 
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General Operations Procedure 504 
 
HEALTHY SCHOOL COMMUNITIES AND WORKPLACES 
 
Background 
 
Almadina Language Charter Academy (ALCA) believes that the quality of student learning and 
the quality of student health are interdependent. Educational research supports this connection 
and acknowledges the school’s role in creating and supporting healthy school communities as 
foundations for optimal learning. ALCA values the benefits of healthy lifestyles and supports 
environments that promote healthy living choices. 
  
ALCA supports a holistic approach, which focuses on three specific tenets: mental well-being, 
physical activity, and healthy eating, and acknowledges the causal relationship among the three. 
Furthermore, ALCA recognizes that health and quality learning are interdependent. 
 
Definitions 
 
1. Mental Well-Being 
 

Mentally well individuals have the knowledge, skills, attitudes and opportunities to: 
• realize their abilities  
• cope with the normal stresses of life  
• learn and work productively, and  
• contribute to their communities.  

 
The following are characteristics of mentally well individuals: 

• Understand, manage and express thoughts and emotions in constructive ways  
• Feel connected, safe and valued  
• Establish positive relationships and support networks  
• Practice reflective and meta cognitive thinking skills  
• Develop mindfulness  
• Demonstrate resiliency and coping skills  
• Understand the benefits of mental well-being for individuals and for communities  
• Make connections between their mental well-being, physical activity, healthy eating 

choices, and learning  
 
2.  Physical Activity 

 
Physically active individuals have the knowledge, skills, attitudes and opportunities to lead 
active lifestyles. 
  
The following are characteristics of physically active individuals: 

• Engage in physical movement and activity on a daily basis  
• Vary the intensities and purposes of physical activity (e.g. conditioning, strengthening, 

enjoyment, flexibility, etc.)  
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• Make positive choices to support the growth, development and care of their bodies  
• Value and participate in lifelong physical activity  
• Understand the benefits of physical activity for individuals and for communities  
• Make connections between their physical activity, healthy eating choices, mental well-

being, and learning.  
 

3. Healthy Eating 
 

Individuals committed to healthy eating have the knowledge, skills, attitudes and opportunities 
to make appropriate food and beverage choices.  
 
These individuals possess the following characteristics: 

• Support, through healthy food and beverage choices, the growth and development of 
their bodies and minds  

• Think critically to discern the accuracy of messages about food and beverages  
• Are able to prepare and choose healthy food and beverages for consumption  
• Understand and act on the information rights and personal buying power of consumers  
• Commit to healthy food and beverage choices in personal, school and community 

environments  
• Make connections between their healthy eating choices, mental well-being, physical 

activity, and learning.  
 

School and Site Procedures 
 
In the Almadina Language Charter Academy (ALCA):  

 
1.1 Employees act from the understanding that staff advocacy and role modeling 

influence wellness and learning.  
1.2 School leaders, together with staff and stakeholders, will establish environments that 

support, ensure and integrate mental well-being, physical activity and healthy eating 
(e.g. via an annually established committee or other strategy).  

1.3 The Alberta Program of Studies and approved locally developed courses will be used 
in the delivery of curriculum related to mental well-being, physical activity, and 
healthy eating (i.e. including, but not limited to, Health and Life Skills, Physical 
Education, Daily Physical Activity, Arts Education, etc.).  

 
1. Mental Well-Being 
 

ALCA will: 
2.1 Actively develop the relationship between students’ sense of connectedness and their 

mental well-being.  
2.2 Support and embed character education programs (e.g. Circle of Courage) to support 

mental well-being.  
2.3 Create learning environments where mental well-being is modeled and developed in 

students.  
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2.4 Access resources and services to help students develop the skills to be aware of and 
monitor their mental well-being.  

2.5 Access and link with community agencies, partners and support networks (e.g. FCSS, 
police, Alberta Health Services, etc.).   

 
2. Physical Activity 

 
ALCA will: 
3.1 Implement Alberta Education’s Daily Physical Activity (DPA) initiative, recognizing 

that:  
a) DPA is most effectively implemented through the timetabling of daily Physical 

Education  
b) Breaks (e.g. lunch, recess) provide opportunities for activities and interactions that 

are creative and student-initiated. These times are not intended for the delivery of 
DPA.  

3.2 Strive for the following minimum time allocations for quality Physical Education:  
a) Kindergarten to Grade 6:  30 minutes daily  
b) Grades 7 to 9: 45 minutes daily  

3.3 Demonstrate the philosophical and curricular shift to outcome-based learning 
experiences that ensure successful, meaningful engagement in physical activity and 
encourage lifelong fitness (i.e. K to 12 Physical Education Program of Studies, 
2000).  

3.4 Encourage students to engage in physical activity inside and outside of regular 
curriculum (e.g. community events, clubs, special events, teams, intramurals, etc.) to 
support their development as healthy, active learners.  

 
3. Healthy Eating 

 
ALCA will: 
4.1 Create an environment where healthy foods are available, affordable and promoted as 

the best choice. 
4.4 Ensure that the beverages consumed during instructional time are water or other 

healthy choices as set by individual school policy. 
4.5 Role model healthy food and beverage choices during instructional, extra-curricular, 

and co-curricular (e.g. field trip) time with students. 
 
References:  Alberta Nutrition Guidelines for Children and Youth 

Alberta Education’s Guide to Education and Programs of Study 
Framework for Kindergarten to Grade 12 Wellness Education (Alberta 

Education, 2009) 
Alberta Education Daily Physical Activity (DPA) Initiative 

 
 
Adopted: 
 
Amended: 
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General Operations Procedure 505 
 

OCCUPATIONAL HEALTH AND SAFETY  
ROLES AND RESPONSIBILITIES 

 
Background 
 
ALCA recognizes that safe working procedures and conditions, accident prevention and the 
preservation of health are high priorities. These responsibilities are shared and require the 
combined efforts of the provincial government, our Board, administrators, staff, students and 
parents. 
 
All employees of Almadina Language Charter Academy (ALCA) have the responsibility to help 
create and maintain a safe working environment for themselves and others. Clear expectations 
and responsibilities are necessary to ensure that everyone is aware of their rights and obligations. 
These expectations will be a condition of employment and must be followed to work towards the 
goal of an injury free workplace. Occupational Health and Safety (OH&S) is a shared 
responsibility.  
 
With regards to safety, all

• the right to know about hazards in the workplace, 
 ALCA employees have:  

• obligation to report any unsafe practices or conditions that they see, and 
• the right to refuse unsafe work. 

 
Procedures 
 
1. The Board and Superintendent of Schools Responsibilities 
 

1.1 Establish procedures for the health and safety management system. 
1.2 Ensure health and safety in the workplace is a priority in ALCA activities and 

operations. 
1.3 Ensure all employees and contractors are informed of their health and safety rights, 

obligations and responsibilities. 
1.4 Ensure the health and safety program is created, operated and maintained. 
1.5 Create an environment that promotes active employee participation in health and 

safety related activities. 
 

2. Safety Coordinator Responsibilities 
 

2.1 Assist in establishing ALCA safety standards, practices and procedures. 
2.2 Stop unsafe work. 
2.3 Inspect and make recommendations to correct substandard conditions. 
2.4 Ensure all employees are aware of and comply with the health and safety program. 
2.5 Provide safety training, information and assistance in regards to health and safety 

compliance. 
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2.6 Investigate accidents, incidents, near misses and injuries requiring first aid or medical 
aid. Analyze trends. 

2.7 Provide the Principal and supervisors with organizational tools to help others work 
safely. 

 
3. Principal Responsibilities 
 

3.1 Ensure hazards are identified and appropriately controlled.  
3.2 Create an environment that promotes active employee participation in health and 

safety related activities. 
3.4 Stop unsafe work. 
3.5 Ensure employees work safely and are aware of and comply with all aspects of the 

health and safety program. 
3.6 Regularly inspect and correct substandard conditions. 
3.7 Ensure all incidents are reported and investigated. 
3.8 Ensure proper maintenance of equipment and tools. 
3.9 Ensure staff are trained to do their job safely. 
3.10 Ensure that there is at least one staff member trained in first aid 
3.11 Ensure that teachers provide safety instruction as required in the courses they teach. 
3.12 Inform employees of OH&S rights and obligations, including the right to refuse 

unsafe work. 
3.13 Ensure the Alberta OH&S Act, Regulation and Code is “readily available”. 
 
 

4. Staff Responsibilities  
 
4.1 Exemplify safe behavior in teaching practices and procedures; 
4.2 Accept, as a professional obligation, the responsibility of providing and emphasizing 

safety education in the classroom; 
4.3 Implement documented safety education programs in accordance with Administrative 

Procedures and the regulations and standards of other regulating bodies; 
4.4 Evaluate safety education efforts, monitor student behavior and initiate corrective 

action as required. 
 
5. Parental Responsibilities 

1.1 Inform the school about relevant student medical problems; and 
1.2 Inform the school if they wish their child to be excluded from particular course 

activities that may be potentially hazardous. 
 
 
References: Sections 2, 3, 4, 35 of the Alberta Occupational Health &Safety Act  
 Part 1 Section 2.1, and Part 2 Sections 7, 8, 9 of Alberta Occupational Health and 

Safety Code  
 
Adopted: 
Amended: 
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General Operations Procedure 506 
 

ADMINISTRATION OF MEDICAL TREATMENT / 
MEDICATION TO STUDENTS 

 
Background  
 
It is the expectation that at Almadina Language Charter Academy except in the case of accidents 
and emergencies, no School employee will administer any medication or medical treatment 
except as provided under policy. 
 
Guidelines 
 

1. Non-Prescription Medication 
a. Non-prescription medication (such as minor analgesics, cough remedies and 

herbal remedies) will not be dispensed or administered to any student without the 
written authorization of the parent.  

b. Parents are responsible to hand deliver non-prescription medication to appropriate 
school personnel 

c. Non-prescription medication will be stored in an appropriate, secure manner. 
d. The Principal will establish school policy respecting non-prescription medication 

on an individual or collective basis. 
 

2. Prescription Medication or Medical Treatment 
a. If a student must receive prescription medication during the school day or during 

extra-curricular activities, and the parent is unable to be at the school to 
administer the medication or treatment, the following will apply: 

i. The parent must request in writing that the school store the medication and 
provide medical treatment. 

ii. The request for the administration of medication or medical treatment 
must provide written instructions including the following information: 

1. child’s name; 
2. parents’ names and phone numbers 
3. emergency contact name and telephone number 
4. physician’s name and telephone number; 
5. name of medication and or treatment; 
6. dosage and procedure for administration; 
7. possible side effects 
8. procedure to follow in case of adverse reaction 
9. special storage instructions for the medication e.g. refrigerator 
10. security provisions to prevent risk to others 
11. termination date for administration 
12. if appropriate, authorization for student self-administration 
13. physician’s endorsement; and  

iii. The parent will inform the school of any change in medication or 
treatment and ensure that adequate medication is on hand at the school 
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iv. If the student is capable of self-administration, the following will apply: 
 

a. the provisions of the previous guidelines in this section will be 
followed; 

b. the parent will complete an authorization and the procedure for 
student self-administration, e.g. insulin dispensers, asthma 
inhalers, etc…. must be completed; and 

c. except in the case of emergencies, the student will self-administer 
the medication under the supervision of an adult. 

v. Except in the case of emergencies, no employee will administer any 
medication or medical treatment unless the previous guidelines in this 
section have been met. 

vi. Except as provided above, only the Principal or designate will administer 
the medication and or medical treatment. 

3. Students Requiring Specialized Health Care 
a. Where a student becomes dependent upon sophisticated life support medication or 

is inordinately vulnerable to serve reaction (including anaphylaxis) or injury, 
appropriate arrangements with parents will be made to ensure the welfare of the 
child including: 

i. Making reasonable provisions which will enable the child to receive 
special medical treatment as required at the school or 

ii. If reasonable provisions cannot be made, School administration will 
support the parents in locating an alternative educational setting that 
provides for the medical requirements for the student. 

b. In making a determination as to the reasonableness of any special provisions, the 
administration will consider a number of factors including: 

i. The resources available to the school; 
ii. The needs and requirements of the student requiring special medical 

provisions; and  
iii. The needs and requirements of the school population as a whole 

 
4. Responsibilities and Rights of Staff 

a. Staff members who administer medication or medical treatment must do so in 
loco parentis. 

b. Staff members involved in the administration of medication and or medical 
treatment must have 

i. To receive a copy of the written instructions from the parent and physician 
ii. Clarify their role in providing medication or treatment with the Principal. 

iii. A from given written and signed consent to administer medication or 
medical treatment. 

iv. Appropriate training to perform the expected medical responsibilities; 
v. A written and signed request from the Principal in situations requiring 

long term medical care. 
Right of refusal if he / she does not feel competent to administer medication and or medical 
treatment to a student. 
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General Operations Procedure 507 
 

SCHOOL GENREATED FUNDS 
 
Background  
 

The Board expects that School Generated Funds be accounted for through normally 
recognized bookkeeping procedures. 

 
Procedures 

a. School Generated Funds are those raised by the school through sports activities, drama, 
music, movies, school fees, and other related activities such as candy sales, bottle drives, 
spell-a-thons, picture money, etc. No funds for any purpose will be collected from pupils 
unless authorized by the Principal. 

b. The Principal is responsible for the administration of all School Generated Funds 
collected. (The school must record all transactions). 

c. All monies collected by the school for a designated purpose (e.g. textbook rentals, 
instructional materials, student union fees) are to be treated as “trust” funds and must be 
used only for the purpose so designated. 

d. All undesignated monies collected from students or on behalf of students are to be 
classified as general revenue – School Generated Funds and may be spent on school 
needs as determined by the Principal in consultation with the staff. 

e. School Generated Funds collected are deposited into the Almadina bank account and 
posted to SGF for that campus. 

f. The Principal has the right to veto any expenditure that he feels are not in the best 
interests of the school. 
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General Operations Procedure 508 
 

DONATIONS 
 
Background  
 
Donations will be accepted to fund the acquisition of additional furniture, supplies and 
equipment. Donations in kind may be accepted if compatible with the School’s needs.  
 
Procedures 
 
1. Donation to the School may be accepted or refused by the Superintendent. 
2. Once a cash donation or donation in kind is accepted, it immediately becomes the 

property of the School. 
3. The donor may target cash donations to one or more of the following: Facilities, 

Furniture & Equipment, Curriculum Support, and Scholarships.  
4. In the absence of an allocation by the donor, the Principal is responsible for making a 

recommendation for allocation. 
5. Charitable donation receipts for cash donations may be issued by the Society in 

accordance with the provisions of the Income Tax Act. All cash donations for which a 
receipt is requested should be made payable to the Society and be processed through the 
Treasurer of the Society. All donations in kind for which a receipt is requested should be 
accompanied by a paid invoice or an appraisal acceptable to Revenue Canada. 

6. The solicitation of private or corporate donations may be done by the Board Chairman or 
the Superintendent with the prior express consent of the Board and shall be done in 
accordance with government legislation or regulation, which may be in effect from time 
to time. This guideline does not apply to fundraising events sponsored by School Council 
such as silent auctions when the Principal has sanctioned the event. 

7. Donations will be acknowledged in the following ways: 
a) Letter from the Charter Board and the Superintendent. 
b) Charitable tax receipt issued by the Society (upon request by the donor). 
c) Mention in the School Newsletter or notices to Parents. 
d) Inscription on donor plaque displayed in the School’s main hallway. 
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General Operations Procedure 509 
 

FUNDRAISING BY THE SCHOOL 
 
Background  
 

The Board recognizes that the school and support groups may wish to enhance their 
educational offerings and engage in fund raising for this purpose. 

 
Procedures 

1. Any group or organization leading a fundraising drive must have the Principal’s 
approval for activities that involve the school name, students, or staff. 

2. The Principal is expected to seek the advice and collaboration of the School 
Council on fundraising activities. Consistent with the development of a school 
education plan, School Councils should provide advice on the type and timing of 
fundraising projects. 

3. Any fundraising activity that is projected to gross in excess of $30,000 requires 
prior written acknowledgment by the Superintendent. 

4. Any group or organization accountable for fundraising by schools is responsible 
to the Principal for the accounting of all revenues and expenditures and for 
making the financial records available for inspection by the Board, the 
Superintendent or the Treasurer. 

5. The purpose(s) of the fundraising activities and the anticipated disposition of 
monies raised shall be made known to students and parents/guardians. The school 
shall further provide a statement of the money raised and its disposition within 
three months of the fundraising activity. 

6. For school sponsored fundraising activities directed by the school or by student 
groups operating within the school, the following shall apply: 
6.1 Student participation in fundraising activities must be voluntary, 
6.2 The safety of children is the paramount consideration in any fundraising activity. 
6.3 Fundraising activities shall not significantly detract from the school’s curricular 

programs. 
7. Teacher participation in fundraising activities outside of regular school hours 

must be on a voluntary basis. 
8. All materials and equipment purchased for schools through all fundraising 

endeavors shall become the property of the Almadina School Society. 
9. All materials and equipment purchased for schools shall be processed through the 

Almadina Charter School. 
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General Operations Procedure 510 
 

ROUTINE & SMALL PURCHASES 
 
Background  
 
Cheque requisitions may be used to authorize reimbursement of expenses paid personally or through 
online registrations.  They usually total less than $500. 
 

Procedure 
Signatures are required from the originator and the Principal. 
Original detailed receipts must be attached. 

 
Kilometrage allowances for the Board Members, Board staff and Society employees shall be at a rate 
approved annually by the Board. 
 

Procedure 
The Board will reimburse kilometrage allowances up to the lesser of actual kilometres driven or 
the cost of hiring a vehicle for the period required.  Authorized travel expenses and kilometrage 
may be claimed on one cheque requisition. 

 
  
Invoices for non-routine or urgent items may be directly authorized for payment when goods or services 
are delivered immediately.  Retroactive POs are not necessary. 
 

Procedure 
These should be rare; the purchase order system is preferred.  Signatures are required: 
- The VP and the Principal for Mountain View Elementary. 
- The Principal and the Office Manager for Franklin Jr. High.  
(If one signature is on an attached work order, the invoice just requires the other) 

 
The Board acknowledges that routine monthly supplier statements are paid without specific authorization 
once the initial purchase is made. 
 

Procedure 
For monthly and contract suppliers such as Telus, Shaw Cable, and Waste Management, 
signatures are required only for service changes or extras.  
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General Operations Procedure 511 
 

MEDIA RELATIONS & COMMUNICATIONS 
 
Background  
 
Almadina Language Charter Academy is committed to an open, honest, transparent, consistent 
and professional approach to working with the public and the media. 
 
From time to time, the media may make requests of Almadina Language Charter Academy staff 
and Charter Board members for information about activities or issues pertaining to Almadina 
Language Charter Academy, the Charter School movement, or educational issues in general. 
 
Guidelines 
 

1. The responsibility for initial communication will be accepted at the level at which the 
issue arises. 

2. The Superintendent of Schools will be the primary spokespeople for Almadina 
Language Charter Academy. 

  
Administrative Procedures 
 

1. Almadina Language Charter Academy communications and media relations will be 
coordinated through the office of the Superintendent.  

2. All news releases to the media will be approved by the Superintendent. 
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General Operations Procedure 512 
 

LEVEL OF AUTHORITY 
 
Background  
 

Purchase Orders totaling more than $5,000 must be pre-approved by the Board with the following 
exceptions: 

Supplies: AISI, classroom, library, textbooks, teacher, school office. 
 
Purchase Orders and projects greater than $5,000 must be brought to the Board with 3 quotes from 
acceptable suppliers. (The same exceptions apply) 

 
Procedure 

School administrators are responsible for appropriate spending on instructional and office supplies 
within their departmental budgets. 
 
Splitting orders to avoid bringing items to the Board should not be practiced.  The eventual final total 
of the initiative determines the action required.  
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General Operations Procedure 513 
 

CAPITAL ASSETS 
 
Background  
 
All individual items with a unit value of at least $5,000 and a useful life greater than one year 
will be capitalized. 
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General Operations Procedure 514 
 

DISSOLUTION OF PROPERTY AND FINANCES 
 
Background  
 
At the dissolution meeting the Society Executive must spell out the dissolution process and 
demonstrate that the Society shall meet all financial and other obligations to the Minister.  
 
 Almadina School Society and other parties throughout the dissolution process. 
 
Procedure: 
 
1. Once the “Dissolution Steering Committee” fulfils all conditions related to the return of 

provincial assets as specified by the Minister and policy 9.1.6. 
2. The Dissolution Steering Committee shall do the following: 
 

a) Seek a letter from the Minister that confirms that all provincial assets are returned to the 
Minister. 

b) Contract with a registered auction firm to sell assets sufficient to discharge any 
mortgages, liens, debts or liabilities, which Almadina School Society may have against it. 

c) Provide immediate notice pursuant to any rental, insurance or lease agreements of 
rebuilding, facilities, equipment, property, etc. 

d) Provide to the Society Board and the Minister a final and full accounting of all financial 
affairs of the Charter School, and turn over to the Almadina School Society any residual 
funds or properties after the discharge of liabilities. 
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General Operations Procedure 515 
 

TRANSFER O STUDENT RECORDS ON DISSOLUTION 
 
Background  
 
Transfer of Student Records 
 
Along with the note informing parents of the dissolution meeting, parents shall be asked to sign a 
“transfer of student records form” for completion and return within 14 days of the notice. Within 
10 working days of receipt of transfer form instructions from parents, the principal or secretary 
shall transfer student records as per parental consent. It shall be the responsibility of the parent to 
ensure that requests to transfer to a specific school address are accurate. 

 
The Society Board shall remain responsible for the transfer of a student’s record for a period not 
exceeding 3 months from the day of the dissolution meeting. A copy of any and all electronic 
student records shall be given to the charter granting authority at the end of the three-month 
period to be held for one year from the date of dissolution. 
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