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Background
The Calgary Girlsdéd School empl oys pemissiomn el

values and beliefs of the organization. Professional behaviour, exemplary character,
and expertise in areas of responsibility are highly valued. Persons appointed to the staff
will be competent in the skills required for the positions for which they are selected. The
role of all staff is to assist in carrying out the goals of the School.

Fair and consistent employment practices support the hiring and retention of quality staff
members. The well being of all staff is promoted in a welcoming, caring, respectful and
safe work environment that respects diversity and fosters a sense of belonging.

Procedures

1. The Superintendent is responsible for the development, implementation,
administration and assessment of employment practices. These practices must be
consistent with employment and other legislation, current contracts, Charter Board
policies and Administrative Procedures.

2. Employment procedures shall not discriminate on the basis of race, colour, ancestry,
place of origin, religious beliefs, gender (including pregnancy and gender identity),
physical disability, mental disability, age, marital status, family status, sexual
orientation, socio-economic standing, or any other prohibited grounds.

3. The most suitable candidate for any vacant position will be someone whose
philosophy and practice align with the CGS Charter, and where applicable, the
person shall meet the eligibility requirements for certification in the province of
Alberta.

4. The hiring process shall be open to all interested candidates, non-discriminatory on
any prohibited grounds, fair and equitable. Candidates shall be selected in
accordance with the polices and administrative procedures related to hiring.

5. The School will accept and considers applications for employment from a member of
an e mp | o yimnmeediate family or household, or an e mp | o yclse driend if the
candidate has all the requisite qualifications. His/her application is considered on its
own merits. However, an immediate family member (or interdependent, cohabiting
partner) will not be considered for employment if doing so creates a real or perceived
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conflict of interest, or necessitates a supervisor/direct report relationship between
family members or interdependent, cohabiting partners.

Employees shall not directly or indirectly influence the selection and hiring process in
which their relative and/or close friend is a candidate. Supervisors must exclude
themselves from any and all hiring processes if a relative or close friend is a
candidate. (See Appendix: Nepotism)

The Superintendent will form a hiring committee to interview and select the most
suitable candidate for a Shosli ti on with

7.1 A hiring committee will include the individuals to whom the selected candidate
will have a reporting relationship.

7.2 The majority decision of the hiring committee will be the determination,
provided the Superintendent or delegate is included in the majority decision.

7.3 Prior to interviewing candidates for a position, the hiring committee may seek
input from other stakeholders regarding the desired skills, qualities and
attributes that best match the needs of the School.

7.4 The interview process will include predetermined questions to which all
interviewed candidates will have opportunity to respond.

7.5 All applications and interviews are confidential except fortheSc ho ol 6 s
announcement of the candidate selected for the position.

Each employee shall sign a written contract of employment before assuming duties;
the contract shall state conditions of employment, the salary, the term and the role of
contract, commencement date, and responsibilities of the position.

8.1 Any changes to the standard employment contract shall be stated in writing to
the employee.

8.2 For certificated staff, salary confirmation will be determined by evidence of
teacher qualifications in the form of a Teacher Qualifications Services (TQS)
evaluation and verification, in writing, of teaching experience in an
educational organization that requires teachers to hold professional
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Teaching Profession Act

certification and which adhere to Programs of Studies and hours of instruction
that are equivalent to Alberta Education.

8.3 Experience in private education organizations and/or out of Canada may, or

may not qualify as experience for salary purposes. The Superintendent shall
make this determination.

9. All offers of employment will be conditional on the receipt of current criminal record
checks and child intervention record checks. The candidate shall assume any costs
associated with providing these documents.
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Background

The employment of relatives and/or close friends may increase potential for a hostile
work environment because such situations can create real or perceived conflict of
interest or favoritism; or family discord and scheduling conflicts that may work to the
disadvantage of the organization.

Because of these concerns, CGS is sensitive to circumstances in which relatives or

close friends of employees might be hired, transferred or promoted to positions of
influence with respect to a rel at ievadtisn, e mp |l oy me
salary administration, promotion or any other employment-related decision.

The Calgary Gi r $cksodl does not discriminate on any prohibited grounds and values

its reputation as a fair, objective, impartial decision-maker with respect to employment
decisions. When fair and impartial processes result in the hiring of an emp|l oyeebs
relative or close friend, particularly when the relationship develops after the hiring

process, the organization will take steps to limit, restrict, and prevent any real or
perceptions of favoritism in employment related decisions.

Definitions:For t he purpose of this phlioeladuiree the ter
relationshipo shall include: rel ati oactorhi ps estab
Examples include the empl oyeeds spoubsother, mot her ,
mother-in-law, father-in-law, sister-in-law, brother-in-law, son or daughter-in-law,

stepparent or stepchild, aunt, uncle, nephew, niece, grandparent, grandson or cousin.

The term also includes domestic partniers (a pers
interdependent and who shares a common residence) and a son or daughter of an

empl oyeebsparthermesti c

The term Aclose friendo r eftethsemplayeeandasandi vi dual
result, the employee may be favourably biased towards the individual rather than

objective and fair-minded. An employee may be unduly influenced or inclined to award

favours to a close friend based on the desire to preserve a personal relationship.

Generally, any relationship that goes beyond the usual colleague-to-colleague, work-

based relationship defined by professional respect and shared work, and which includes
spending time together outsiderioéndouphksssvotuulh & be
of this procedure.
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Procedures
1. Any person in a position to recommend, hire, evaluate, transfer or determine

placement of a relative or close friend shall discuss the matter with the
Superintendent and withdraw from the decision-making process if so directed by the
Superintendent.

If a relationship develops during the course of employment that would violate this
procedure, the Superintendent will work with the individuals involved to address any
real or perceived conflict of interest so the best interests of students, as well as work
productivity and performance are not adversely impacted.

Wherever possible, relatives shall not work under the supervision of the same
supervisor, or create a supervisor/report relationship. When a supervisor/report
relationship exists between staff members who are related, evaluations and
recommendations concerning performance and/or salary shall be accomplished at
the next higher level of supervision.

No employee relationship covered by the Administrative Procedure will be permitted,
(e.g. arelative or close friend of an employee will not be considered for employment)
regardless of the positions involved, if it disrupts the work environment, creates an
actual or perceived conflict of interest, or is prohibited by any legal or regulatory
mandate.

If two or more related employees work in a situation where there is a real or
perceived conflict of interest, the employees shall notify their supervisor who will
inform the Superintendent.

The Superintendent will assess the situation and determine the necessary steps to
resolve any real or perceived conflict of interest.
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Page 1 of 1 AMENDED/REVIEWED:
LEGAL REFERENCE: Section 36, 60, 61, 113 School Act
Freedom of Information and Protection of Privacy Act
Personal Information Protection Act (PIPA) and PIPA
Amendment Regulation
Background

The School maintains secure, confidential personnel records to meet its operational
information needs and to comply with legal requirements. Information contained in the
e mp | o ypersodnel record is accessible to the individual and representatives of the
employer on a needs-to-know basis. Personnel records are to be secured with the
utmost respect for privacy and confidentiality.

Procedures

1.

Each personnel file contains confidential employment and performance information
relevant to the School.

2. Personnel files may only be accessed on a confidential basis by staff members
authorized by the Superintendent, with the exceptions noted below.

3. Employees may review their personnel file upon request to the Superintendent. The
Superintendent or designate will monitor the file review.

4. Information contained in a personnel file shall not be made available to parties
external to the School, except as authorized by:
4.1 The Superintendent,
4.2 A written request from the employee, or
4.3 As required by law.

5. The retention and disposition of personnel files shall be in accordance with
Administrative Procedure 185 i Records Retention and Disposition.

6. Unsolicited resumes will be treated as transitory records and will be retained for no
more than six months after which they will be destroyed in a secure manner.
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Page 1 of 1 AMENDED/REVIEWED:
LEGAL REFERENCE: Section 18, 20, 60, 61, 111, 113 School Act
Calgary Girlsdé Schka®dl Charter
Background
Calgary Girlsdé School staff wild.l be manmegpensat ed

consistent with the resources of the School. The salary and benefits, as well as non-
salary items with a cost to the employer, will be considered in the calculation of total
compensation. The Charter Board approves all employee compensation.

Procedures

1. The Charter Board shall review and approve the total compensation plan for
teachers, i.e., certificated staff. The compensation plan shall include but is not
limited to the teacher salary grid and applicable allowances.

2. The Charter Board shall review and approve the total compensation plan for non-
certificated, i.e., support staff and all other employees for whom a t eacher 0s
certificate is not a requirement of their employment. The compensation plan shall
include but is not limited to the salary, or salary grid where applicable, and applicable
allowances.

3. The principles guiding the CGS total compensation plan for staff:
3.1 Attract and retain competent and capable staff,
3.2 Be fiscally sustainable over future years,
3.3 Foster cooperation among staff,
3.4 Foster recognition of employee performance through a merit pay system.

(See Appendix: Merit Pay)

4. The Superintendent is responsible for guiding the Charter Board in establishing the
total compensation plan for employees and for administering the total compensation
pl an for empl oyeesSahdol.t he Cal gary Girl so
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LEGAL REFERENCE: Section 18, 20, 60, 61, 111, 113 School Act
Calgary Girlsdé SchkRa®dl Charter
Background

Merit pay is one of the innovations identified in the Calgary Gi r $clso6l Charter. The
following provides an overview of the Merit Pay Program that has been in effect since
the inception of the School.

Historically, the staff defined by consensus the following beliefs about the value, benefit
and process for allocations of merit pay. The staff beliefs include the following:
1 We are only as strong as our weakest member;
Leadership, scholarship, and service form a foundation for our work together;

As colleagues and professionals, we are committed to helping each other and
the larger School community;

1 Meritorious service exists not in the service of competition, but in the service of
personal best and community;

9 Individual professional growth influences and benefits the communi t yoés
professional practice;

T The School 6s organi zati on for leadexship,u c t i on
scholarship and service;

1 Merit pay is in the work we do, not in what we feel we have to do to earn merit
pay;

1 The merit pay process is connected to individual growth, within the context of the
School community (individual professional growth plans and the Three Year
Education Plan and process);

1 Individual contributions will vary; this is to be expected, as the emphasis is on
personal best and recognition of individual circumstances; and

1 The merit pay process supports reflective practice; it is seen to be instructive and
not destructive.
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APPROVED: September 2014
Page 2 of 3 AMENDED/REVIEWED:
LEGAL REFERENCE: Section 18, 20, 60, 61, 111, 113 School Act
Calgary Girlsdé SchkRa®dl Charter
Procedures

1. Action Research, Professional Growth and/or Performance or Practice Growth Plans

1.1 Annually, by September 25 or another date established by the e mp | oy ee 6 s
supervisor, each certificated staff member will prepare his/her Action
Research or Professional Growth Plan. For non-certificated (non-teacher)
staff, an equivalent Performance or Practice Growth Plan is expected. The
Three Year Education Plan and the oCharter 6-s
girls must inform the Professional Growth Plan or Practice Growth Plan.

1.2 The empl oyeeds supervisor wild.l meview annuall
his/her PGP.

1.3 Teachers are encouraged to include an action research project based on a
topic of special interest, a question arising from reflective practice, or a
learning need identified by the Three Year Education Plan and Results

Report.
1.4 Teachers are encouraged to share their action research in a variety of ways

with staff.
1.5 Action research projects will be finalized no later than October 31 or another

date established by t hesupenisorci pal or the em
1.6 Individuals are responsible to:

1.6.1 Conduct a literature review,
1.6.2 Document the research journey, and

1.6.3 Reflect on their findings as they implement their learning into
professional practise.

1.7 The Principal will:
1.7.1 Encourage teachers to undertake action research projects,

1.7.2 Facilitate resources and professional development in support of
action research,

1.7.3 Provide opportunities for staff to share and explore future directions
for their action research.

2. Merit pay exists for the purpose of supporting growth in performance and/or practice
or professional development as outlined in the PGP, and/or where applicable, the
action research plan.
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Page 3 of 3 AMENDED/REVIEWED:
LEGAL REFERENCE: Section 18, 20, 60, 61, 111, 113 School Act
Calgary Girlsdé SchkRa®dl Charter
2.1 The empl oyeebs supervisor i s res glean s i
alignment with the goals and priorities of the Three Year Education Plan
approved by the Charter Board.
2.2 In planning for the expenditure of merit pay, employees are expected to

consider all associated costs including, if necessary, the costs for a substitute
teacher when the regular teacher is absent from his/her duties to attend a
conference, seminar, or other such activity associated with professional
development.

3. Eligible staff members, i.e., those who hold temporary or continuing contracts, either
full or part time, receive a merit pay allocation in the amount and frequency
determined by the Charter Board.

3.1
3.2

3.3

The merit pay allocation is pro-rated on full time equivalency.

Certificated staff (teachers) are expected to apply their merit pay to the initial
purchase, and any subsequent upgrades for technology that are required for
instructional use (e.g., iPads) as determined in consultation with the Principal.

Any remaining funds will be available for the implementation of the
Professional Development Plan.

4. Eligible staff members may use their Merit pay to support their Practice Growth Plan
or Professional Growth Plan goals in the following ways:

4.1
4.2
4.3
4.4

4.5
4.6
4.7

Purchase professional journals, books, apps
Enrol in university coursework
Attend conferences, seminars and workshops

Support expenses for travel, registration, meals and hotels, when linked to a
conference or workshop

Acquire classroom resources
Invite experts to the School

Pool funds with other staff to facilitate any of the items in this list

5. Merit pay will not be paid as a salary bonus to certificated staff. Merit pay, or a
portion thereof, may be paid as a salary bonus to non-certificated staff as determined
by the Charter Board in its review of total compensation.

6. A staff member may request, in writing to the Secretary-Treasurer by May 15, that
his/her merit pay be banked (accumulated and carried over) for up to two years.
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Manual Whistleblower Protection
APPROVED: September 2014
Page 1 of 1 AMENDED/REVIEWED:
LEGAL REFERENCE: Section 18, 20, 60, 61, 96, 113, 116, 117 School Act
Public Interest Disclosure (Whistleblower Protection) Act
Occupational Health and Safety Act
Teaching Profession Act
Public Interest Disclosure (Whistleblower Protection)
Regulation 71-2013
ATA Code of Professional Conduct
Background
Calgary Girlsd School empl oyees ar e t whicheel
may include filing a complaint of unlawful or improper conduct on the part of another
employee. Employees are encouraged to comply with their respective codes of ethics in
making good faith reports of any unlawful or improper conduct, without fear of retaliation.
Procedures
1. An employee is to promptly report to his/her supervisor any unlawful or improper
conduct on the part of another employee. When the report concernsthe e mpl oy ee 6 s

supervisor, the employee is to report the matter to the Superintendent, or if the report
concerns the Superintendent, the employee is to report to the Charter Board Chair.

The employee may also make the disclosure to the Public Interest Commissioner
and advise the Commissioner that the disclosure has been made tothe e mp | oy e e
designated officer for the purposes of commencing an investigation.

o
(72}

All complaints will be handled with sensitivity, discretion and confidentiality to the
extent allowed by the circumstances and the law.

Adverse personnel action or reprisals will not be taken against an employee for the
reporting of information pursuant to this administrative procedure, provided the
reporting employee has acted reasonably and in good faith.

This administrative procedure does not immunize an employee from the
consequences of his/her own actions, if such actions do not constitute reasonable
and good faith disclosure in filing his/her report.

The individual who makes the complaint of a violation or wrongful act by an
employee shall sign the complaint report. No response will be made to an
anonymous communication.
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Administrative Administrative Procedure 404
Procedures
Manual Working Alone
APPROVED: September 2014
Page 1 of 1 AMENDED/REVIEWED:
LEGAL REFERENCE: Section 36, 60, 61, 113 School Act
Occupational Health and Safety Act
General Safety Regulation (AR 448/83)
Working Alone Safely: A Guide for Employers and Employees
Background

Employees who are directed to work alone are to be protected in accordance with the
Occupational Heal t h and Safety Act . Sdhaot t he m o
discourages employees from working alone.

Definition

Work alone means to work alone by administrative direction at a work site in
circumstances where assistance is not readily available in the event of an injury, illness
or emergency.

Procedures

1. I n situations where empl oyees ar e Superviserct ed t o \
shall ensure:

1.1 That a safety assessment is conducted to identify and mitigate existing and/or
potenti al hazards arising from thhwerkconditio
and from the circumstances inherent in working alone;

1.2 An effective means of communication is established between the employee
and persons capable of respoamdi ng to the em

1.3 Safety measures are implemented as needed to reduce the risk to employees
from the identified hazards.

2. If the employee is directed by his/her supervisor to work alone, the employee may
refuse to do so if he/she does not feel safe to work alone. The employee and
supervisor will attempt to resolve the matter, but if a resolution is not achieved, the
supervisor must report the refusal to the Superintendent or designate to determine if
the refusal is reasonable and any additional steps that must be taken to reduce the
risk to the employee.
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Manual Occupational Health and Safety
APPROVED: September 2014

Page 1 of 2 AMENDED/REVIEWED:

LEGAL REFERENCE:

Section 20, 36, 45, 60, 61, 113 School Act
Occupational Health and Safety Act

Wor kersdé Compensation Act
Communicable Diseases Regulation

Occupational Health and Safety Code

Occupational Health and Safety Regulation

Background

In keeping with the mandate of the Wo r k eCompgnsation Act and the Occupational
Health and Safety A

and volunteers.

ct, the Cal gary edmployees 6

CGS will provide a workplace, equipment and tools reflective of this commitment. CGS
expects its employees, volunteers and contractors to follow the regulations and
procedures for safe workplace practices and to use any required protective devices.

It is the goal of CGS to have an accident-free work environment. The obligation to meet
this goal is the responsibility of the school, its employees, volunteers, and contractors.

CGS acknowledges that there are occasions where a volunteer may be used in place of

employees or contractors. The same standards of practice applied to employees also

apply to volunteers.

Procedures

1. All buildings and equipment shall be operated and maintained as required by law or
by orders, codes or regulations issued by authorized governmental authorities.
These are considered minimum standards and may be exceeded where warranted.

2. Inthe event of a work-related accident or iliness, the following steps are to be taken:

2.1 All work-related accidents and injuries must be reported immediately to the
Principal or supervisor;

2.2 The specific p

rovisions of t hefoloed;k er s 6

2.3 Accident investigation is to be undertaken to determine cause; and

2.4 Whenever possible, action is to be taken to prevent similar accidents.

3. The Principal, or designated supervisor of the employee, is responsible for:

3.1 Providing employees with proper instruction and guidance in correct work
procedures and providing safe tools, equipment and working conditions;

3.2 Providing proper protective equipment;

3.3 Ensuring that

any activities

assigned to volunteers are reasonable

considering the qualifications or lack thereof of those volunteers; and
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Manual Occupational Health and Safety
APPROVED: September 2014

Page 2 of 2 AMENDED/REVIEWED:

LEGAL REFERENCE: Section 20, 36, 45, 60, 61, 113 School Act
Occupational Health and Safety Act
Wor kersdé Compensation Act
Communicable Diseases Regulation
Occupational Health and Safety Code
Occupational Health and Safety Regulation

3.4 In a timely way, providing the Secretary-Treasurer with a copy of all accident

and injury reports concerning employees or volunteers.

4. The Secretary-Treasurer is responsible for:
4.1 Securing coverage under the Welgihleer sé6 Compen
employees and volunteers.

4.2 Maintaining records of all accident and injury reports concerning employees
or volunteers

4.3 Notifying the Charter B 0 a r idstirers of accident and injury reports when
deemed necessary.
5. Employees are responsible for:
5.1 Reading and abiding by this administrative procedure;
5.2 Working safely and carefully; and
5.3 Correcting or reporting any unsafe practice or condition that he/she may
observe.
6. Contractors are responsible for:

6.1 Foll owi ng t he procedur es of t he ddal gary G
acceptable safety plan of their own that addresses the safety of the contractor
and his/her employees;

6.2 Maintaining safe work conditions in accordance with this administrative
procedure; and

6.3 Providing trained and qualified employees.

7. Volunteers are responsible for:
7.1 Working safely and carefully; and

7.2 Correcting or reporting any unsafe practice or condition that he/she may
observe.
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Manual INCIDENT INVESTIGATION REPORT
APPROVED: September 2014

Page 1 of 9 AMENDED/REVIEWED:

LEGAL REFERENCE: Section 20, 36, 45, 60, 61, 113 School Act

Occupational Health and Safety Act

Wor kersdé Compensation Act
Communicable Diseases Regulation

Occupational Health and Safety Code

Occupational Health and Safety Regulation

[ ] Copy to Secretary-Treasurer
[ ] Report to OHS Alberta Government

Calgary Girl so School Repartci dent

1. Type of incident (as described under section 18 of the Occupational Health and Safety
[OHS] Act). Check all that apply.

[ ] Serious Injury [ ] Serious Incident [ ] Minor Injury
[ ] Potential for Serious Injury (near miss)

[ 1 Property Damage [ ] ProductionLoss [ ]
Other:

Requires immediate reporting to the Government of Alberta, Workplace Health and
Safety: [ ]Yes [ ]No 1-866-415-8690 WHS Contact Centre

Date/time reported (if applicableO:

2. Basic Information Date

and time of incident:

Location of incident:

Name of employer:

3. Injured workers (if any)
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Manual INCIDENT INVESTIGATION REPORT
APPROVED: September 2014

Page 2 of 9 AMENDED/REVIEWED:

LEGAL REFERENCE:

Section 20, 36, 45, 60, 61, 113 School Act
Occupational Health and Safety Act

Wor kersdé Compensation Act
Communicable Diseases Regulation

Occupational Health and Safety Code

Occupational Health and Safety Regulation

Name (worker #1):

Position/title:

Nature of injury:

Severity: [ ]JFatal [ ] More than 2 days in hospital [ ] Medical Aid

[ ] First Aid

Name (worker #1):

[ ] Time lost fromwork [ ] Permanent Disability

Position/title:

Nature of injury:

Severity: [ JFatal [ ] More than 2 days in hospital [ ] Medical Aid

[ ]First Aid

4. Witnesses (if any)

[ 1 Time lost fromwork [ ] Permanent Disability

Were witness statements take? [ ] Yes (attached to report) [ [No

5. Circumstances/description of incident (Accurately describe, in chronological order, the
relevant details of what happened immediately before, during and after the incident.
Attach a sketch, diagram or photographs if it will help with the description.) Sketch,
diagram or photographs attached? [] Yes [] No
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Manual INCIDENT INVESTIGATION REPORT
APPROVED: September 2014

Page 3 0f 9 AMENDED/REVIEWED:

LEGAL REFERENCE:

Section 20, 36, 45, 60, 61, 113 School Act
Occupational Health and Safety Act

Wor kersdé Compensation Act
Communicable Diseases Regulation

Occupational Health and Safety Code

Occupational Health and Safety Regulation

6. Causes (What were the direct, indirect and root causes of the incident? Figure 1
contains a cause analysis model that may help identify the causes.)
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Manual INCIDENT INVESTIGATION REPORT
APPROVED: September 2014

Page 4 of 9 AMENDED/REVIEWED:

LEGAL REFERENCE:

Section 20, 36, 45, 60, 61, 113 School Act
Occupational Health and Safety Act

Wor kersdé Compensation Act
Communicable Diseases Regulation

Occupational Health and Safety Code

Occupational Health and Safety Regulation

7. Corrective Actions (What can be done to prevent a similar incident from occurringin
the future? Be sure to address the root causes. List the actions that have already been
taken (include the date) plus any additional actions that must be taken. Indicate who is
responsible for seeing the actions completed and by when.)
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Administrative Procedure 405

Admipisskeatiee Unsafe Condition APPENDIX A
Procedures
Manual INCIDENT INVESTIGATION REPORT
APPROVED: September 2014
Page 5 of 9 AMENDED/REVIEWED:
e WOrK Material Environment
LEGAL REFERENCE: Section 20, 36, 45, 60, 61, 113 School Act
Process/Task

Occupational Health and Safety Act

Wo r k eCorgpénsation Act
Communicable Diseases Regulation
Occupational Health and Safety Code
Occupational Health and Safety Regulation

8. Investigation TeamManagement Systems

Name (person #1):

Name (person #2):

Name (person #3):

9. Follow-up

For the purpose of preventing future injuries, corrective actions must be completed in
accordance with the OHS Act, Regulation and Code.

Figure 1. Sample Incident Cause Analysis Model
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Manual INCIDENT INVESTIGATION REPORT
APPROVED: September 2014

Page 6 of 9 AMENDED/REVIEWED:

LEGAL REFERENCE:

Section 20, 36, 45, 60, 61, 113 School Act
Occupational Health and Safety Act

Wor kersdé Compensation Act
Communicable Diseases Regulation

Occupational Health and Safety Code

Occupational Health and Safety Regulation

To learn the basics of how to conduct an incident investigation, complete the Incident

Investigation eLearning program,

http://employment.alberta.ca/whs/learning/Incident/Incident.htm

Sketch, diagram or photos of incident scene
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Procedures APPENDIX A

Manual INCIDENT INVESTIGATION REPORT
APPROVED: September 2014

Page 7 of 9 AMENDED/REVIEWED:

LEGAL REFERENCE: Section 20, 36, 45, 60, 61, 113 School Act

Occupational Health and Safety Act

Wor kersdé Compensation Act
Communicable Diseases Regulation

Occupational Health and Safety Code

Occupational Health and Safety Regulation

Witness Statement Form

1. Basic Information

Name of Withess:

Position/Title:

Name of Employer:

Date of Incident:

Date of Statement:

2. Statement of Observations and Facts

Where were you when the incident occurred? (Draw a sketch on the next page if itis
helpful to show where you were in comparison to the incidentlocation.)
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APPROVED: September 2014
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LEGAL REFERENCE: Section 20, 36, 45, 60, 61, 113 School Act
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Describe what you saw, heard, smelled, felt or tasted immediately before the incident.

Describe what you saw, heard, smelled, felt or tasted during the incident.

Name of Withess:

Statement of observations and facts, continued

Describe what you saw, heard, smelled, felt or tasted immediately after the incident.
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Procedures APPENDIX A

Manual INCIDENT INVESTIGATION REPORT
APPROVED: September 2014

Page 9 of 9 AMENDED/REVIEWED:

LEGAL REFERENCE: Section 20, 36, 45, 60, 61, 113 School Act

Occupational Health and Safety Act

Wor kersdé Compensation Act
Communicable Diseases Regulation

Occupational Health and Safety Code

Occupational Health and Safety Regulation

3. Sketch of incident scene (Draw a sketch if it is helpful to describe your observations or
show where you were when the incident occurred.)

4. Other comments about the incident?

Contact Information
Work Safe Alberta 1-866-415-8690

www.worksafely.org

OHS Act, Regulation & Code www.gp.gov.ab.ca

http://employment.alberta.ca/whs-ohs
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. . Administrative Procedure 408
Administrative
Procedures —
Personal and Political
Manual
Leaves of Absence
APPROVED: September 2014
Page 1 of 2 AMENDED/REVIEWED:
LEGAL REFERENCE: Section 18, 20, 60, 61, 96,113, 116,117 School Act
Employment Standards Act
Labour Relations Act Section
248L, Canada Tax Act
Canada Income Tax Regulation 6801
Background

A variety of situations arise from time to time when an employee needs to be absent
from duties. Examples of situations that may result in a request for personal leave
include:

1 A family emergency;

9 Being stranded in a location and unable to report to work due to circumstances
beyond the control of the employee;

Attendance at a significant family occasion or celebration;

1 Observance of Religious Holy Days which are an essential tenet of the
empl oyeebs religious faith wakthg,precludes t he

Participation in national and international events through qualification;
Participation in or attendance at a specialist conference;

1 Compassionate leave (e.g. major surgery, critical illness of a near relative or
other family emergency);

Court appearances;

9 Direct participation in special events and/or meetings of provincial/national
service organizations (e.g. executive of Red Cross, political parties).

Calgary Girlsdéd School supports the granrdri ng of
employees. The awarding of such leave is within the context of available fiscal

resources, as well as within the terms and provisions of employment contracts (including

health benefits). Leave will be offered in consideration of the impact such leave may

have on the school and its program.

Procedures
1. For personal/political leave up to a maximum of five (5) days, approval is granted at
the discretion of the Principal.

1.1 The cost of such leave is born by the employee who is required to pay
substitute costs for the first three (3) days of the leave.

1.2 The remaining twg (2) days are charged to the employee at one two
hundredth (1/200 ) of the employeed annual salary.
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LEGAL REFERENCE: Section 18, 20, 60, 61, 96,113, 116,117 School Act

Employment Standards Act

Labour Relations Act Section

248L, Canada Tax Act
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1.3 The Principal will take into consideration any exceptional circumstances
surrounding the request for leave, and in consultation with the Superintendent
determine whether the employee will be deducted pay.

2. For any personal/political leave that exceeds the above maximum, the
Superintendent will make the final decision regarding such requests.

2.1 Any leave of over five (5) days duration will result in the e mp | o ypay 0 s
being deducted at a rate of one two hundredth (1/200 ) of his/her annual
salary per each day of leave.

2.2 Exceptional circumstances will be taken into consideration regarding the
deduction of pay.

3. Personal and political leaves will conclude at the end of three (3) months and will not
exceed a maximum of sixty (60) workdays.

4, At the Superintendentés di scr et icicumstanoed, i
personal/political leaves may be extended.

5. Where leave for a full school year is sought, the proposal must be submitted by
December 31 for leave commencing in September and the Superintendent must
receive notification by March 15 of the intention to return.

6. Employees who request personal/political leave may be eligible to maintain their
health benefits for the duration of the leave. If the employee is able to maintain
health benefits, the type and length of leave will determine whether the employee or
employee will assume the cost. Employees will be advised whether or not they are
eligible to maintain the health benefits plan, and any costs for the maintenance of
those benefits, at the time the leave is approved.

7. In all instances, the decision to grant leave will be made with respect to fiscal impact,
contractual obligations and program implications.
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Administrative Administrative Procedure 409
Procedures
Manual Parental Leave
APPROVED: September 2014
Page 1 of 4 AMENDED/REVIEWED:
LEGAL REFERENCE: Section 18, 20, 60, 61, 96,113, 116,117 School Act
Employment Standards Act
Labour Relations Act Section
248L, Canada Tax Act
Canada Income Tax Regulation 6801
Collective Agreements
Background
The Calgary Girlsd School recogni zes t Hae

new birth or adopting parents to adjust to the changes in their life situation. Upon
request, an eligible employee shall be granted maternity or parental leave for a mutually
agreed upon period of time within the scope of the Alberta Employment Standards Code.
Definitions

In this administrative procedure:

Date of delivery means the date when the pregnancy of an employee terminates with the
birth of a child or the pregnancy otherwise terminates.

Maternity leave is leave entitled to the birth mother.

Parental leave is leave entitled to the birth parent, and/or adoptive parents.

Health-related portion shall be the period during which the employee is absent due to

i mporta

medical reasons that must be supported by medical certificates from the e mpl oy ee 6 s

physician.
Procedures

1. Eligibility

1.1 Per manent ten (10) month empl oyeSswolempl| oyed

for at least one (1) school year are eligible for maternity and/or parental leave
at no cost to the School.

1.2 This requirement applies to both full-time and part-time employees.

2. Maternity Leave

2.1 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 time of delivery.

2.2 A pregnant employee is to apply for maternity leave by submitting a request
for leave in writing, as soon as possible prior to her expected date of delivery,
but in any case shall give at least six (6) weeks notice in writing of the date on
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2.3

2.4

25

2.6

which she intends to commence maternity leave and the estimated date of
delivery.

An employee shall take at least six (6) weeks of such leave immediately
following the actual date of delivery.

An employee may shorten this six (6) week period by providing the employer
with a medical certificate indicating that resumption of her full duties will not
endanger her health.

Notwithstanding any date initially selected for the start of maternity leave, if
any employee subsequently indicates in writing that she is no longer able to
carry out her full normal duties, she may commence her maternity leave at an
earlier date.

Notwithstanding any other provision in this administrative procedure, if during
the twelve (12) week period immediately preceding the estimated date of
delivery the pregnancy of an employee interferes with the performance of her
duties, CGS may, by notice in writing to the employee, require that she
commence her maternity leave.

3. Parental Leave

3.1

3.2

3.3

3.4

Employees are eligible for up to thirty-seven (37) weeks of unpaid parental
leave as follows:

3.1.1 In the case of an employee entitled to maternity leave, immediately
following the last day of maternity leave.

3.1.2 In the case of an eligible parent, within fifty-two (52) weeks after the
child is placed with the adoptive parents for the purpose of adoption.

3.1.3 In the case of an eligible adoptive parent, within fifty-two (52) weeks
after the child is placed with the adoptive parents for the purpose of
adoption.

Parental leave may be taken by one (1) parent or shared between two (2)
parents but shall not exceed thirty-seven (37) weeks in total.

If the Calgary Gi r $ckBodl employs both parents, CGS is not required to
grant parental leave to more than one (1) parent at a time.

The employee shall give at least six (6) weeks written notice of the date the
employee will start parental leave unless:

Calgary GirlséSchool September 2014
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34.1 The medical condition of the birth mother or child make it impossible
to comply with this requirement; or

3.4.2 The date of the childés placeméent wi

foreseeable.

3.5 The employee is entitled to start parental leave on the date specified in the
written notice.

3.6 An employee who takes maternity leave is not required to give separate
notice of parental leave, unless she originally agrees only to take maternity
leave.

3.7 An employee who intends to share parental leave must so advise the Calgary
Girl sé School

4. Resumption of Employment

4.1 An employee shall give at least four (4) weeks written notice of the date the
employee intends to resume work, and in any event, notice must be given no
later than four (4) weeks before the end of the leave period.

4.2 The Calgary Wlirl sd School

4.2.1 Reinstate employees in the position they occupied at the time the
maternity or parental leave started; or

4.2.2 Provide the employee with alternate work of a comparable nature, at
not less than the same salary, entittements and other benefits that
had accrued to the date when the maternity or parental leave
started.

4.3 An employee who does not wish to resume employment after maternity or

parental leave shall give the Calgary Gi r $cko6l at least four (4) we e k s 6

notice in writing of the intention to terminate employment.

5. Common Provisions

5.1 The Calgary Girlsd School shall n oan
employee who has started her maternity leave or is entitled to or has started
parental leave.

5.2 Employees on maternity leave or parental leave may prepay the full cost of
the benefits plan to continue coverage excluding long and short-term
disability.
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5.3 The Calgary Girlsd School wi |l | naternitgi der r eq
and/or parental leave on an individual basis.

6. Paternity Leave

6.1 An employee who is an expected father is eligible for one (1) day of parental
leave with pay at the time of the birth of the child.

6.2 Consideration will be given to extending this leave depending on the
circumstances.
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Procedures

Manual Staff Recognition
APPROVED: September 2014

Page 1 of 1 AMENDED/REVIEWED:

LEGAL REFERENCE: Section 36, 60, 61, 113 School Act

Background

Annually, the School recognizes staff for long-term service. By recognizing staff at an
event organized for that purpose, the School demonstrates appreciation for the
commitment, expertise, and hard work of its valued staff.

Procedures

1. The Charter Board approves the following awards to staff members:
1.1 Five (5) years of service.
1.2 Ten (10) years of service.
1.3 Fifteen (15) years of service.
1.4 Twenty (20) years of service.
1.5 Twenty-five (25) years of service.
1.6 Employees retiring from the School.
Service is simply defined as being under contract with the School.

2. The School supports and encourages the nomination of teachers for local, provincial
and national recognition awards.

3. Awards will be presented annually at an official function of the Charter Board and
staff.
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Manual Employee Resignations
APPROVED: September 2014

Page 1 of 1 AMENDED/REVIEWED:

LEGAL REFERENCE:

Section 36, 60, 61, 107, 108, 109, 113 School Act
Employment Standards Code

Background

The School requires that employees wishing to resign from the employ of the School do
so in accordance with the provisions of provincial statutes and administrative

procedures.

Procedures

1. The employee wishing to resign from employment with the School shall submit a
letter of resignation to the Superintendent specifying the last day of performance of

assigned duties.

2. Upon receiving a letter of resignation, the Superintendent shall:

2.1 Ensure that the period of notice given by the employee is in accord with the

conditions of employment;
2.2 If in accord, accept, in writing, the resignation; and
2.3 Forward a copy of the letter accepting the resignation, to payroll personnel.
If, upon receiving a letter of resignation, the Superintendent believes that the period

of notice does not comply with the conditions of employment, the Superintendent
may:

3.1 Require of the employee the appropriate period of notice; or

3.2 Accept the resignation as offered; and

3.3 Forward a copy of the letter accepting the resignation, to payroll personnel.

In the event an employee is absent from work for undisclosed reasons for a period of

five (5) consecutive days, the position will be considered abandoned and therefore
vacant.
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Administrative Administrative Procedure 417
Procedures
Manual
Support Staff Growth,
Supervision and Evaluation
Approved: May 2016
Page 1 of 3 AMENDED/REVIEWED:
LEGAL REFERENCE: School Act s. 117
Freedom of Information and Protection of Privacy Act
Personal Information Protection Act
Background:

Supervision and evaluation of support staff contributes to performance growth and the continuous
i mprovement of the operShoolons of the Calgary Girl s

All support staff are expected to participate in career-long learning based on self-reflection and
feedback from performance evaluations. Ongoing supervision ensures that support staff meetsthe
expectations of the Administrative Procedures, organizational processes, and the distinctive
requirements of the Charter.

The procedures noted below do not restrict the Superintendent, Principal or designates from taking
disciplinary action as appropriate when they have reasonable grounds to believe the actions or
practices of a support staff member endanger the safety of students, constitute a neglect of duty, a
breach of trust, or a refusal to obey a lawful order of the Board.

Procedures:

A. Support Staff Growth

1. Each support staff member will prepare an annual Performance Improvement Plan (PIP) that
aligns with the priorities of the Three Year Education Plan for CGS. The acronym S.M.A.R.T
represents the components of the plan: specific, meaningful, action-oriented, realistic and
timely.

2. A PIP is expected to reflect goals based on self-assessment of the learning needs of the
individual staff member and feedback from performance evaluations.

3. To support long-range goals, a PIP can be a three (3) year plan, provided it is updated
annually.

4. Support staff members who request Merit Funds or other support to attend a workshop or
training that requires an absence from the regular work place shall make the request to their
supervisor. Once approval is given, the supervisor will make every effort to honor the request.

5. Support staff shall submit their annual Performance Improvement Plans for review and
approval to their supervisor by October 15 or a later date if communicated in writing by the
supervisor. Prior to the end of the school year, each support staff member will meet with
his/her supervisor to review implementation of the PIP and to consider possibilities for the next
year.
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6. The PIP does not inform any part of the evaluation of a support staff member except to note

that the individual has or has not complied with the PIP procedures. The supervisor may
identify behaviors or practices that may require evaluation in accordance with these
Procedures and/or the distinctive characteristics of the CGS and its charter, provided thatthe
information identified is based on information or observations other than the support staff

member 6s Performance | mprovement Pl an.

B. Supervision:

1.

2.

Supervision involves a range of processes designed to ensure quality practice and
professional behavior from support staff.

Supervision includes activities such as providing support and guidance to ensure staff are
familiarity with their responsibilities, the distinctive characteristics of the CGS charter, and the
Administrative Procedures of the organization. Supervision also includes observing and
receiving information from any source about the quality of practice and professional behavior,
and identifying behaviors or practices that for any reason may require an evaluation.
Supervisors are expected to provide ongoing communication with support staff about their
performance. Supervisors are expected to review, approve and provide guide, assistance and
reasonable support for the staff member to achieve his/her Performance Improvement Plan.
When the parent, student, or colleagues expresses a concern about a support staff member,
the supervisor may arrange for the person with the concern to discuss the matter withthe
support staff member and if the matter remains unresolved, attempt to deal with the situation
through mediation, an investigation, or focused supervision. If an investigation or focused
supervision leads the supervisor to believe the support staff member may not be meeting
expectations, the Administrative Procedures, and/or requirements of the charter, the
supervisor may initiate an evaluation process and/or disciplinary action to address the
concern.

C. Evaluation:

1. The evaluation of a support staff member may be conducted when information is needed to
support a specific employment decision, to assess growth in practice in areas identified by aprevious
evaluation, to meet the expectations of a formal reporting cycle, or whenever the supervisor has
reason to believe the performance of the support staff member may not meet the expectations ofthe
Administrative Procedures or Charter; or when requested by the staff member.
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2. Support staff members will be notified in advance when an evaluation will take place. The formal
reporting cycle requires evaluations within six (6) months of beginning employment and within six (6)
months of a significant change in employment duties and responsibilities. Afterwards, the formal
review cycle is no less than every three (3) years.

3. A support staff evaluation (see appendixes for guides and tools) includes an overview ofthe
evaluation context, identification of the significant strengths of the support staff member, and
recommendations for improvement.

4. The support staff member and his/her supervisor must sign all evaluation reports. The signature
does not mean the support staff member is in agreement, but indicates that he/she received the
document, was provided an opportunity to discuss the contents, was advised of the opportunity to
append additional comments, and advised of the right to request a review by the Superintendentto
ensure compliance with these Procedures. A copy of the evaluation will be provided to the support
staff member being evaluated and to the supervisor. The original signed report shall be placed inthe
support staff employee file held at the Office of the Superintendent.

5. Arequest for the Superintendent to review an evaluation shall be made within ten (10) calendar

days of the support staff member receiving the evaluation report and will outline in writing the support
staff memberds reasons for the request. Uporher ece
support staff memberdés evaluation, a revi ewithinwi | |
21 calendar days.

i\
b e
6. Support staff members on contracts of six months or more will be evaluated during the term of their

contract in accordance with this Procedure.
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SMART Goals

What do you want to
achieve in your area of
focus?

Why is this goal
important to you?

What steps will you take
to achieve it?

Action Oriented

How do you know that
Realistic you can achieve this
goal?

By when do you want to
achieve this goal?

Note:

AMO in SMART goals can also represen(erfdmaacas ur abl e . ¢
outcomes) rather than strategies. For example, reading a book could be a strategy (not a goal) for

learning more about how to make data-informed decisions. The measure needs to consider the

number of times (rarely, occasionally, frequently) data is gathered in order to inform a decision before

reading the book compared to after reading it.

AA0O in SMART goals speaks to actions. When abedef i ne
absent from his/her regular duties and to access Merit Funds or other CGS resources for professional
development, the supervisor must give consent. Supervisors have a responsibility to support plans

and strategies once they have given their approval.
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Appendix B Support Staff Performance Review

Employee Name:

Title and/or Role Description:

The Support Staff Performance Review is intended for use in assessing skills and

behaviors demonstrated in the wor kfdhalce by empl c
The document should be completed by the Supervisor and signed by an Administrator (if
Supervisor is not also the Administrator).
A performance review shall be completed in the following circumstances:
a) within six months of commencing employment
b) when an employee transfers to a new position
c) upon request from by the employee
d) when an administrator believes a Performance Review is warranted
A performance review shall be conducted at least once every three years forevery
member of support staff.
Instructions:
Reflect upon each Performance Area and the representative skills or behaviours
included as exampl es. Us e a perfamdacet o i ndi cate t he

Meets Expectations i the employee consistently meets the requirements of the position;
or, Does not Meet Expectations T the employee does not consistently meet the
requirements of the position. Written comments should be included for the purpose of
explanation or illustration.
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1. Technical Skills

Performance Area: Knowledge and Expertise

Representative skills:

1 Demonstrates knowledge of job functions

1 Demonstrates technical expertise
1 Makes sound decisions

Meets Expectations

Does not Meet Expectations

Comments:

Performance Area: Quality of Work

Representative skills:
91 Demonstrates attention to detail
1 Demonstrates accuracy
91 Displays a high standard of work

Meets Expectations

Does not Meet Expectations

Comments:
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Performance Area: Quality of Work

Representative skills:
9 Sets priorities
9 Uses time productively
1 Works efficiently

Meets Expectations

Does not Meet Expectations

Comments:

Performance Area: Analysis and Problem Solving Skills

Representative skills:
1 Anticipates needs
1 Exercises sound judgment
9 Overcomes obstacles
9 Displays decisiveness

Meets Expectations

Does not Meet Expectations

Comments:
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Performance Area: Communication Skills

Representative skills:
9 Listens well
1 Expresses ideas clearly in written and oral form
1 Communicates effectively
I Maintains confidentiality

Meets Expectations

Does not Meet Expectations

Comments:

2. Behavior Characteristics

Performance Area: Reliability

Representative skills:
1 Follows through on commitments and job responsibilities
9 Follows instructions and established procedures ( AP 6 s )
9 Demonstrates accountability

Meets Expectations

Does not Meet Expectations

Comments:
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Performance Area: Interpersonal Skills

Representative skills:
1 Maintains a positive attitude
1 Works effectively with co-workers
9 Accepts direction from supervisors

Meets Expectations

Does not Meet Expectations

Comments:

Performance Area: Initiative

Representative skills:
1 Recognizes and acts upon opportunities
1 Works independently
i Participates in training and development activities

Meets Expectations

Does not Meet Expectations

Comments:
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Performance Area: Attendance anBunctuality

Representativeskills:

1 Maintains an acceptable record acdittendance

1 Arrives and departs on time

MeetsExpectations

Does not MeeExpectations

Comments:

Performance AreaAdaptability

Representativeskills:
1 Demonstratesflexibility

1 Adjusts to changes in procedures, protocols and workingpnditions

1 Accepts newresponsibilities

1 Performs effectively underpressure

)

MeetsExpectations

Does not MeeExpectations

Comments:
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Performance Area: Leadership

Representative skills:
1 Earns respect from peers
1 Encourages and inspires co-workers
1 Leads by example

9 Delegates tasks effectively (if applicable)

Meets Expectations

Does not Meet Expectations

Comments:
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3. Supplementary Comments:

Skills or behaviors recommended for focus:

General observations:

Super vSighaured s

Emp | o ySgeature:

Date:

Notes:
Original to Superintendent 6semplédyéei ce, copies t o0 s

The employeeds signhature does not signdture at e agr ece
indicates he/she was presented with a copy, provided an opportunity for discussion

about the contents, advised of his/her right to ask for a review by the Superintendent,

and provided opportunity for an addendum. The addendum does not alter the evaluation,

but does contain any points the employee wishes to note along withthes uper vi sor 6s
evaluation.
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Support Staff Evaluation Form: Rubric Based

Performance Criteria

(Please see Support Staff Evaluation Rubric)
Performance standards are either expressed or
implied as an integral part of support staff job
descriptions/responsibilities.

e ¢

N

. DEPENDABILITY
(Demonstrates commitment to demands of the job;

Meets deadlines)

ATTITUDE
(Flexible, respectful, cooperative)

. INITIATIVE

(Self-motivated, resourceful; independent)

. JUDGEMENT

(Uses discretion, respects confidentiality)

FOLLOWS CHAIN OF COMMAND

TEAMWORK

. JOB KNOWLEDGE

PROFESSIONAL GROWTH

OVERALL EVALUATION

10. ATTENDANCE

Performance Level
(Please check appropriate box)

4 = Significant Strength
3 = Proficient

2 = Basic

1 = Area of Concern

O
O
O
O

o o o o o o o o
o o o o o o o O
o o o o o o o O
o o o o o o o O

Satisfactory [_] Unsatisfactory []
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Evaluator's Comments:

Insert comments here:

Employee’s Comments:

Insert comments here:

Signature of Supervisor

Signature of Support Staff Member

Date:

Note:

Supervisor must send the original to the Office of the Superintendent and ensures that a copy is

provided to the support staff member.

The support staff member’s signature does not indicate agreement or disagreement with the
evaluation. The signature indicates that the support staff member was presented a copy of the
evaluation, provided an opportunity to discuss its contents, advised of the right to ask the
Superintendent for a formal review of the evaluation process to ensure compliance with the
Administrative Procedure, and notified of the opportunity to include a written addendum with the
employee’s comments. The addendum does not change the evaluation.
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