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Background 
 

The Calgary Girls Charter School employs personnel who are committed to the vision, 
mission, values and beliefs of the organization. Professional behaviour, exemplary 
c h a r a c t e r , 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 CGCS 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 policies and administrative procedures related to hiring. 

 
5. The School will accept and considers applications for employment from a member of 

an employee’s immediate family or household, or an employee’s close friend 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. 

 
6. 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) 

 
7. The Superintendent will form a hiring committee to interview and select the most 

suitable candidate for a position with the Calgary Girls Charter School. 
 

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 for the School’s 
announcement of the candidate selected for the position. 

 
8. 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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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, CGCS 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 relative’s employment, transfer, performance evaluation, salary 
administration, promotion or any other employment-related decision. 

 
The Calgary Girls Charter School 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 
employee’s 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 the purpose of this procedure, the term “relative” or “relative- 
relationship” shall include: relationships established by blood, marriage, or legal action. 
Examples include the employee’s spouse, mother, father, son, daughter, sister, brother, 
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 partners (a person with whom the employee’s life is 
interdependent and who shares a common residence) and a son or daughter of an 
employee’s domestic partner. 

 
The term “close friend” refers to an individual who is known to the employee and as a 
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 outside of work would be deemed “close friend” for the purposes 
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. 

 
2. 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. 

 
3. 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. 

 
4. No employee relationship covered by the Administrative Procedure will be permitted, 

(e.g. a relative 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. 

 
5. 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. 

 
6. The Superintendent will assess the situation and determine the necessary steps to 

resolve any real or perceived conflict of interest. 
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Background 
 

The School maintains secure, confidential personnel records to meet its operational 
information needs and to comply with legal requirements. Information contained in the 
employee’s personnel 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 – 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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Background 
 

Calgary Girls Charter School staff will be compensated in a fair and fiscally responsible 
manner 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 teacher’s 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 CGCS 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 
plan for employees of the Calgary Girls Charter School. 
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Background 
 

Merit pay is one of the innovations identified in the Calgary Girls Charter School 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: 

• 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; 

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

• Individual professional growth influences and benefits the community’s 
professional practice; 

• The School’s organization for instruction reflects the values of leadership, 
scholarship and service; 

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

• 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); 

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

• The merit pay process supports reflective practice; it is seen to be instructive and 
not destructive. 
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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 employee’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 Charter’s emphasis on the education of girls must 
inform the Professional Growth Plan or Practice Growth Plan. 

1.2 The employee’s supervisor will meet annually with each employee to review 
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 the Principal or the employee’s supervisor. 

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 practice. 

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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2.1 The employee’s supervisor is responsible for ensuring the PGP shows clear 
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 The merit pay allocation is pro-rated on full time equivalency. 

3.2 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. 

3.3 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 Purchase professional journals, books, apps 

4.2 Enroll in university coursework 

4.3 Attend conferences, seminars and workshops 

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

4.5 Acquire classroom resources 

4.6 Invite experts to the School 

4.7 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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Background 
 
The Calgary Girls Charter School provides a positive, supportive environment for 
employees and is committed to high standards of ethical and accountable conduct. All 
employees are responsible for knowing, understanding and complying with this 
Administrative Procedure which serves the following purposes:  
 
• Facilitate the disclosure and investigation of significant and serious matters that an 

employee believes may be unlawful, dangerous to the public, or injurious to the public 
interest.   

• Manage, investigate and make recommendations respecting disclosures of 
wrongdoing and reprisals. 

• Identify the processes and accountabilities for employees for reporting and 
investigating wrong doing within the organization. 

• Protect employees from reprisal for making a disclosure. 
• Promote public confidence in the administration of the Calgary Girls Charter School.  
 
Definition of Wrongdoing: Wrongdoing means an act that falls into one or more of the following 
areas: contravention of an act or a regulation of Alberta or Canada; an act or omission that 
creates: a substantial or specific danger to the life, health or safety of individuals other than a 
danger that is inherent in the performance of duties or functions of the employee or a 
substantial or specific danger to the environment; gross mismanagement of public funds or a 
public asset; or knowingly directing or counseling an individual to commit a wrongdoing defined 
above.   
 
Procedures 
 
A. Roles and Responsibilities 
 
1. The Superintendent is the Chief Officer as outlined in the Public Interest Disclosure 

Act. The Superintendent must establish and maintain, in accordance with the Act, 
written procedures for managing and investigating disclosures; approve 
recommendations resulting from investigations; fulfill the annual reporting 
requirements; and ensure employee awareness of the Act, this Administrative 
Procedure, and disclosure procedures.  
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2. The Secretary Treasurer is the Designated Officer and will manage and investigate 

disclosures in accordance with the Act. The authority and discretion to determine the nature 
and scope of the investigative process rests with the Designated Officer who acts as a 
neutral party to process internal reports of wrongdoing. This includes:  

 
2.1 providing advice on this Administrative Procedure; 
2.2 assisting employees who wish to report a suspected wrongdoing;  
2.3 receiving and processing reports of suspected wrongdoing;  
2.4 assessing reports of suspected wrongdoing and determining if there are sufficient 

grounds to warrant further action;  
2.5 determining what actions must be taken to address the suspected wrongdoing; 

including providing a report to the Superintendent or to outside law enforcement, 
where necessary;  

2.6 implementing measures to protect employees who report suspected wrongdoing in 
good faith from reprisals;  

2.7 implementing measures to protect employees who are witnesses or provide 
information in relation to a report of suspected wrongdoing from reprisals;  

2.8 making recommendations for consequences if a complaint or allegation is filed 
maliciously or in bad faith;  

2.9 keeping records of all complaints and allegations and any investigations or remedial 
action taken;  

2.10 referring any disclosure to the Public Interest Commissioner as soon as there is    
reason to believe that the matter relates to an imminent risk of a substantial or specific 
danger to the life, health or safety of individuals, or to the environment;  

2.11 referring a disclosure to another pubic entity;  
2.12 preparing an annual report on all disclosures.  

 
3. Supervisors are expected to ensure employees are aware of the process for reporting 

wrongdoing; be open and accessible to employees who express concerns about suspected 
wrongdoings; immediately upon receiving the report, refer the employee to the Designated 
Officer; cooperate with investigations; and protect employees who report suspected 
wrongdoings from reprisals. 

 
4. Employees shall participate in investigations as required and cooperate fully with the 

Designated Officer or any investigators appointed by the Designated Officer; make 
disclosures of wrongdoing in good faith in a timely manner; refrain from engaging in reprisal 
against an individual for making a report of wrongdoing or cooperating with an investigation 
of wrongdoing.  
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B. Reporting a Wrongdoing: This process does not normally apply to concerns and/ or 

complaints addressed through other regulations and processes including, but not limited 
to, grievance procedures and reporting procedures for workplace violence, harassment, 
Code of Conduct and occupational health and safety.   

 
1. An employee who perceives a wrongdoing has been committed or is about to be committed 

may seek advice from and or report the perceived wrongdoing to the Designated Officer or 
the Commissioner (Office of the Pubic Interest Commissioner). 
 

2. Should the disclosure be related to the Designated Officer, it may be reported to the 
Superintendent or the Commissioner; or, if related to the Superintendent it may be reported 
to the Board Chair or the Commissioner.  
 

3. A disclosure may be reported directly to the Commissioner if:  the disclosure is believed to 
be a matter of imminent risk of a substantial or specific nature to the life, health or safety of 
individuals or to the environment, such that there is insufficient time to report to the 
Designated Officer; the disclosure involves the Superintendent or Designated Officer; the 
disclosure has been made and not resolved within the specified time periods or according 
to fair and impartial process; or the employee is not satisfied with the resolution of a 
completed investigation.   
 

4. All reports of wrong doing must be in writing and may be completed using the Public 
Disclosure Form found on the Alberta Public Interest Commissioner website.  Reports may 
be submitted to the Designated Officer or Commissioner.   
 

5. Reports must be made in good faith, on a timely basis and based on reasonable grounds.  
Deliberately false or vexatious allegations are a serious offence and will be dealt with 
accordingly.   

 
C. Investigating a Wrongdoing: 
 
1. All disclosures received shall be appropriately reviewed and evaluated by the Designated 

Officer for possible investigation in accordance with this Administrative Procedure.  
 

2. The Designated Officer may consult with the Superintendent or Commissioner before 
launching an investigation. 
 

3. Information collected during the course of an investigation shall be kept confidential 
according to the limits outlined by the Act and the Procedure.  
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D. Communicating and Reporting: 
 
1. The Designated Officer shall in writing: 
 

1.1  Within five business days of receipt of the disclosure, acknowledge receipt to the 
disclosing employee. 

1.2  Within 10 business days of receipt of the disclosure, notify the disclosing employee 
of the decision as to whether an investigation is required. 

1.3 Within 110 business days of receipt of the disclosure, report the findings of the 
investigation to the Superintendent and the disclosing employee.1.4 Prepare a 
report for the Superintendent that includes the following details related to the 
investigation of each disclosure:  

 
a) date of report; 
b) executive summary; 
c) name of the person who made the disclosure of the wrongdoing; 
d) date the disclosure was received; 
e) a copy of the disclosures; 
f) date of acknowledgement of the receipt of the disclosure; 
g) date on which the Superintendent was advised; 
h) date, if any, of referral to the Commissioner or other agency; 
i) date of appointment of investigator; 
j) date investigation was commenced and completed; 
k) names of all persons interviewed; 
l) table of documentary and other evidence; 
m) time frame of investigation; 
n) findings of fact with reference to sources and rationale for the findings; 
o) all interview notes or transcript of recording (may be a reference to a digital 

repository); and 
p) recommendations of the Designated Officer regarding any corrective 

measures that should be taken by the Calgary Girls Charter School. 
 

2. The Superintendent may extend the time period for up to 30 business days for investigation 
and the provision of a report. 
 

3. Individuals engaged in the investigation of an alleged wrongdoing will not include any 
individuals who have potential, perceived, or real conflict of interest to the matter being 
investigated. 
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4. Information collected during the course of a disclosure investigation will be kept confidential 

according to the limits outlined in the Act.   
 

5. All employees who have knowledge of, or are participants in, an investigation pursuant to 
this Administrative Procedure shall keep confidential the details and results of the 
investigation.    
 

6. The Chief Officer will report annually to the Commissioner, and make available to the public, 
the following:  

 
a) number of inquiries; 
b) number of disclosures; 
c) number of investigations; and 
d) recommendations made. 
 

E. REPRISALS 
 
1. All complaints of reprisals should be made by the affected employee directly to the     

Commissioner. 
 

2. Reprisal against an employee who has disclosed a wrongdoing or who has cooperated in 
an investigation is grounds for disciplinary action and an offence subject to significant 
personal fines under the Act. 



Calgary Girls Charter School 
Administrative Procedures Manual 

September 2014 

 
 

 

Administrative 
Procedures 
Manual 

Administrative Procedure 404 
 

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 Health and Safety Act. For the most part, the Calgary Girls Charter School 
discourages employees from working alone. 

 
Definition 

 
U 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. In situations where employees are directed to work alone, the employee’s Supervisor 

shall ensure: 

1.1 That a safety assessment is conducted to identify and mitigate existing and/or 
potential hazards arising from the conditions of the employee’s place of work 
and from the circumstances inherent in working alone; 

1.2 An effective means of communication is established between the employee 
and persons capable of responding to the employee’s needs; and 

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. 



 

 

Administrative 
Procedures 
Manual 

Administrative Procedure 405 
 

Occupational Health and Safety 
 APPROVED: September 2014 

Page 1 of 4 AMENDED/REVIEWED: November 2018 
  

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

 

Background 
 
The Calgary Girls Charter School is committed to a health and safety program that 
protects staff, property and other workers who enter the premises operated by the Calgary 
Girls Charter School, the general public and the environment. The commitment to safety 
is in accordance with the standards outlined in the Alberta Occupational Health and Safety 
legislation.  
 
The objective is to prevent injuries and property damage in all work execution and 
operations.  This is achievable by creating a work atmosphere in which health and safety 
is implemented in everyday operations.  All employees are responsible and accountable 
for the School’s health and safety performance and will participate in the health and safety 
program through Public Works. All employees are expected to be familiar with the 
requirements of the Alberta Occupational Health and Safety Act, Regulation and Code, 
the health and safety program as it relates to their work processes, and to practice safe work 
procedures at all times.      
 
Procedures 
 
1. All staff members and contractors who work for the Calgary Girls Charter School have 

the responsibility to ensure the health and safety of students, themselves and their 
colleagues. 

 
1.1. All CGCS personnel shall comply with the Occupational Health and Safety 

legislation.  
 

1.2. All CGCS personnel shall participate in the written health and safety program 
through Public Works and provide feedback for the formal review of this program 
which occurs at least every three years.  

1.3. All CGCS personnel shall comply with WHMIS (Workplace Hazardous Materials   
Information Systems) standards.  

1.4. All CGCS personnel shall complete a WHMIS course as assigned through the 
Public School Works program.  Every employee who is required to transport 
dangerous goods must take a TDG (Transportation of Dangerous Goods) 
training session.  

1.5. All contractors shall meet CGCS health and safety requirements and shall 
comply with all applicable Acts, regulations and codes.   

 
2. The primary consideration for supervisors and staff is the establishment and maintenance of 

safe working and learning conditions. 
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3. The Secretary Treasurer and Principal are responsible for:   

3.1. Implementing and enforcing established health and safety policies and 
procedures;  

3.2. Ensuring that safety and on-the-job training is provided when required; 

3.3. Ensuring that incidents (i.e., accidents, injuries, and near-misses) are 
investigated;  

3.4. Providing direction during emergencies at the worksite;  

3.5. Ensuring that contracted service providers are compliant with the School’s health 
and safety procedures;  

3.6. Reviewing and responding to recommendations made by the Health and Safety 
Committees at each site and/or Joint Work Place Health and Safety Committee 
and/or directives from the Superintendent dealing with employee safety.  Note:  
Employers with 20 or more workers at a work site are required to have a joint 
work site HSC and each site with 5-19 workers must have a representative).   

3.7. Ensuring that formal inspections are performed regularly. 

3.8. Reviewing and signing-off completed investigation, inspection and hazard 
reports;  

3.9. Following up to ensure that corrective actions stemming from incident 
investigations, inspections and hazard reports are completed.   

3.10. Knowing and understanding their responsibilities under the Alberta 
Occupational Health and Safety Act, Regulation and Code.  

3.11. Ensuring that each new employee receives a health and safety orientation;  

3.12. Leading by example (Principal will include Health and Safety as a standing item 
in the agendas for regular, monthly staff meetings).  

 
4. Employees are responsible for:  
 

4.1. Performing their duties and responsibilities in a safe and healthy manner; 

4.2. Wearing and maintaining prescribed safety equipment and personal protective 
equipment;  

4.3. Reporting to supervisors any substandard acts or conditions that may be of 
danger to themselves, other employees, and students;  

4.4. Refusing unsafe work;  
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4.5. Reporting to their supervisors all accidents, incidents, near misses and 
occupational illnesses;  

4.6. Participating in inspections and investigations when required; 
 

4.7. Knowing and understanding their responsibilities under the Alberta Occupational 
Health and Safety Act, Regulation, and Code; 

4.8. Knowing hazards in their work environment that may put them at risk of 
contracting a communicable disease.  Employees may choose to be immunized 
to reduce risk; and 

4.9. Employees are to follow safe handling procedures when dealing with body fluids. 
 

5. Contracted service providers are responsible for:  

5.1. Ensuring their employees are fully aware of Calgary Girls Charter School 
policies, procedures, codes of practice and all other applicable aspects of the 
health and safety program.  

5.2. Ensuring their employees have firm understanding and comply with the Alberta 
Occupational Health and Safety Act, Regulation and Code; 

5.3. Operating, at a minimum, according to the requirements of the School’s health 
and safety program;  

5.4. Cooperating fully with the School’s health and safety representatives with 
respect to health and safety audits, incident investigations, hazard assessments 
and reporting requirements; and  

5.5. Maintaining a strong commitment to health and safety of all their work execution 
and operations. 

 
6. In the event of a work-related accident, near-miss or illness the following steps are to 

be taken: 

6.1. All work-related accidents, injuries, and near-misses must be reported 
immediately to the Principal or supervisor; 

6.2. An accident or near-miss investigation, whether or not there is an injury, is to be 
undertaken to determine cause; and whenever possible, action is to be taken to 
prevent similar accidents or near-miss events. 

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

6.4. Providing employees with proper instruction and guidance in correct work 
procedures and providing safe tools, equipment and working conditions; 
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6.5. Providing proper protective equipment; 

6.6. Ensuring that any activities assigned to volunteers are reasonable considering 
the qualifications or lack thereof of those volunteers; and 

6.7. In a timely way, providing the Secretary-Treasurer with a copy of all accident and 
injury reports concerning employees or volunteers. 

 
7. The Secretary-Treasurer is responsible for: 

7.1. Securing coverage under the Workers’ Compensation Act for all eligible 
employees and volunteers. 

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

7.3. Notifying the Charter Board’s insurers of accident and injury reports when 
deemed necessary. 

 
8. Employees are responsible for: 

8.1. Reading and abiding by this administrative procedure; 

8.2. Working safely and carefully; and 

8.3. Correcting or reporting any unsafe practice or condition that he/she may 
observe. 

9. Contractors are responsible for: 

9.1. Following the procedures of the Calgary Girls Charter School or providing an 
acceptable safety plan of their own that addresses the safety of the contractor 
and his/her employees; 

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

9.3. Providing trained and qualified employees. 
 

10. Volunteers are responsible for: 

10.1. Working safely and carefully; and 

10.2. Correcting or reporting any unsafe practice or condition that he/she may 
observe. 
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[  ] Copy to Secretary-Treasurer 
[  ] Report to OHS Alberta Government 

 
Date:___________________________ 
 
Name of Person Completing this Form:  _________________________ 

 
Occupational Health and Safety Incident Investigation Report 

 
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) [  ] Property Damage     [  ] Production Loss      
[  ] 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 applicable): ______________________________________________________ 
 
2. Basic Information 
 
Date and time of incident: _____________________________________________________________ 
 
Location of incident: _________________________________________________________________ 
 
Name of employer:  __________________________________________________________________ 
 
3. Injured workers (if any) 
 
Name (worker #1): ___________________________________________________________________ 
 
Position/title:______________________________________________________________________ 
 
Nature of njury:______________________________________________________________________ 
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Severity:     [  ] Fatal     [  ] More than 2 days in hospital     [  ] Medical Aid 
 
       [  ] First Aid     [  ] Time lost from work     [  ] Permanent Disability 
 
Name (worker #2)____________________________________________________________________ 
 
Position/title:_______________________________________________________________________ 
 
Nature of Injury:_____________________________________________________________________ 
 
Severity:     [  ] Fatal     [  ] More than 2 days in hospital     [  ] Medical Aid 
 
       [  ] First Aid     [  ] Time lost from work     [  ] Permanent Disability 
 
4. Witnesses (if any) 
 
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 

 
 
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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7. Corrective Actions (What can be done to prevent a similar incident from occurring in 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.) 
 

 
 
8. Investigation Team 
 
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. 
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Figure 1: Sample Incident Cause Analysis Model 
 
 
 
 

 
 

 

 
 

 
 
 
 

 
 
 
To learn the basics of how to conduct an incident investigation, complete the Incident Investigation 
eLearning program at http://employment.alberta.ca/whs/learning/Incident/Incident.htm 
 
Sketch, diagram or photos of incident scene. 

 
 
  

Incident 

Unsafe Act Unsafe Condition 

People Work 
Process/Task 

Material Environment 

Direct Cause 

Indirect 
Cause 

Management Systems 
Root Cause 

http://employment.alberta.ca/whs/learning/Incident/Incident.htm
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Witness Statement Form 
 
1. Basic Information 
 
Name of Witness: ____________________________________________________________________ 
 
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 it is helpful to show 
where you were in comparison to the incident location.) 
 

 
 
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. 
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Name of Witness: __________________________________ 

 
Statement of observations and facts, continued 
 
Describe what you saw, heard, smelled, felt or tasted immediately after the incident. 
 

 
 
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 
• Occupational Health and Safety Act, Regulation and Code www.qp.gov.ab.ca 
• http://employment.alberta.ca/whs-o 

 

 

 

http://www.worksafely.org/
http://www.qp.gov.ab.ca/
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Background:  
The Calgary Girls School holds its staff members to a high standard of ethical conduct.  This 
administrative procedure is intended to outline general guidelines for conduct and a process 
for reporting allegations of misconduct.  In every situation and circumstance, staff are 
expected to conduct themselves in honourable ways and to exercise common sense, good 
judgment and discretion.  Staff are expected to adhere to all Board Policies and 
Administrative Procedures and to support a safe, welcoming and caring environment.  
 
Procedures:  
 
1. General 

 
1.1. Staff members shall adhere to all the policies and administrative procedures of 

the Calgary Girls Charter School and not knowingly violate their contracts of 
employment or any legal agreement between the School and an outside 
agency. 
 

1.2. Staff members shall be respectful in all their interactions with students, parents, 
community members, other employees and contractors. 
  

1.3. Staff members shall conduct their employment responsibilities in an honest, 
faithful and diligent manner.  
 

1.4. Private endeavours must not provide the appearance of an opportunity for 
wrongdoing or unethical conduct.  Private endeavours include aspects of a staff 
member’s activity outside those connected with official School duties.  These 
may include:  financial interest, paid and unpaid activities beyond official duty; 
and relationships with third parties who may be employed by, doing business 
with, or seeking employment or benefits with the Calgary Girls Charter School.  
 

1.5. Staff members shall disclose to their supervisor/principal any financial, business 
or commercial interest which may conflict with their duty to the Calgary Girls 
Charter School or the proper execution of their duties.  Where potential conflict 
is identified by the supervisor, the matter will be forwarded to the Superintendent 
for review.   
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1.6. These principles are intended to complement any Code of Ethics that a staff 
member would follow because of membership or affiliation with a professional 
association.  

 
2. Roles and Responsibilities  

 
2.1. All staff members are responsible for adhering to the Staff Code of Conduct.   

 
2.2. The Superintendent or designate is responsible for compliance with the policy and 

reviews any investigative report and accompanying responses to determine what, 
if any action is to be taken.  
 

2.3. The Principal or supervisor is responsible for ensuring staff are informed about 
the Code of Conduct.  
 

2.4. The Principal or supervisor is responsible for managing complaints, including 
providing information to parties and arranging for investigations.   
 

2.5. All staff members shall conduct themselves in and out of school in a manner that 
does not discredit the teaching profession, or other staff of the School, and that 
does not exert a deleterious effect on students.  Nothing in this item shall restrict 
the private life of a teacher or other member of staff in matters that are unrelated 
to conduct or performance as a teacher or other staff member.   

 
3. Conflict of Interest 

 
3.1. Staff members of the Calgary Girls Charter School shall not without the prior 

approval of the Superintendent or designate:  
 

a) use information or materials belonging to the School to gain financial benefit 
either directly or indirectly;  

b) enter into a contract with the School, either personally or through a third party;   
c) canvass other staff or students on behalf of an organization which he or she 

represents; 
d) use any other process or procedure that brings material advantages not 

otherwise available to the staff member.   



 

 

Administrative 
Procedures 
Manual 

Administrative Procedure 406 
 

Employee Code of 
Conduct 

 APPROVED: May 2018  
Page 3 of 6 AMENDED/REVIEWED:  

  
LEGAL REFERENCE: School Act, s. 18, 20,45,60,97,113 

Alberta Human Rights Act and the Canadian Human Rights Act 
Freedom of Information and Protection of Privacy Act 
Personal Information Act 
Teaching Profession Act  
Ministerial Order 001/2013 – Student Learning 
Ministerial Order 016/97 – Teaching Quality Standard 
Guide to Education ECS to Grade 12 
The Code of Professional Conduct ATA  
Individual Contract of Employment with CGCS   

 
 
4. Gifts, Payments and Rewards 

 
4.1. Staff members shall not accept a gift, payment, favour or service from any 

individual or organization in the course of their assigned duties if that gift, payment, 
favour or service:  
 
a) is other than a normal exchange of hospitality between people doing 

business, or 
b) affects the fair and unbiased evaluation or acquisition of the materials or 

services offered to the School.  
 

5. Use of Calgary Girls Charter School Property 
 
5.1. School property including equipment and material shall not be used for personal 

benefit or non-School purposes without prior approval of the Superintendent or 
designate. 
 

5.2. The Superintendent or designate may authorize the use of supplies or equipment 
by staff if they believe that such use will assist staff members in their assigned 
work.  Thus, it may be required that some staff regularly retain board-owned 
supplies or equipment in their possession.   
 

5.3. A written record of authorization of the use of supplies or equipment shall be 
maintained indicating time of release, the signature of the assigned user, and the 
date on which the item is returned.   
 

5.4. Staff members are responsible for exercising all reasonable care to prevent 
abuse, excessive wear, or loss of board-owned equipment or material entrusted 
to their care.   

 
6. Use of Time 

 
6.1. Staff members are expected to use work time for work purposes.  
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7. Employment External to the Calgary Girls Charter School 

 
7.1. If a staff member takes supplementary employment, including self-employment, it 

shall not:   
    
a) appear to be an official act or represent the opinion or positon of the School, 

or 
b) interfere with, negatively influence or affect the performance of duties for the 

School.  
 

7.2. Staff members who author or create print or non-print courseware, software or any 
other instructional or educational resource material are deemed to be the owners 
of this material only if the development of such material is not part of the staff 
member’s assigned duties and the materials are developed on the staff member’s 
own time and without the use of the School’s resources.  
 

7.3. Staff members are advised that they should seek approval from the principal or 
supervisor prior to the commencement of such work.  
 

7.4. Approval should also be obtained if any School resources are to be used in the 
development of the materials.   

 
8. Criminal Conduct  

 
8.1. Staff members shall be expected to notify the Superintendent of all criminal 

charges at the time the charge is issued.  
 

8.2. Conviction of any criminal offense may result in termination of employment with 
the School. 
 

8.3. Applicants for employment are required to disclose all criminal charges and 
convictions.  
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9. Respecting School as Community  

 
9.1. School is a community of learners and as such staff are expected to:   

 
a) place the best interests of students first and foremost; 
b) be reasonably accessible to students, parents and other staff members; 
c) use school resources in a responsible manner; 
d) support and provide appropriate mechanisms for involving students, parents 

and others in the learning community in the educational process.   
 

10.  Reporting of Allegations of Misconduct  
 

10.1. Any staff member who has reasonable grounds for believing another staff member 
has engaged in conduct that is dishonest, illegal, abusive or detrimental to the 
interests or reputation of the School shall report the conduct to Principal or the 
staff member’s immediate supervisor as soon as possible.  If the Principal or 
supervisor is the person whose conduct is a matter of concern, the staff member 
shall report the matter to the Superintendent.   

 
10.2. Any staff member who is contemplating an allegation against another staff 

member should seek advice from the Principal or supervisor on how to address 
the situation while ensuring compliance with this Administrative Procedure and 
other potentially relevant Code of Professional Conduct. 

 
10.3. Where conduct involves imminent threat or danger to any person or property of 

the School a staff member should report the conduct immediately.  
 

10.4. A staff member shall only make a report or allegation of misconduct in good faith.  
 

10.5. A supervisor or principal who receives a report or allegation of misconduct shall 
inform the Superintendent as soon as possible.  

10.6. The Superintendent shall determine the action to be taken. The Superintendent’s 
decision regarding the outcome of an investigation will be final.   

 
10.7. Any report or allegation concerning misconduct by the Superintendent shall be 

reported to the Board Chair.  
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11. Protection for Reporting an Allegation of Misconduct  

 
11.1. If an allegation is made in good faith, and is not found to be vexatious, the staff 

member making the allegation will not be disciplined, regardless of the outcome 
of the investigation.  
 

11.2. The staff member making the allegation and anyone who provides information will 
be protected from any form of retaliation related to their employment from either 
co-workers or supervisors under this policy.  
 

11.3. A staff member who has encountered retaliation may submit a complaint in writing 
within three months to the Principal, or Superintendent, or Board Chair.  
Communication of a complaint follows the progression of authority.  The staff 
member is to submit the complaint to the immediate supervisor unless the 
complaint concerns that individual.  In such a case, the complaint goes to the next 
person as per the progression of authority.  Teachers must be mindful of their 
responsibilities under the Code of Professional Conduct.   
 

11.4. The complaint will be investigated through a fair, impartial process.  
 

11.5. Any staff member who makes an allegation of misconduct that is not in good faith 
or who retaliates against a staff member for making a report of misconduct in good 
faith shall be subject to disciplinary action, up to and including termination.  
 

11.6. The Superintendent’s decision, or in the case of progression, the Board Chair’s 
decision shall be final.  

  



 

 

Administrative 
Procedures 
Manual 

Administrative Procedure 407 
 

Organizational 
Structure 

 APPROVED: December 2018  
Page 35 of 1 AMENDED/REVIEWED:  

  
LEGAL REFERENCE: School Act s. 60, 61, 96, 113, 116 and 117 

 
Background:  
A clear organizational structure supports efficient and effective operations.  A graphic 
representation is helpful in clarifying working relationships.  The organizational structure 
reflects differences in responsibility, accountability and authority for decision-making.   
 
Procedures:  

1. The Superintendent develops an organizational structure and communicates the 
structure to all employees. 

2. The structure outlines working relationships where each employee will have one 
supervisor. 

3. Direction shall follow the organizational structure. 
 
  

Board of Directors 

Superintendent 
Chief Executive Officer of the Board 

Chief Education Officer 

Executive Assistant 
Board Office 

Secretary Treasurer 
Chief Financial Officer 

Business Services 

Principal 
Instructional Services 

Payroll/Benefits & 
Accounting Administrator 

Technology 
Services (Contract) 

Facilities Services  
(Contract) 

Teachers and 
Support Staff 

Transportation 
Services (Contract) 

Vice Principals 
 

Transportation Coordinator 
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Background 
 
Recent legislative changes including the Fair and Family-Friendly Workplaces Act 
(2018) and the Employment Standards Amendment Regulation (2017) collectively 
modified the Employment Standards Code of Alberta. Changes to the Code include 
job-protected, unpaid leaves for up to the defined maximum time per year.  
 
Leaves are granted in accordance with the terms and provisions of relevant legislation 
including the School Act, individual contracts of employment, and the Board’s 
approved compensation. 
 
Employees are to send written requests for leave to the Superintendent.  Since a 
variety of personal circumstances may lead to an employee’s request for a leave of 
absence, the Superintendent will consider the available human and fiscal resources, 
as well as the impact on the school and its pupils, and may, as a result of these 
considerations, limit the length and number of leaves that may be granted when such 
leaves are beyond the provisions of the Code.  
 
Employees are required to provide as much notice as is reasonable and practicable 
in the circumstances of requesting leave.  An employee is entitled to the specified 
days of unpaid leave, but only to the extent that the leave is necessary. The employer 
may request supporting information such as a medical note indicating estimated time 
of return to work.   
 
Definition of Family Member 
 
The classes of person included in the definition of family member expanded in the 
Employment Standards Regulation (Part 5.1) s. 54.1 to include in some circumstances, 
spouses, common-law and interdependent partners, parents, grandparents, 
grandchildren, aunts, uncles, nieces, nephews, foster or former foster parents, wards and 
former wards, guardians or former guardians, and persons whether related by blood, 
adoption, marriage, or partnership who consider the employee to be like a close relative 
or whom the employee considers to be like a close relative, and any other person living 
with the employee as a member of the employee’s family.   
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Definitions of Paid and Unpaid Leave: The mandatory leaves defined by the Code are 
unpaid.  However, the employer may choose to grant paid leave. When a leave is unpaid, the 
daily cost is 1/200th of annual salary for certificated employees (teachers).  At the discretion  
of the Superintendent, this rate may be calculated as “at cost” which means at the daily rate 
for a substitute teacher whether or not a substitute teacher is employed to replace the 
teacher on unpaid leave.  
 
For all other salaried employees, the unpaid leave is at cost of one day’s pay for each day 
of the unpaid leave. In this circumstance, a day’s pay is calculated as the monthly 
salary / divided by the operational days of the school in that month (prorated for part 
time).   
  
Non-salaried employees do not include on their monthly time sheets, the hours they would 
have normally worked for those days on which they have been granted unpaid leave.    
 
Eligibility:  After an employee serves 90 days of continuous employment with the 
employer, the employee is eligible for job-protected, unpaid leave for up to the maximum 
time per year as defined by the Code. Employees are not entitled to carry forward any leave 
days, paid or unpaid, from year to year, nor will any leave days be paid out upon termination 
of employment.  
The job-protected leave, both paid and unpaid, for eligible employees is noted below.  
 
Procedures:  
 
1. Employees are eligible for unpaid, job protected leave for up to 16 weeks for long-

term personal sickness or injury; however, the Calgary Girls Charter School 
exceeds the provisions of the Code and provides paid long-term illness, injury and 
medical leave, prorated for full time equivalency, as follows:   

 
1.1. Non-certificated (non-teachers) salaried staff are eligible for up to 10 paid 

medical days in a school year as well as short or long-term disability in 
accordance with the benefits plan. 
 

1.2. Certificated (teachers) staff are eligible for up to 20 paid medical days in a 
school year and short or long-term disability in accordance with the benefits 
plan.   

2.  
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3. Employees are eligible for job protected leave for personal and family responsibility.  
While such leaves are unpaid, the employer provides paid leave in some 
circumstances:   

 
3.1. Personal sickness or short-term unpaid leave is granted up to five (5) days to 

care for a family member. 
  

3.2. Bereavement is granted as paid leave for up to five (5) days for a death in the 
family. Additionally, up to three (3) days paid leave may be granted when the 
employee is required to travel a significant distance in order to attend a 
memorial or other event associated with the bereavement.   
 

3.3. Major surgery paid leave is granted up to five (5) days when a family member 
undergoes major surgery (defined as a surgical procedure involving general 
and/or spinal anesthesia or respiratory assistance). 
 

3.4. Critical illness paid leave is granted up to five (5) days for critical illness 
(defined as a medical condition with a significant risk of death within 26 weeks) 
of an adult family member. 
 

3.5. Care for an ill or injured adult family member unpaid leave is granted for up to 
sixteen (16) weeks for employees who take time off to care for an ill or injured 
adult family member.   
 

3.6. Critical illness of a child unpaid leave is granted up to 36 weeks for parents of 
critically ill or injured children. 
 

3.7. Death or disappearance of a child unpaid leave is granted up to 52 weeks for 
employees whose child disappeared as a result of a crime, or up to 104 weeks 
if a child died as a result of a crime.   
 

3.8. Compassion care unpaid leave is granted up to 27 weeks for primary or non-
primary caregivers.   
 

Family emergency paid leave is granted for up to five (5) days.  A family emergency is 
defined as an urgent and unforeseen requirement to attend to  
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3.9. the emergency care of a family member.  Ongoing, foreseeable needs for child 
care including care during noncritical illnesses are not considered a family 
emergency for granting of paid leave.  

 
3.10. Domestic Violence unpaid leave is granted for up to ten (10) days for 

employees addressing a situation of domestic violence. 
 

4. Employees are eligible for leaves of absence in addition to the job-protected, 
unpaid leaves defined by the Code.  These leaves recognize that employees are 
expected to be at school whenever school is in session; however, this expectation 
may restrict an employee’s opportunity to participate in significant life events or 
cause undue stress in circumstances beyond the employee’s control.  Therefore,  

5. the following leaves may be granted at the Superintendent’s discretion:   
 

5.1. Graduation and Convocation leave:  An employee may be granted paid leave 
for one (1) full day with pay to attend the employee’s, or interdependent 
partner’s (common-law, spouse) or employee’s or interdependent partner’s 
child’s graduation or convocation ceremony from a high school or 
postsecondary program.  
 

5.2. Citizenship Ceremony Leave:  An employee is granted paid leave for a half 
day to attend a citizenship ceremony to receive a certificate of citizenship.  
 

5.3. Stranded Leave:  A teacher is granted leave at cost of substitute for the first 
three (3) days and unpaid (1/200th) leave beyond three (3) days when the 
employee is stranded and unable to report to the employee’s place of work due 
to conditions beyond the employee’s control. Non certificated, salaried 
employees are granted unpaid leave at cost of a day’s pay (defined above). 
Proof of circumstances may be requested by the Employer (e.g., record of flight 
delay or road closure). 
 

5.4. Observance of Religious Holy Day Leave:  A teacher is granted one day of 
leave at cost of substitute (thereafter unpaid leave at 1/200th). Non 
certificated, salaried employees are granted unpaid leave at the cost of a day’s 
pay in order to observe a Religious Holy Day.  
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5.5. Sporting or other Special Event:  A teacher may be granted unpaid leave for 
up to five (5) days in order to participate in special event, such as a provincial 
or national or international sports competition for which the employee has 
qualified. Such leave is for a maximum of five (5) days and is at cost of 
substitute or replacement personnel for the first three (3) days and 1/200th for 
any additional days. Non-certificated, salaried employees may be granted 
unpaid leave cost of a day’s pay for up to five (5) days.  
 

5.6. Service Organization:  A teacher (certificated employee) or salaried employee 
(non-certificated employee) may be granted leave of absence to attend a 
function sponsored by a service organization when the employee is a member 
of the organization and expected to attend. Such temporary leave is for a 
maximum of five (5) days.  For a teacher the leave is granted at cost of 
substitute (3) days and 1/200th for any additional days. Non-certificated, 
salaried employees may be granted unpaid leave at the cost of a day’s pay to 
the maximum five (5) days.  

 
5.7. Political Leave:  An employee may be granted leave of absence for up to three 

(3) months and no more than sixty (60) work days in order for the employee to 
seek a national, provincial, or local political office. Political leave is granted at 
cost of substitute teacher for the first three (3) days and at 1/200th for each day 
thereafter. Non-certificated, salaried employees may be granted unpaid leave 
at the cost of a day’s pay to the maximum of three months and no more than 
60 work days. An employee who is granted political leave may participate in 
the Employee Benefits program at no cost to the Employer.  

 
6. Long Term Unpaid General Leave of Absence for Continuing Contract Employees 

 
An employee who has been employed full or part time on a continuing contract (but 
not a temporary, interim or probationary contract) for at least fifty-two (52) consecutive 
weeks may apply by December 31 for a general unpaid leave of absence commencing 
September 1 or the beginning of the school year for a period of up to one (1) school 
year. The purpose of such leaves is to provide opportunity for long-serving employees 
to travel, participate in an education program, or take a needed rest break for a period 
of time. An employee’s written request to the Superintendent must specify the 
reason(s) for the leave.   
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6.1. At the discretion of the Superintendent, a leave may be granted.  If an 
extension is requested, it may be granted for no more than the subsequent 
school year and thus no more than two sequential years in total.   

 
6.2. In the main, an employee is ineligible for general leave if the purpose of the 

leave is to engage in employment with another employer.   
 

6.3. An employee who is granted general leave for one (1) school year or more, 
shall notify the Superintendent in writing by March 15 of the school year in 
which the leave occurs to confirm the employee’s decision to return to duties 
in the subsequent school year or to resign. An employee who is scheduled to 
return from general leave at any time other than the start of a new school year 
shall notify the Superintendent in writing at least sixty (60) days, and no later 
than May 31 in the year of the leave, prior to the intended return date confirming 
the employee’s decision to return to duties or to resign.  

 
6.4. If the employee on general leave of absence does not provide written 

notification of the employee’s intention to return to duties or to resign, the 
employee’s contract will be deemed terminated by mutual consent pursuant to 
Section 106 (2) of the School Act.   
 

6.5. When an employee is granted a general leave of absence and the employee 
elects to continue his/her participation in the Employee Benefits Plan, such 
participation is granted at no cost to the Board.   
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Background 

 
The Calgary Girls Charter School recognizes the importance of providing a leave of 
absence for 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 
or adoption leave for a mutually agreed upon period of time within the scope of the 
Alberta Employment Standards Code. Recent changes align with the federal 
Employment Insurance guidelines. The Code provides unpaid job protection for 
maternity leave.  

 
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. An employee who has worked full or 
part time continuously for at least one school year is entitled to the six (6) weeks of “top 
up” during the health-related portion of the maternity leave.    

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

 
Health-related portion shall be the period during which the employee is absent due 
to medical reasons that must be supported by medical certificates from the 
employee’s physician. 

 
Procedures 

 
1. Eligibility 

1.1 Employees with less than 90 days of employment may still be granted 
leave; however, the employer is not required to grant them leave.  
Employees who have been employed continuously with the same employer 
full or part time for at least 90 days are eligible for unpaid maternity and 
parental leave.  Employees who have been employed continuously full or 
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Employment Benefits or the “top up” during the six weeks of the health-
related portion of the maternity leave.   

1.2 Employers must grant maternity or parental leave to eligible employees and 
provide the same or an equivalent job when they return to work. 

1.3 Employers are not required to pay wages or benefits during maternity or 
parental leave, unless stated in an employment contract.   

2. Length of Maternity Leave  

2.1 Pregnant, eligible employees who have been employed full or part time on a 
continuing contract for at least one school year (52 weeks) are entitled to a 
maximum of sixteen (16) weeks of maternity leave. The number of weeks of 
leave exceed the Employment Insurance benefit by one week in recognition of 
the waiting period.   

2.2 A pregnant employee is to apply for maternity leave by submitting a request 
for leave in writing to the Superintendent 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 which she intends to commence maternity 
leave and the estimated date of delivery. The notice shall include a 
medical certificate stating the estimated date of delivery. 

2.3 Leave can start any time within the thirteen (13) weeks leading up to the 
estimated due date and no later than the date of birth.  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. 

2.4 If pregnancy interferes with the employee’s job performance during the twelve 
(12) weeks before the due date, employers can require that the employee 
begins maternity leave earlier by notifying the employee in writing.   

2.5 Birth mothers must take at least six (6) weeks after birth for health reasons, 
unless the employer agrees to an early return to duties, and the employee 
provides a medical certificate stating that the return will not endanger the 
mother’s health.   

2.6 Of the sixteen (16) weeks of maternity leave, six (6) weeks is considered 
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for 52 weeks (one year) are eligible for the Supplementary Employee Benefits 
often called the salary “top up” 

3.  Maternity Leave Supplementary Benefits 

3.1 An eligible employee who is on maternity leave shall receive 
Supplementary Employment Benefits that combined with short term 
disability is equivalent to 100% of weekly salary which is defined as annual 
salary divided by 52.  

3.2 If an employee chooses to participate in the Employment Insurance Benefits 
Program rather than the Short Term Disability Program then the supplementary 
employment benefits will be limited to the amount that would be paid by the 
employer if the employee elected Short Term Disability.   

3.3 The payment of Supplementary Employment Benefits commences on the date 
of the birth of the employee’s child and will continue for six (6) weeks during 
the health related portion of the maternity leave.  During the health-related 
portion of the maternity leave, the employee remains on the Employee Benefits 
Plan.   

3.4 An employee who wants to continue participation in the Employee Benefits 
Plan beyond the health-related portion of six (6) must provide notice at the 
same time maternity leave is requested and such participation is at no cost to 
the Board.   

4. Pregnancy Ending other than in Live Birth 

4.1 If a pregnancy ends in a miscarriage or stillbirth within 16 weeks of the 
estimated due date, the employee is entitled to maternity leave but is not 
entitled to parental leave. The leave will end 16 weeks after it begins.  

 
5. Parental Leave 

 
5.1 Employees are eligible for up to sixty-two (62) weeks of unpaid parental 

leave.  The number of weeks exceeds the Employment Insurance benefit 
length by one week in recognition of the waiting period.  Parental leave can 
be taken by:   
5.1.1 The birth mother immediately following the last day of maternity 

leave. 



 

 

5.1.2 The other parent.  
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5.1.3 Adoptive parents, or  
5.1.4 Both parents, shared between them.  

5.2 Leave can start any time after the birth or adoption of a child but must be 
completed within 78 weeks of the date the baby is born or placed with the 
parents.  

5.3 Parental leave may be taken by one (1) parent or shared between two 
(2) parents but shall not exceed sixty-two (62) weeks in total. 

5.4 If the Calgary Girls Charter School employs both parents, CGCS is not 
required to grant parental leave to more than one (1) parent at a time. 

5.5 The employee shall give at least six (6) weeks written notice of the date 
the employee will start parental leave unless: 
5.5.1 The medical condition of the birth mother or child make it 

impossible to comply with this requirement; or 

5.5.2 The date of the child’s placement with the adoptive parents was 
not foreseeable. 

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

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

5.8 An employee who intends to share parental leave must so advise the 
Calgary Girls Charter School. 

 
6. Resumption of Employment 

6.1 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. The 
Calgary Girls Charter School will: 

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



 

 

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

6.2 An employee who does not wish to resume employment after maternity 
or parental leave shall give the Calgary Girls Charter School at least four 
(4) weeks’ notice in writing of the intention to terminate employment. 

 
7. Common Provisions 

7.1 The Calgary Girls Charter School shall not terminate the employment of, or 
lay off, an employee who has started her maternity leave or is entitled to or 
has started parental leave. 

7.2 Employees on maternity, parental or adoption leave or parental leave may 
continue to participate in the benefits program (some restrictions apply) at 
no cost to the employer. 

7.3 The Calgary Girls Charter School will consider requests for an extension to 
maternity, parental or adoption leave on an individual basis. 

 
8. Paternity (Spousal) Leave 

8.1 Upon request to the Superintendent, an employee shall be granted three 
(3) days of paternity (spousal) leave with pay at the time of the birth of the 
employee’s child.  

8.2 The Paternity (spousal) leave days must be taken within two (2) weeks of: 
(a) the day of the birth, (b) the day the child is released from the hospital, or 
(c) the day the mother is released from the hospital. 
The employee may choose to take these days consecutively or separately.  

8.3 Consideration will be given to extending this leave with or without pay 
depending on the circumstance and at the discretion of the Superintendent.   

9. Adoption Leave  
9.1 An employee may be granted up to a maximum of three (3) days with pay for 

the purpose of completing necessary documentation and requirements relating 
to the adoption and receiving of a child.  

9.2 The employee shall advise the Superintendent, in writing, at least thirty (30) 
days prior to the date that the employee will commence adoption leave.  If the 
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employee cannot comply with the written notice due to unforeseeable 
circumstances, the employee must give written notice at the earliest possible 
date. Notice of the employee’s intention to continue participation in the benefits 
plan must be provided at the time adoption leave is requested.   
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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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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. 
 

3. 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. 
 

4. 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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Background: 

 
Supervision and evaluation of support staff contributes to performance growth and the continuous 
improvement of the operations of the Calgary Girls Charter School. 

 
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 meets the 
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 CGCS. 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 CGCS and its charter, provided that 
the information identified is based on information or observations other than the support staff 
member’s Performance Improvement Plan. 

 
B. Supervision: 

 
1. Supervision involves a range of processes designed to ensure quality practice and 

professional behavior from support staff. 
2. Supervision includes activities such as providing support and guidance to ensure staff are 

familiarity with their responsibilities, the distinctive characteristics of the CGCS 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. 

3. 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. 

4. 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 with the 
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 a previous 
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 of the 
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 of the 
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 Superintendent to 
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 in the 
support staff employee file held at the Office of the Superintendent. 

 
5. A request 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 member’s reasons for the request. Upon receiving a request for the Superintendent to review the 
support staff member’s evaluation, a review will be conducted and a written decision rendered within 
21 calendar days. 

 
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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Note: 
“M” in SMART goals can also represent “measurable.” Be sure to measure goals (performance 
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. 

 
“A” in SMART goals speaks to actions. When a defined action requires the support staff member to be 
absent from his/her regular duties and to access Merit Funds or other CGCS 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 workplace by employees of the Calgary Girls Charter 
School. 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 for every 
member of support staff. 

 
Instructions: 
Reflect upon each Performance Area and the representative skills or behaviours 
included as examples. Use a mark to indicate the employee’s performance. 
Meets Expectations – the employee consistently meets the requirements of the position; 
or, Does not Meet Expectations – 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: 

• Demonstrates knowledge of job functions 
• Demonstrates technical expertise 
• Makes sound decisions 

Meets Expectations  
Does not Meet Expectations  
Comments: 

 
Performance Area: Quality of Work 
Representative skills: 

• Demonstrates attention to detail 
• Demonstrates accuracy 
• Displays a high standard of work 

Meets Expectations  

Does not Meet Expectations  

Comments: 
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Performance Area: Quality of Work 
Representative skills: 

• Sets priorities 
• Uses time productively 
• Works efficiently 

Meets Expectations  
Does not Meet Expectations  
Comments: 

 
Performance Area: Analysis and Problem Solving Skills 
Representative skills: 

• Anticipates needs 
• Exercises sound judgment 
• Overcomes obstacles 
• Displays decisiveness 

Meets Expectations  
Does not Meet Expectations  
Comments: 
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Performance Area: Communication Skills 
Representative skills: 

• Listens well 
• Expresses ideas clearly in written and oral form 
• Communicates effectively 
• Maintains confidentiality 

Meets Expectations  
Does not Meet Expectations  
Comments: 

 
2. Behavior Characteristics 
Performance Area: Reliability 
Representative skills: 

• Follows through on commitments and job responsibilities 
• Follows instructions and established procedures (AP’s) 
• Demonstrates accountability 

Meets Expectations  
Does not Meet Expectations  
Comments: 
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Performance Area: Interpersonal Skills 
Representative skills: 

• Maintains a positive attitude 
• Works effectively with co-workers 
• Accepts direction from supervisors 

Meets Expectations  
Does not Meet Expectations  
Comments: 

 
Performance Area: Initiative 
Representative skills: 

• Recognizes and acts upon opportunities 
• Works independently 
• Participates in training and development activities 

Meets Expectations  
Does not Meet Expectations  
Comments: 
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Performance Area: Attendance and Punctuality 
Representative skills: 

• Maintains an acceptable record of attendance 
• Arrives and departs on time 

Meets Expectations  
Does not Meet Expectations  
Comments: 

 
Performance Area: Adaptability 
Representative skills: 

• Demonstrates flexibility 
• Adjusts to changes in procedures, protocols and working conditions 
• Accepts new responsibilities 
• Performs effectively under pressure 
 

Meets Expectations  
Does not Meet Expectations  
Comments: 
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Performance Area: Leadership 
Representative skills: 

• Earns respect from peers 
• Encourages and inspires co-workers 
• Leads by example 
• Delegates tasks effectively (if applicable) 

Meets Expectations  
Does not Meet Expectations  
Comments: 

 
1. Supplementary Comments: 
Skills or behaviors recommended for focus: 

 

General observations: 
 

 

Supervisor’s Signature:   
 
 

Employee’s Signature:     
 

Date:    
 
 

Notes: 
Original to Superintendent’s office, copies to supervisor and to employee. 
 
The employee’s signature does not indicate agreement or disagreement. The signature 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 with the 
supervisor’s evaluation 

 



 

 

 

Administrative 
Procedures 
Manual 

Administrative Procedure 417 

Appendix C 
Support Staff Growth, 

Supervision and Evaluation 
 Approved: May 2016 

Page 1 of 4 AMENDED/REVIEWED: 
  

LEGAL REFERENCE:  
 

 



 

 

 

Administrative 
Procedures 
Manual 

Administrative Procedure 417 

Appendix C 
Support Staff Growth, 

Supervision and Evaluation 
 Approved: May 2016 

Page 2 of 4 AMENDED/REVIEWED: 
  

LEGAL REFERENCE:  
 

 



 

 

 

Administrative 
Procedures 
Manual 

Administrative Procedure 417 

Appendix C 
Support Staff Growth, 

Supervision and Evaluation 
 Approved: May 2016 

Page 3 of 4 AMENDED/REVIEWED: 
  

LEGAL REFERENCE:  
 

 



 

 

 

Administrative 
Procedures 
Manual 

Administrative Procedure 417 

Appendix C 
Support Staff Growth, 

Supervision and Evaluation 
 Approved: May 2016 

Page 4 of 4 AMENDED/REVIEWED: 
  

LEGAL REFERENCE:  

 



Calgary Girls Charter School 
Administrative Procedures Manual 

September 2014 

 

 

 

Administrative 
Procedures 
Manual 

Administrative Procedure 421 
 

Supervision and 
Evaluation of Teachers 

 APPROVED:  September 2014 
Page 1 of 6 AMENDED/REVIEWED: February 2018 

  
LEGAL REFERENCE: Section 18, 20, 22, 39, 60, 61, 105, 106, 107, 109.1, 113 

School Act 
Freedom of Information and Protection of Privacy Act 
Personal Information Protection Act 
Teaching Profession Act 
Certification of Teachers Regulation 3/99 (Amended A.R. 

206/2001) 
Practice Review of Teachers Regulation 11/2010 
Ministerial Order 001/2013 – Student Learning 
Ministerial Order 016/97 – Teaching Quality Standard – 
Guide to Education ECS to Grade 12 
Practice Review Bylaws 

 

 
Background:  All teachers are expected to meet the Teaching Quality Standard.  In addition, 
teachers employed by the Calgary Girls Charter School are expected to support the unique 
Charter goals.  Supervision and evaluation of teachers supports ongoing professional growth, 
continuous improvement of learning, and professional decision-making that responds to the 
best interests of students.  
 
A. GENERAL  
 

1. All teachers are expected to meet the Teaching Quality Standard. 
2. Teachers should actively participate in planning, evaluating, and enhancing or 

improving their performance on a continuous basis.  
3. The Principal/Certificated Supervisor shall be responsible for the supervision of the staff 

member’s performance on an on-going basis.  Supervision shall provide: support and 
guidance to teachers, include observing and receiving information from any source 
about the quality of performance, and identify the behaviors or practices that for any 
reason may require an evaluation.  

4. Written evaluations of a teacher’s performance as related to the responsibilities and 
performance standards of the position shall be completed upon the written request of 
the teacher, for the purpose of gathering information related to a specific employment 
decision, for the purpose of assessing growth in specific areas of practice, and when 
the Principal/Certificated Supervisor has reason to believe through supervision that the 
teacher’s performance may not be meeting the Teaching Quality Standard.  

5. Principals/Certificated Supervisors shall be responsible for ensuring that the teacher 
receives a copy of all evaluation reports and for placing the original evaluation reports 
on the staff member’s personnel file.  Written evaluations shall be treated in confidence 
and access shall be in accordance with the requirements of the Freedom of Information 
and Protection of Privacy Act.   

6. A teacher may request a review of an evaluation process no later than 3 calendar days 
after the receipt of the evaluation report.  The request shall be in writing to the 
Superintendent.  The Superintendent or designate shall review the evaluation to 
determine if the process of evaluation by the Principal/Certificated Supervisor was 
conducted in accordance with the provisions of the Administrative Procedure. The 
results of the review shall be reported to the teacher in writing, no more than 30 calendar 
days from the time the request for the review is received.  There is no appeal from a 
review.   
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B. ANNUAL PROFESSIONAL GROWTH PLAN 
 

1. Teachers with probationary or continuing contracts (and those with temporary contracts 
that expect to exceed five months of the school year) are responsible for developing 
and implementing an annual growth plan.  

2. Unless the teacher agrees, the content of the annual professional growth plan shall not 
be used as part of an evaluation process. 

3. The annual professional growth plan is the property of the teacher and may be kept in 
a central school file for the duration of the school year.  The plan shall be returned to 
the teacher upon his/her request at the end of the school year.  

4. The annual professional growth plan shall be designed to improve practice.  The plan 
should be meaningful and related to the teacher’s current assignment.  For teachers on 
continuing contracts, the annual growth plan may also address career goals.  As such, 
the plan shall:  reflect the goals and objectives based on an assessment of learning 
needs by the individual teacher, show a demonstrable relationship to the Teaching 
Quality Standard, and, take into account the education plans of the school, the school 
authority, and the government.  

5. The annual professional growth plan shall be submitted in writing for review by October 
30 of each year or within 60 days of employment for teachers whose employment 
begins after September 30. The professional growth plan is submitted to the 
Principal/Certificated Supervisor or a group of teachers delegated by the 
Principal/Certificated Supervisor in consultation with the teacher.  

6. The annual professional growth plan may be a component of a long-term, multi-year 
plan and may also include a planned program of supervising a student teacher or 
mentoring a teacher.   

7. The annual growth plan shall include a goal/ objective statement(s), strategies for 
achieving the goal, indicators and measures of the achievement of the goal, an 
estimated timeline for completion or achievement of the goal.  

8. Each year, at a time specified by the Principal/Certificated Supervisor, the teacher shall 
provide the Principal/Certificated Supervisor (or the group of teachers delegated by the 
Principal/Certificated Supervisor with a summary reflection on: the degree of success 
in achieving the goal/objective(s), how the teacher’s professional practice has 
improved, how student learning has improved.   

9. The Principal/Certificated Supervisor or the group of designated teachers shall in 
consultation with the teacher, determine whether the staff member has completed the 
annual professional growth plan in compliance with Alberta Education and board policy.  
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10. The Principal/Certificated Supervisor may identify behaviors or practices that may 

require an evaluation provided that the information identified is based on a source other 
than information in the teacher’s professional growth plan.  

 
C.  TEACHER SUPERVISION  
 

1. Supervision of teachers by principals/certificated supervisors and/or designates is 
intended to assist teachers in meeting their professional responsibilities and to 
enhance teaching knowledge, skills and attributes that maximize student learning.  
Supervision is intended to be ongoing, supportive and collegial in nature. 

2. The supervision process shall provide support and guidance to teachers, include 
observations and information from any source about the quality of teaching a teacher 
provides, and identify behaviors that for any reason require an evaluation.  

3. As a result of information gathered through supervision, an ongoing concern about the 
teacher’s behaviour or practice arises, the Principal/Certificated Supervisor or 
designate shall work with the teacher to redress the concern.  

 
D.  TEACHER EVALUATION 
 

1.  Evaluation of a teacher by a Principal/Certificated Supervisor may be conducted upon 
the written request of a teacher, for the purposes of gathering information related to a 
specific employment decision, for the purposes of assessing growth in specific areas of 
practice, and whenever the Principal/Certificated Supervisor has reason to believe, on 
the basis of information received through supervision, that the teaching of the teacher 
may not meet the Teaching Quality Standard.  

2. A recommendation by the Principal/Certificated Supervisor regarding whether or not a 
teacher is to be issued a permanent, professional teaching certificate or be offered 
employment under a continuing contract shall be supported by the findings of two or 
more written evaluations.  

3. On initiating an evaluation, the Principal/ Certificated Supervisor shall:  meet with the 
teacher and communicate explicitly:  the reasons for and the purposes of the evaluation; 
the process, criteria and standards to be used, the timelines to be applied; and the 
possible outcomes of the evaluation. The Principal/Certificated Supervisor shall provide 
a written account of the meeting to the teacher.   
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4. Evaluations should consist of a minimum of two formal observations of a minimum of a 

full period and should be followed by a post observation conference between the 
Principal and the teacher.   

5. Upon the completion of the written evaluation, the Principal/Certificated Supervisor 
shall meet with the teacher to discuss the results of the evaluation.  

 
E. NOTICE OF REMEDIATION 
 

1. When the Principal/Certificated Supervisor determines, as a result of an evaluation, that 
a change in behaviour or practice of a teacher is required, the Principal/Certificated 
Supervisor shall provide to the teacher a notice of remediation that:  
a. describes all behaviors and practices that do not meet the Teaching Quality 

Standard; 
b. describes the expectations and indicators for acceptable performance;  
c. indicates the remediation strategies the teacher is advised to pursue; 
d. describes the supervision, monitoring and evaluation strategies the 

Principal/Certificated Supervisor shall employ to determine whether changes in 
practice have taken place; 

e. describes an applicable timeline including a date for an evaluation;  
f. indicates the consequences of not achieving the required changes including but not 

limited to the termination of a teacher’s contract of employment;  
g. replaces the obligation of the teacher to develop or implement an annual 

professional growth plan, until such time that the teacher’s behaviour or practices 
are deemed acceptable by the Principal/Certificated Teacher.   

   
2. The evaluation report shall include a determination that the teacher’s teaching meets 

or does not meet the Teaching Quality Standard.  
3. The Principal/Certificated Supervisor shall meet with the teacher to discuss the 

outcomes of the evaluation.  
4. If the Principal/Certificated Supervisor determines that the teacher’s teaching is 

meeting the Teaching Quality Standard, evaluation will cease.  
5. If the Principal/Certificated Supervisor determines that the teacher’s teaching does not 

meet the Teaching Quality Standard, then the Principal/Certificated Supervisor shall 
either:  provide the teacher with a revised remediation plan; consider other options in  
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accordance with board policy and administrative procedures; or recommend to the 
Superintendent, the termination of the teacher’s contract of employment. 
 

6. Should any timeline or period of time specified in the “notice of remediation” be 
interrupted for any reason other than a scheduled holiday or break, the timeline or 
period of time will be suspended for the duration of the interruption and will be reinstated 
on the date that the interruption ends.  A revised notice of remediation shall be issued.   

 
F.  EMPLOYEE CONDUCT:   
 

AP 421 Supervision and Evaluation of Teachers does not restrict:  
a. The Principal/Certificated Supervisor from recommending disciplinary or taking 

other action when the Principal/Certificated Supervisor has reasonable grounds for 
believing the actions or practices of a teacher employee endangers the safety of 
students, constitutes neglect of duty, or a breach of trust, or refusal to obey a lawful 
order of the school authority; or 

b. The Charter Board or the Superintendent from taking any action or exercising any 
right or power under the School Act.    
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REFERENCES 
Freedom of Information and Protection of Privacy Act 
Alberta Education Policy 2.1.5 – Accountability in Education Teacher Growth, Supervision and 
Evaluation 
Alberta Education – Ministerial Order 016/97 – Teaching Quality Practice Standard Applicable to the 
Provision of Basic Education in Alberta 
Alberta Education - Ministerial Order 001/2013  
School Act Sections 18 and 20  
Teaching Professional Act 
Certification of Teachers Regulation 11/2010 
Practice Review of Teacher Regulation 11/2010  
GOA, Department of Education, DRAFT Teaching Quality Standard, 2016  
http://www.lethsd.ab.ca/documents/general/Teaching%20Quality%20Standard%20-
%20Draft%202016%2003%2002.pdf 
Teacher Growth, Supervision and Evaluation Policy (2015) 
https://education.alberta.ca/media/1626684/tgse.pdf 
Professional Practice Standards (new standards take effect September 1, 2019 
Teaching Quality Standard https://education.alberta.ca/media/3739620/standardsdoc-tqs-_fa-web-
2018-01-17.pdf 
 
TOOLS:   
Teaching Quality Practice Standard Applicable to the Provision of Basic Education in Alberta  
https://education.alberta.ca/media/1626523/english-tqs-card-2013_3.pdf 
Code of Professional Conduct https://www.teachers.ab.ca/The-Teaching-
Profession/ProfessionalConduct/Pages/CodeofProfessionalConduct.aspx 
Professional Growth Plan Tools 
https://www.teachers.ab.ca/For%20Members/Professional%20Development/Teacher%20Professional
%20Growth/Pages/Teacher%20Professional%20Growth%20Plans.aspx 
Teaching Quality Standard Related to Permanent Certification (School Act Appendix, AB Education, 
2003) 
http://portfoliogrady.weebly.com/uploads/1/3/6/6/13667665/tool_1.1_teaching_quality_standard.pdf 
Tool for Recording Observations (sample only)  
https://sites.educ.ualberta.ca/staff/olenka.bilash/Best%20of%20Bilash/tqs%20for%20pd%20wbsite.pdf 
 
  
  

http://www.lethsd.ab.ca/documents/general/Teaching%20Quality%20Standard%20-%20Draft%202016%2003%2002.pdf
http://www.lethsd.ab.ca/documents/general/Teaching%20Quality%20Standard%20-%20Draft%202016%2003%2002.pdf
https://education.alberta.ca/media/1626684/tgse.pdf
https://education.alberta.ca/media/3739620/standardsdoc-tqs-_fa-web-2018-01-17.pdf
https://education.alberta.ca/media/3739620/standardsdoc-tqs-_fa-web-2018-01-17.pdf
https://education.alberta.ca/media/1626523/english-tqs-card-2013_3.pdf
https://www.teachers.ab.ca/The-Teaching-Profession/ProfessionalConduct/Pages/CodeofProfessionalConduct.aspx
https://www.teachers.ab.ca/The-Teaching-Profession/ProfessionalConduct/Pages/CodeofProfessionalConduct.aspx
https://www.teachers.ab.ca/For%20Members/Professional%20Development/Teacher%20Professional%20Growth/Pages/Teacher%20Professional%20Growth%20Plans.aspx
https://www.teachers.ab.ca/For%20Members/Professional%20Development/Teacher%20Professional%20Growth/Pages/Teacher%20Professional%20Growth%20Plans.aspx
http://portfoliogrady.weebly.com/uploads/1/3/6/6/13667665/tool_1.1_teaching_quality_standard.pdf
https://sites.educ.ualberta.ca/staff/olenka.bilash/Best%20of%20Bilash/tqs%20for%20pd%20wbsite.pdf
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Background 
 

The Calgary Girls Charter School recognizes that in order for an educational 
organization to grow, develop and prosper, all personnel must be involved in professional 
development designed to improve performance in all areas. Professional development 
contributes to the overall quality of education provided for students at CGCS. Professional 
development goals may be set by the employee and/or directed by the school authority 
in order to meet outcomes in the Three Year Education Plan. The employer provides 
financial resources and designates time in the annual calendar for professional 
development. 

 
Procedures 

 
1. The purpose of professional development is for teachers to: 

1.1 Engage in reflective practice and inquiry, 

1.2 Maintain, individually and collectively, a high standard of teaching practice, 

1.3 Remain current with educational trends, research and practice. 
 

2. An integrated program of teacher learning contributes to a collaborative professional 
culture in which teachers develop an understanding of instructional and organizational 
goals, instructional methods, continuous growth and improvement, problems, and 
solutions. A quality professional development program must be effective in 
developing teacher capacity and measurably impact both teacher and student 
learning. High quality, effective professional development is: 

2.1 Focused on helping teachers become more deeply immersed in subject 
matter and pedagogy; 

2.2 Curriculum-centered; 

2.3 Sustained, rigorous and relevant; and 

2.4 Directly linked to what teachers do in classrooms to support student learning. 
 

3. Teacher professional development is defined as a wide range of activities in which 
teachers participate individually or collectively to improve their professional practice 
and to enhance student learning. Professional development can include but is not 
limited to the following: 

3.1 Individual goal setting (annual PGP); 
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3.2 Courses, conferences and workshops; 

3.3 Visiting other schools (both within and outside of the Calgary Girls Charter 
School organization); 

3.4 Guest teachers in classrooms; 

3.5 Literature groups and study groups; 

3.6 Best practice review; 

3.7 Graduate studies; 
 

4. Professional development creates opportunities for collaborative planning, deepens 
philosophical and pedagogical understandings, expands teachers’ repertoires of 
instructional methods, and links teachers to other professionals within and outside of 
the organization. 

 
5. Implementation 

5.1 Each teacher will develop a Professional Growth Plan which is reviewed and 
revised at least annually. 

5.2 Individual professional goals and identified School goals will drive 
professional development. 

5.3 Individuals who attend courses and conferences are encouraged to share 
insights and ideas with others. 

5.4 Individuals may apply for school professional development funds. The 
allocation of such funds will be determined by the professional development 
committee, which will include the Principal. 

5.5 Annually, the Superintendent, in consultation with the Principal, will establish 
a professional development budget to meet the goals of the Three Year 
Education Plan. 

5.6 A professional development committee will be established annually to: 

5.6.1 Work on long-term planning for professional development. 

5.6.2 Bring forward recommendations to the Administrative Team to aid in 
designing, organizing, and supporting the professional development 
activities of the School. 
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5.7 All School professional development will be based on goals outlined in the 
Annual Education Plan, as well as the Charter, vision, mission, values and 
beliefs. 

5.8 The Superintendent will recommend to the Charter Board that provision be 
made for the inclusion of professional development funds in the annual School 
budget. 
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Each teacher employed by the Calgary Girls Charter School must prepare a  Professional 
Growth Plan and provide a copy to the Principal by the date established by the Principal, 
or no later than the end of October. 

 
A Professional Growth Plan: 

• Reflects action research based on assessment of learning needs by the 
individual teacher; 

• Demonstrates criteria based on the guidelines found in the Alberta Education’s 
Teaching Quality Standard and the Calgary Girls Charter School Model for 
Teacher Evaluation and Professional Growth; 

• Considers and links to the Three Year Education Plan of the school; and 

• Considers and links to the recommendations for teacher practice growth provided 
by the school leadership team through ongoing supervision. 

 
An annual teacher professional growth plan: 

• May be a component of a long-term, multi-year plan; 

• Incorporates action research supported by a literature review; and 

• Is supported by access to professional development funds in the form of merit 
pay and/or the school’s professional development budget. 

 

Professional growth plans can take many forms. They can be text or graphic. They can 
include mind maps or web formats. Whatever the format, the plan must demonstrate a 
relationship to the Teaching Quality Standard and the Calgary Girls Charter School 
Model for Evaluation and Professional Growth and include the following essential 
information: 

 
 

• Name 
• Dates 
• Goal(s) 
• Strategies 

• Timeline 
• Indicators or measures of success 
• Reflections and implications 
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Sample Professional Growth Plans (source: Alberta Teacher’s Association) 
 

Template 3.1: Annual Professional Growth Plan Incorporating Reflection 
Template 3.2: A Professional Growth Plan Incorporating the STP Process 
Template 3.3: Annual Professional Growth Plan Framework  
Template 3.4: Professional Growth Plan Framework Using the 5 W ’ s  
Template 3.5: Concept Map/Fishbone  
Template 3.6: A Professional Growth Plan Developed with a Community of Learners  

 
 

The following self-assessment tools may be used individually or in collaboration with 
teaching colleagues or school administrators. 

 
Self-Assessment  Tools  for Teachers 

 
Tool 2.1: My Personal Qualities as a Teacher  
Tool 2.2: My Subject Area Expertise   
Tool 2.3: My Professional Identity   
Tool 2.4: My Parent Communication Skills  
Tool 2.5: The Learning Environment  
Tool 2.6: How I Respond to Student Diversity  
Tool 2.7: My Student Assessment and Evaluation Strategies  
Tool 2.8: My Classroom Communication Strategies  
Tool 2.9: Using Technology for Teaching and Learning  
Tool 2.10: Teaching and Learning Resources   
Tool 2.11: Contributing to a Culture of Learning   
Tool 2.12: My Classroom Management  
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Background 
 

The Principal is the key instructional leader of the school who oversees the programming 
and instruction to ensure students have opportunity to meet the standards of education 
set by the Minister. The Principal supervises student learning and achievement and 
evaluates the teachers employed in the school. The Principal directs the management of 
the school, maintains order and discipline, and promotes cooperation between the school 
and the community it serves. 

 
Reporting to the Superintendent, the Principal is expected to commit to fulfilling the 
leadership dimensions contained in the Principal Quality Practice: 
https://education.alberta.ca/media/949129/principal-quality-practice-guideline-english-12feb09.pdf 

 
 

Procedures 
 

1. The Principal will develop and refine annually, a professional growth plan  that reflects 
a career-long commitment to the leadership dimensions in the Principal Quality 
Practice. 

 
2. The Principal’s performance review will conducted annually by the Superintendent. 

2.1 Input may be solicited from all constituent groups in the community. 

2.2 Input will include information from variety of sources including the Annual 
Education Results Report. 

 
3. The Principal will provide an action plan that reflects the finding of the review. 

3.1 Should there be major performance issues, these will be communicated in 
writing and a three (3) month time frame provided to address such issues 
with appropriate support provided. 

 
4. The approach to Principal supervision and performance will be consistent with that 

for teaching staff. 
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5. Alberta Education’s Principal Quality Practice (Appendix A) will direct the Principal’s 
work and professional growth plan. Tenets of this document are: 

5.1 Fostering effective relationships; 

5.2 Embodying visionary leadership; 

5.3 Leading a learning community; 

5.4 Providing instructional leadership; 

5.5 Developing and facilitating leadership; 

5.6 Managing school operations and resources; 

5.7 Understanding and responding to the larger societal context. 
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PRINCIPAL QUALITY PRACTICE AND LEADERSHIP DIMENSIONS 
 

Principal Quality Practice 
 

The principal is an accomplished teacher who practices quality leadership in the provision of 
opportunities for optimum learning and development of all students in the school. 

 
Principal Quality Practice applies to all formal school leaders, including assistant and vice principals. In 
accepting the legislated and school authority mandated leadership responsibilities, all school leaders are 
expected to commit to fulfilling the leadership dimensions contained in the PQPG throughout their careers. 
The leadership dimensions and their descriptors are interrelated and link to school leaders’ daily practice; 
however, they are not presented in rank order. Reasoned, evidence-based, professional judgment must be 
used to determine whether a school leader in a given context demonstrates these leadership dimensions. 

 
1. Leadership Dimension - Fostering Effective Relationships 

 
The principal builds trust and fosters positive working relationships, on the basis of appropriate values and 
ethical foundations, within the school community -- students, teachers and other staff, parents, school 
council and others who have an interest in the school. 

 
Descriptors 
The principal: 

a) acts with fairness, dignity and integrity 
b) demonstrates a sensitivity to and genuine caring for others and cultivates a climate of mutual 
respect 
c) promotes an inclusive school culture respecting and honouring diversity 
d) demonstrates responsibility for all students and acts in their best interests 
e) models and promotes open, inclusive dialogue 
f) uses effective communication, facilitation, and problem-solving skills 
g) supports processes for improving relationships and dealing with conflict within the school community 
h) adheres to professional standards of conduct. 
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2. Leadership Dimension - Embodying Visionary Leadership 
The principal collaboratively involves the school community in creating and sustaining shared school values, 
vision, mission and goals. 

 
Descriptors 
The principal: 

a) communicates and is guided by an educational philosophy based upon sound research, personal 
experience and reflection 
b) provides leadership in keeping with the school authority's vision and mission 
c) meaningfully engages the school community in identifying and addressing areas for school 
improvement 
d) ensures that planning, decision-making, and implementation strategies are based on a shared vision 
and an understanding of the school culture 
e) facilitates change and promotes innovation consistent with current and future school community 
needs 
f) analyzes a wide range of data to determine progress towards achieving school goals 
g) communicates and celebrates school accomplishments to inspire continuous growth. 

 
3. Leadership Dimension - Leading a Learning Community 

 
The principal nurtures and sustains a school culture that values and supports learning. 

 
Descriptors 
The principal: 

a) promotes and models life-long learning for students, teachers and other staff 
b) fosters a culture of high expectations for students, teachers and other staff 
c) promotes and facilitates meaningful professional development for teachers and other staff 
d) facilitates meaningful parental involvement and ensures they are informed about their child’s 
learning and development. 

 
4. Leadership Dimension - Providing Instructional Leadership 
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The principal ensures that all students have ongoing access to quality teaching and learning opportunities to 
meet the provincial goals ofeducation. 

 
Descriptors 
The principal: 

a) demonstrates a sound understanding of current pedagogy and curriculum 
b) implements strategies for addressing standards of student achievement 
c) ensures that student assessment and evaluation practices throughout the school are fair, 
appropriate and balanced 
d) implements effective supervision and evaluation to ensure that all teachers consistently meet the 
Alberta Teaching Quality Standard 
e) ensures that appropriate pedagogy is utilized in response to various dimensions of student diversity 
f) ensures that students have access to appropriate programming based on their individual learning 
needs 
g) recognizes the potential of new and emerging technologies, and enables their meaningful 
integration in support of teaching and learning 
h) ensures that teachers and other staff communicate and collaborate with parents and community 
agencies, where appropriate, to support student learning 
i) supports the use of community resources to enhance student learning. 

 
5. Leadership Dimension - Developing and Facilitating Leadership 

 
The principal promotes the development of leadership capacity within the school community –- students, 
teachers and other staff, parents, school council for the overall benefit of the school community and 
education system. 

 
Descriptors 
The principal: 

a) demonstrates informed decision making through open dialogue and consideration of multiple 
perspectives 
b) promotes team building and shared leadership among members of the school community 
c) facilitates meaningful involvement of the school community, where appropriate, in the school’s 
operation using collaborative and consultative decision-making strategies 
d) identifies and mentors teachers for future educational leadership roles. 
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6. Leadership Dimension - Managing School Operations and Resources 
 

The principal manages school operations and resources to ensure a safe and caring, and effective learning 
environment. 

 
Descriptors 
The principal: 

a) effectively plans, organizes and manages the human, physical and financial resources of the school 
and identifies the areas of need 
b) ensures that school operations align with legal frameworks such as: provincial legislation, regulation 
and policy; as well as school authority policy, directives and initiatives 
c) utilizes principles of teaching, learning and student development to guide management decisions 
and the organization of learning. 

 
7. Leadership Dimension - Understanding and Responding to the Larger Societal Context 

 
The principal understands and responds appropriately to the political, social, economic, legal and cultural 
contexts impacting the school. 

 
Descriptors 
The principal: 

a) advocates for the needs and interests of children and youth 
b) demonstrates a knowledge of local, national, and global issues and trends related to education 
c) assesses and responds to the unique and diverse community needs in the context of the school’s 
vision and mission 
d) advocates for the community’s support of the school and the larger education system. 
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1.    Fostering  Effective  Relationships 
The Principal builds trust and fosters positive working relationships, on the basis of appropriate 
values and ethical foundations, within the School community – students, teachers and other staff, 
parents, School Council and others who have an interest in the School. 
Descriptors 
The Principal: 

a) Acts with fairness, dignity and integrity. 
b) Demonstrates a sensitivity to and genuine caring for others and cultivates a climate of 

mutual respect. 
c) Promotes an inclusive school culture respecting and honouring diversity. 
d) Demonstrates responsibility for all students and acts in their best interests. 
e) Models and promotes open, inclusive dialogue. 
f) Uses effective communication, facilitation, and problem-solving skills. 
g) Supports processes for improving relationships and dealing with conflict within the School 

community. 
h) Adheres to professional standards of conduct. 

 
Indicators/Evidence 
1.   Student, Parents and Staff Satisfaction and School Climate. 
2.   Conflict resolution skills within the school community. 
3. Effective interpersonal communication skills and traits in the school community. Examples – 

parent, teacher, and student interviews, assemblies, school council, staff meetings). 
4. Strategies supporting an inclusive environment (comprehensive health plan, FNMI, examples 

of integration, pyramids of intervention, counsellor’s year plan). 
5.   Feedback from school staff. 
6.  Communication with School community (e.g.: newsletters, webpage, letters to parents). 

 
EVIDENCE EXCELLENT PROFICIENT 

1. Maintains a positive 
school climate 

Involves the school 
community in development 
and implementation of a plan 
to promote a positive school 
climate 

Works with the school staff 
to analyze school survey data 
related to school climate and 
to develop an effective plan to 
respond 
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2. Demonstrates effective 

conflict  resolution skills 
Effectively resolves conflict 
and demonstrates proactive 
conflict resolution skills that 
reduce future incidents 

Has skills and strategies to 
resolve conflict 

3.    Demonstrates  strong Demonstrates a variety of Demonstrates effective 
interpersonal effective interpersonal communicating  skills when 
communication  skills communication  skills and carrying out leadership roles 
(Examples – parent, strategies 
teacher, and student 
interviews, assemblies, 
School Council meetings, 
and staff meetings 

4.    Maintains an  inclusive Provides evidence that the Has  multiple,  varied and 
school  environment school community is an effective  processes and 
(comprehensive health inclusive  environment strategies to respond to 
plan, examples of where  diversity  is valued diversity in the school 
integration, learning and celebrated community 
strategists’ year plans) 

5.    Seeks feedback  from Uses  multiple  and varied Solicits  feedback on 
school  community strategies to seek feedback leadership and responds 
(school staff, Senior from school community and appropriately 
Administration) takes  appropriate  action to 

enhance  leadership 
6. Communicates 

effectively with school 
community (newsletters, 
webpage, letters to 
parents) 

Uses multiple, varied and 
effective communication 
tools appropriate to school 
context 

Employs communication 
tools appropriate to the school 
context 

 
2.     Embodying  Visionary Leadership 
The Principal collaboratively involves the School community in creating and sustaining shared 
School values, vision, mission and goals. 
Descriptors 
The Principal: 

a) Communicates and is guided by an education philosophy based upon sound research, 
personal experience and reflection. 
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b) Provides leadership in keeping with the School’s vision and mission. 
c) Meaningfully engages the school community in identifying and addressing areas for 

School improvement. 
d) Ensures that planning, decision-making, and implementation strategies are based on a 

shared vision and an understanding of the School culture. 
e) Facilitates change and promotes innovation consistent with current and future School 

community needs. 
f) Analyzes a wide range of data to determine progress towards achieving School goals. 
g) Communicates and celebrates School accomplishments to inspire continuous growth. 

 
Indicators/Evidence 
1.  Personal education philosophy and vision reflects current research, experience in schools. 
2.  School mission and vision statements implemented by School community. 
3.  School Improvement Plans are developed by analysis of data from multiple sources. 
4.   Celebrate accomplishments that align with School mission and vision. 
5.   Identifies and plans for future School community needs. 

 
EVIDENCE EXCELLENT PROFICIENT 

1. Is guided by an 
educational  philosophy 

Educational philosophy 
reflects sound research and is 
manifested in all aspects of 
their leadership role 

Is able to articulate 
educational philosophy that 
reflects  current research 
and fosters school 
improvement 

2. Establishes school 
mission  and vision 

Shared school mission and 
vision are regularly revisited, 
actively embraced and 
implemented by the school 
community 

Mission and vision are 
developed with the school 
community and used as a 
filter for decision making 

3. Analyzes data to 
develop  school goals 

School community 
members, as appropriate, 
are actively involved in data 
collection, analysis and 
evaluation to inform school 
goals 

School staff is involved in the 
ongoing collection and 
analysis of data to inform 
actions and make 
adjustments  as needed 
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4.    Implements  education All  members  of the school School improvement plans are 

plans community  are actively developed collaboratively, 
involved in the used to set  priorities, 
development, allocate  resources  and take 
implementation  and action 
evaluation of the education 
plan 

5.    Celebrates  school’s Recognition and celebration Involves  the school 
accomplishments are  embedded  within the community in celebrating 

school culture by  all school accomplishments 
stakeholders 

6. Facilitates change and 
promotes  innovation 

Anticipates and facilitates 
change and pursues 
innovation to address current 
and future needs of school 

Effectively facilitates 
change and promotes 
innovation relevant to school 
needs 

 
3.    Leading a Learning  Community 
The Principal nurtures and sustains a School culture that values and supports learning. 
Descriptors 
The Principal: 

a) Promotes and models life-long learning for students, teachers and other staff. 
b) Fosters a culture of high expectations for students, teachers and other staff. 
c) Promotes and facilitates meaningful professional development for teachers and other 

staff. 
d) Facilitates meaningful parental involvement and ensures they are informed about their 

child’s learning and development. 
 
Indicators/Evidence 
1.   Teacher Professional Growth Plan process. 
2.   Support Staff Growth Plan process. 
3.   Collaborative comprehensive professional development plan 
4.   Models personal professional development. 
5.  School activities promote lifelong learning for School community 
6. Facilitates meaningful parental involvement and ensures they are informed about their child’s 

learning and development. 
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EVIDENCE EXCELLENT PROFICIENT 

1. Facilitates Professional 
Growth Plan process for 
teachers and support staff 

Resources are allocated to 
support a variety of 
meaningful professional 
growth  strategies  and plans 

Process are in place to 
support and guide 
Professional Growth Plans 
and strategies throughout the 
year 

2.    Develops school School PD plan/program, School-based PD committee 
collaborative including  outcome plans and implements a 
comprehensive measures, relates to variety  of  activities to 
Professional Professional Growth Plans, support Professional Growth 
Development  (PD) plan school improvement plans, Plans and school goals 

school/division education plan 
3. Establishes school 

mission  and vision 
Shared school mission and 
vision are regularly revisited, 
actively embraced and 
implemented by the school 
community 

Mission and vision are 
developed with the school 
community and used as a 
filter for decision making 

4.    Implements  education All  members  of the school Education plans are 
plans community  are actively developed collaboratively, 

involved in the used to set  priorities, 
development, allocate  resources  and take 
implementation  and action 
evaluation of the education 
plan 

5. Analyzes data to develop 
school goals 

School community 
members, as appropriate, 
are actively involved in data 
collection, analysis and 
evaluation to inform school 
goals 

School staff is involved in the 
ongoing collection and 
analysis of data to inform 
actions and make 
adjustments  as needed 

6.    Celebrates  school’s Recognition and celebration Involves  the school 
accomplishments are  embedded  within the community in celebrating 

school culture by  all school accomplishments 
stakeholders 
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7. Facilitates change and 

promote  innovation 
Anticipates and facilitates 
change and pursues 
innovation to address current 
and future needs of school 

Effectively facilitates 
change and promotes 
innovation relevant to school 
needs 

8.    Models personal Facilitates,  engages, and The  school community 
Professional models a variety of PD values  and supports 
Development activities for the school learning as evidenced by 

community ongoing PD and discussion of 
learning and serves as a 
model to others 

9.    Promotes lifelong Supports,  promotes and Promotes  school-based 
learning enhances  opportunities for strategies to promote lifelong 

lifelong learning for all learning in the school 
members of the school community 
community 

10.  Promotes Support,  promotes and Supports  partnership 
home/school/community enhances processes involvement regarding 

throughout  the school student learning and 
community to establish development 
partnerships that relate to 
student leaning and 
development 

 
4.     Providing  Instructional Leadership 
The Principal ensures that all students have ongoing access to quality teaching and learning 
opportunities to meet the provincial goals of education. 
Descriptors 
The Principal: 

a) Demonstrates a sound understanding of current pedagogy and curriculum. 
b) Implements strategies for addressing standards of student achievement. 
c) Ensures that student assessment and evaluation practices throughout the School are fair, 

appropriate and balanced. 
d) Implements effective supervision and evaluation to ensure that all teachers consistently 

meet the Alberta Teaching Quality Standard. 
e) Ensures that appropriate pedagogy is utilized in response to various dimensions of 

student diversity. 
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f) Ensures that students have access to appropriate programming based on their individual 

learning needs. 
g) Recognizes the potential of new and emerging technologies, and enables their 

meaningful integration in support of teaching and learning. 
h) Ensures that teachers and other staff communicate and collaborate with parents and 

community agencies, where appropriate, to support student learning. 
i) Supports the use of community resources to enhance student learning. 

 
Indicators/Evidence 
1.  Teacher evaluations include references to current pedagogy and knowledge of curriculum. 
2.  Three Year Education Plan includes strategies for addressing student achievement. 
3.  Professional development plan links to goals in the Three Year Education Plan. 
4. Employs new and emerging technologies to support learning, administrative processes, 

teacher tasks. 
5.  Opportunities for collaboration are numerous:  parent open house, engagement strategies 

 
EVIDENCE EXCELLENT PROFICIENT 

1. Monitors student 
learning 

Staff regularly reflect on 
data from multiple sources, 
analyze and implement 
strategies to support 
student  learning 

Formal processes include 
involvement of the school 
community in collecting, 
analyzing and acting on data 
from multiple sources 

2. Models personal 
professional 
development 

Facilitates, engages and 
models a variety of PD 
activities for the school 
community 

The school community 
values and supports 
learning as evidenced by 
ongoing PD and discussion of 
learning and serves as a 
model to others 

3. Promotes lifelong 
learning 

Supports, promotes and 
enhances opportunities for 
lifelong learning for all 
members of the school 
community 

Uses school-based 
strategies to promote lifelong 
learning in the school 
community 
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4.    Promotes Variety  of effective Relevant processes 

home/school/community processes  throughout the partnerships involvement 
school  community  supports regarding student learning 
partnerships  and and development 
involvement  in student 
learning  and development 

 
 

5.    Developing  and Facilitating  Leadership 
The Principal promotes the development of leadership capacity within the School community – 
students, teachers and other staff, parents, School Council for the overall benefit of the School 
community and education system. 
Descriptors 
The Principal: 

a) Demonstrates informed decision making through open dialogue and consideration of 
multiple perspectives. 

b) Promotes team building and shared leadership among members of the School 
community. 

c) Facilitates meaningful involvement of the School community, where appropriate, in the 
School’s operation using collaborative and consultative decision-making strategies. 

d) Identifies and mentors teachers for future educational leadership roles. 
 
Indicators/Evidence 
1.   Collaborative decision-making 
2.   Fosters collaborative teams in school community 
3.   Create and sustain processes that support and develop shared leadership 

 
EVIDENCE EXCELLENT PROFICIENT 

1. Collaborative and 
consultative decision 
making 

Provides evidence that a 
variety of inclusive 
collaborative and 
consultative  decision 
making processes are being 
used within the school 
community 

Supports the development 
of collaborative and 
consultative decision making 
strategies by all members of 
the school community 
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2. Fosters collaborative 

teams 
Ensures the ongoing 
development and 
effectiveness of collaborative 
teams  is  embedded in 
school culture 

Collaborative teams within 
the school community 
effectively use a variety of 
processes and strategies 

3. Create and sustain 
shared  leadership 

Develops leadership 
capacity in the school 
community by supporting 
the  use of  effective practices 

Provides multiple and varied 
examples of effective shared 
leadership throughout the 
school  community 

4. Nurtures all staff to grow 
in faith practice and 
expertise 

Structures and processes 
are established to ensure 
that all staff are growing in 
faith practice and expertise 

Provides multiple and varied 
examples for staff to assist in 
faith practice and expertise 
throughout the school 
community 

5. Mentor teachers for 
leadership 

Uses  a variety of strategies 
to mentor future leaders 

Identifies leadership potential 
in others and provides 
opportunities for 
development of leadership 
abilities 

 
6.    Managing  School  Operations and Resources 
The Principal manages school operations and resources to ensure a safe and caring and 
effective learning environment. 
Descriptors 
The Principal: 

a) Effectively plans, organizes and manages the human, physical and financial resources of 
the School and identifies the areas of need. 

b) Ensures that School operations align with legal frameworks such as: provincial 
legislation, regulation and policy; as well as school authority policy, directives and 
initiatives. 

c) Utilizes principles of teaching, learning and student development to guide management 
decisions and the organization of learning. 

 
Indicators/Evidence 
1.  Operates in accordance with provincial policy/legislative and School policy and procedures. 
2.   Implements safe and caring learning environment. 
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3.   Develops and monitors School budget. 
4.   Crisis response planning. 
5.   Strategic staffing. 
6.   Time management. 
7.   Models and fosters work/life balance. 
8.   Aware of Occupational Health and Safety Standards. 

 
EVIDENCE EXCELLENT PROFICIENT 

1.    Provincial policy, Consistently acts in Consistently  acts in 
legislative  and division accordance with regulations accordance  with and 
policy and  when appropriate, promotes  awareness in 
framework/procedures assumes  an active role in others of legislative and 

policy  development and policy frameworks 
implementation 

2.    Implements a safe  and Data  is  collected, reviewed Facilitates  the development 
caring learning and used by the  school of strategies to maintain  a 
environment community  to enhance safe and caring learning 

school-wide  strategies that environment 
ensure a safe and caring 
learning environment 

3.    Develops and monitors  a Effective,  ongoing Effective  management of 
school  budget management of school school budget, created with 

budget, created with school  community  input that 
school/community input that is is responsive to the school 
responsive to the school context 
context 

4.    Implements  strategic Consistently  acts in Consistently  acts 
staffing  to  maintain a accordance  with division appropriately following the 
strong  academic policy,  regulations and division guidelines to hire staff 
community budget constraints to staff 

effectively 
5. Demonstrates effective 

time  management 
Provides a variety of 
evidence of appropriate 
balance between staff 
supervision and required 
division documentation 

Provides some evidence of 
appropriate balance 
between staff supervision and 
required division 
documentation 
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6. Models and fosters 

work/life/balance 
Provides opportunities to 
foster development of 
work/life/ balance 

Provides few opportunities 
to foster development or 
work/life/ balance 

 
 

7.    Understanding and Responding to the  Larger Societal    Context 
The Principal understands and responds appropriately to the political, social, economic, legal and 
cultural contexts impacting the School. 
Descriptors 
The Principal: 

a) Advocates for the needs and interests of children and youth. 
b) Demonstrates a knowledge of local, national, and global issues and trends related to 

education. 
c) Assesses and responds to the unique and diverse community needs in the context of the 

School’s vision and mission. 
d) Advocates for the community’s support of the School and the larger education system. 

 
Indicators/Evidence 
1.   Advocates for education and the School. 
2.   Assesses and responds to unique and diverse community needs. 
3.   Assesses and responds to sensitive issues in the community. 
4.   Responsive to broad relevant educational issues. 
5. Draws connections between societal issues and the School and community (e.g. poverty, 

nutrition, racism) 
 

EVIDENCE EXCELLENT PROFICIENT 
1. Advocates for, school 

and  community 
Works with the school 
community to implement 
varied and effective 
strategies to advocate for the 
school in the community 

Works with the school staff 
to implement effective 
strategies to advocate for the 
school in the community 

2. Understands the school 
context as it exists in 
the  community context 

Uses varied and effective 
processes to develop a 
comprehensive 
understanding of the 
school/community context 

Uses varied processes to 
develop a good 
understanding of 
school/community context 
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3. Responds to sensitive 

issues 
Anticipates sensitive issues 
and has developed proactive 
strategies to respond to and 
reduce potential impact on 
school community 

Identifies a sensitive issue and 
works with the school staff 
to respond appropriately 

4.    Responds to  relevant Works  with  the school Works with the school   staff 
educational  issues or community to identify to identify relevant educational 
trends  (e.g. cyber relevant educational issues or issues or trends and responds 
bullying) trends and develops a appropriately 

multifaceted response 
5. Responds to societal 

issues 
Works with the school/ 
community to anticipate the 
impact of societal issues and 
takes appropriate proactive 
action 

Works with the school/ staff 
to identify societal issues that 
may impact the school and 
responds appropriately 
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Background 
 

In order for an educational organization to continually grow, develop and prosper, all 
administrators (all employees who hold designated supervisory positions) and must be 
involved in activities designed to continually improve performance in all areas. 

 
Ongoing supervision of administrative staff, and periodic formal evaluation and feedback 
relative to the performance of leadership and administrative duties will occur. These 
assessments will be based on the requirements of the Charter and best educational 
practice. 

 
 

Procedures 
 

1. The Superintendent is responsible for supervising and evaluating the administrative 
staff and will make recommendations regarding goals for continuous improvement in 
leadership performance. 

 
2. The site-based professional development budget determined by the Principal shall 

include funds specifically allocated to support professional development of the 
school-based administrators (principal and vice-principals). 

 
3. Consistent with the Charter, the Superintendent will work in collaborative ways to 

implement this administrative procedure. 
 

. 
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policy-framework-web.pdf 

 

Background 
 

The transformational vision for Alberta’s students defined by Inspiring Education strives to achieve 
three broad outcomes - engaged, ethical and entrepreneurial citizens. The five policy directions in 
the Learning and Technology Policy Framework (2013) support the student-centered, personalized 
and authentic learning experiences essential to realizing the vision. The role of the Director of 
Technology is to evaluate, support, promote, and implement emerging technologies that promote 
the vision of Inspiring Education and align with the policy framework. By engaging with all 
stakeholders, the Director informs, consults, and collaborates to support and lead the effective  
use of technology by the CGCS learning community.  The Director reports to the Superintendent. 

 
 

Responsibilities: 
 

The Director of Technology: 
1. Works collaboratively with the Principal and others to facilitate committees which may 

include teachers, support and administrative staff, students and parents as appropriate to 
create, champion, and periodically revise the CGCS Technology Plan. 

2. Works collaboratively with the Secretary-Treasurer to develop and oversee the Technology 
Budget which is based on a long range plan and three year priorities for improving technology 
at CGCS. 

3. Provides staff training to enhance knowledge of available technology that supports learning, 
teaching and administrative functions. 

4. Supports the implementation of new and emerging technologies. 
5. Maintains an inventory of hardware and software and establishes procedures for managing 

school-owned technology 
6. Coordinates all hardware and software acquisitions and installations. 
7. Provides technical assistance and regular maintenance of all hardware. 
8. Works with Internet providers to maintain Internet access and all domain issues including 

email access and accounts. 
9. Maintains the network, administers all accounts, and establishes and maintains security 

protocols. 
10. Supervises the design and maintenance of the school website. 
11. Reports to the Superintendent on the achievement of priorities in the Technology Plan. 

Annually provides a Technology Services Monitoring Report in the manner prescribed by the 
Superintendent. 

12. Reviews and advises the Superintendent on Administrative Procedures related to the use of 
technology including but not limited to security, social media guidelines, commercial 
electronic messages. 

13. Assumes other duties and responsibilities which may be assigned by the Superintendent. 
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Background 
 

Guided by the School’s vision, mission, values and beliefs, the Secretary-Treasurer will 
assist the Superintendent in fulfilling the general and specific aspects of the role 
description for the Superintendent as defined in the School Act and Charter Board 
policy. 

 
Procedures 

 
The Secretary-Treasurer is directly responsible and accountable to the Superintendent. 

The Secretary-Treasurer will have specific responsibilities as/for: 

1. Corporate Secretary 

1.1 Arranges and provides notice for all Charter Board meetings, including 
committee and public meetings. 

1.2 Ensures accuracy of recording of Charter Board proceedings at meetings 
(minutes). 

1.3 Ensures proper completion of contracts, agreements and partnerships with 
outside corporations/agencies. 

1.4 Ensures appropriate insurance policies are in place for the School. 

1.5 Ensures the maintenance, access and protection of records in accordance with 
the Freedom of Information and Protection of Privacy Act (FOIP) and 
Regulations. 

1.6 Provides for the interpretation of legislation affecting the operation of the 
School, as directed by the Superintendent. 

 
2. Corporate Treasurer 

2.1 Ensures the fiscal management of the School is in accordance with the terms 
or conditions of any funding received. 

2.2 Ensures the operation of the School is fiscally responsible. 

2.3 Designs budget cycles that meet provincial requirements and provide for 
stakeholder input. 

2.4 Prepares the draft budget, aligned with the proposed Three–Year Education 
Plan, for the Superintendent’s consideration. 
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2.5 Acts as the School’s purchasing agent. 

2.6 Produces financial accountability and other reports in compliance with all 
legal and Ministerial mandates and timelines, and Superintendent directives. 

2.7 Prepares and submits reports and financial statements to Revenue Canada 
and as required by the School Act. 

 
3. Facilities and Property Management 

3.1 Provides leadership in the development of annual updates to the Capital Plan 
and of a Facilities Master Plan, including provisions for instructional and 
support services. 

3.2 Ensures that building assets are maintained in an appropriate manner. 

3.3 Ensures School compliance with the requirements of Occupational Health and 
Safety legislation. 

 
4. Student Transportation 

4.1 Ensures the safety and welfare of students while being transported to and 
from school programs in transportation provided by the School. 

 
5. Human Resources Management 

5.1 Ensures job descriptions are developed and updated, and evaluations 
processes are implemented, for direct reports, in accordance with the 
procedures established by the Superintendent. 

5.2 Provides input to the Superintendent with regard to the recruitment and 
appointment of School Office and Transportation support personnel. 

 
6. Administrative Procedures 

6.1 Assists the Superintendent in the planning, development, implementation and 
evaluation of Charter Board policy within areas of responsibility. 

6.2 Provides leadership in the planning, development, implementation and 
evaluation of Administrative Procedures within areas of responsibility. 

6.3 Ensures application of Charter Board policy and Administrative Procedures as 
required in the performance of duties. 
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7. Organizational Management 

7.1 Demonstrates effective organizational skills resulting in compliance with all 
legal, Ministerial and Charter Board mandates and timelines, and adherence 
to Superintendent directives. 

7.2 Contributes to a School culture which facilitates positive results, effectively 
handles emergencies, and deals with crisis situations in a team-oriented, 
collaborative and cohesive fashion. 

 
8. Communications and Community Relations 

8.1 Takes appropriate actions to ensure open, transparent internal and external 
communications are developed and maintained in his/her area of 
responsibility. 

8.2 Ensures parents and staff have a high level of satisfaction with the services 
provided and the responsiveness of his/her area of responsibility. 

8.3 Investigates, and facilitates resolution of concerns and conflicts. 
 

9. Superintendent Relations 

9.1 Establishes and maintains positive professional working relations with the 
Superintendent. 

9.2 Honours and facilitates the implementation of the Charter Board’s roles and 
responsibilities as defined in Charter Board policy and encourages staff to do 
the same. 

9.3 Provides information which the Superintendent requires to perform his/her 
role in an exemplary fashion. 

 
10. Leadership Practices 

10.1 Practices leadership in a manner that is viewed positively and has  the support 
of those with whom he works in carrying out the Superintendent’s 
expectations. 

10.2 Exhibits a high level of personal, professional and organizational integrity. 
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Background 
 

The Calgary Girls Charter School employs substitute teachers to ensure the primacy of 
student learning is maintained. To that end, CGCS engages Alberta certificated, 
competent classroom teachers whose duty it is to provide effective learning environments. 

 
There is a general recognition that a regular classroom teacher may have to be absent 
from regular teaching duties and responsibilities due to a number of circumstances. In 
order that the effective learning environment be maintained, it may be necessary to 
engage a substitute teacher to replace the regular teacher. 

 
Procedures 

 
1. Hiring Substitute Teachers 

1.1 The Calgary Girls Charter School requires that all substitute teachers be 
accredited with a teaching certificate from the Province of Alberta.  Teachers 
who  wish to substitute teach at CGCS are expected to submit a resume and 
curriculum vitae to the Principal. 

1.2 Upon review of substitute teacher documents, the Principal may choose to 
interview candidates for substitute teaching at CGCS. If the Principal intends 
to add the candidate to the list of approved substitute teachers, then Principal 
must forward the resume to the Superintendent, or designate, who will ensure 
that all the required paperwork – proof of Alberta certification and prior teaching 
experience, confirmation of references and record checks – is in place. An 
employee record will be established. 

1.3 After the employee record is completed, successful candidates will have their 
names placed on a list of approved substitute teachers. These lists will be 
distributed to permanent staff. 

1.4 It is the responsibility of substitute teachers to provide office staff  with relevant 
information in order that they are remunerated in a timely fashion. 

1.5 It is the responsibility of the Principal to advise substitute teachers of the 
responsibilities defined in this Administrative Procedure. 

 
2. Responsibilities of Substitute Teachers 

Substitute teachers: 

2.1 Are expected to arrive at the school no later than 8:30 a.m. 

2.2 Must check-in at the office upon arrival at CGCS. 

2.3 Are expected to do supervision if the teacher they are replacing is assigned 
supervision. 
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2.4 May be deployed to other teachers’ classrooms during the time that the 
regular teacher has preparation time. 

 
3. Responsibilities of Teachers When Requesting a Substitute 

Teachers: 

3.1 Are to give the substitute teacher as much notice time as possible. 

3.2 Are expected to leave detailed lesson plans as well as explanations of routines 
during fire drills, lunch, specialist subjects and other day-to-day occurrences 
in the School. 

3.3 Must inform a member of the administrative team that they will be  absent from 
school. 

4. A substitute teacher may apply for an open employment position with the Calgary 
Girls Charter School. The application process applies:  the candidate must submit 
a resume, curriculum vitae, proof of certification to teach in Alberta, evidence in 
support of prior teaching experience that is comparable to Alberta. A teacher who is 
on the approved substitute list for the Calgary Girls Charter School is treated in the 
same way as all other applicants for a position. His/her application will be 
reviewed, possibly short-listed, and if so, then the hiring committee appointed by 
the Superintendent will interview the applicant(s). 
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Background 
 

The school authority recognizes that participation in jury duty is a legal 
responsibility. 
Employees of the Calgary Girls Charter School will be given time off to attend 
jury selection and to serve as jurors. 

 
Under the Employment Standards Code, a juror is considered to be on unpaid 
leave for the period of jury duty. Employers are not legally obligated to pay 
employees for lost wages while on jury duty, although the employee is 
considered to be in continuous employment for the purposes of calculating 
annual vacation, termination entitlements, as well as for pension, medical or 
other employee benefit plans. The employee is also entitled to increases in 
wages and benefits which he/she would have received if not on jury duty. As 
soon as jury duty ends, an employee must return to his/her former position or 
comparable position. 

 
An Employer may choose to provide compensation or paid leave for an 
Employee who is serving as a juror and/or to attend jury selection. 

 
 

Procedures 
1. Leave of absence will be granted to an employee and the amount of time 

allowed will be in accordance with the time as a paid juror or witness and 
time required during the selection process. 

2. Leave of absence without loss of salary and benefits shall be granted for 
jury duty or any summons related thereto, provided that the employee 
remits to the school authority any jury stipend excluding allowances and/or 
expenses that are set by the Court or other authoritative body. The 
Employee is responsible for providing appropriate documentation 
pertaining to allowances and/or expenses set by the Court. 

3. Employees will be required to give advance notice to the Superintendent 
and provide a copy of the Court Claim or Summons at the completion of 
jury or witness duties. 

4. In the circumstance that an employee is taking action against the Board or 
the employee is acting as a witness for a third party who is taking action 
against the Board, Administrative Procedure 470 Leave for Jury/Witness 
Duty does not apply. 
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Background 
 

The School values the contributions of volunteers in enhancing learning opportunities for 
students while still recognizing its responsibility to provide a safe and caring environment 
for students and staff. Particular care must be taken for ensuring the reliability and 
suitability of volunteers who work with and/ or supervise students in circumstances 
where a teacher or employee is not always immediately present. 

 
Procedures 

 
1. The Principal and staff are encouraged to promote the appropriate participation of 

volunteers in the life of the school. 
 

2. Volunteers participating in the activities of the School are expected to: 

2.1 Share relevant areas of volunteer interest or expertise to assist the School in 
identifying volunteer assignments; 

2.2 Abide by the rules of confidentiality; 

2.3 Act in an assisting capacity with teachers but not assume functions 
considered responsibilities of the teacher; 

2.4 Seek the counsel and take the direction of the Principal or designate in any 
decision area(s) which may be unclear to the volunteer; 

2.5 Sign in when arriving at the school and wear volunteer identification provided 
by the School. 

 
3. The Principal is responsible for: 

3.1 Recruiting and screening volunteers keeping in mind the safety and wellbeing 
of students and staff; 

3.2 Ensuring that volunteers act in an assisting capacity and do not assume the 
functions normally performed by the classroom teacher; 

3.3 Developing School processes and procedures regarding the use of 
volunteers in the School. 

3.4 Approving all volunteer positions in the school, in accordance with this 
administrative procedure. 

3.5 Organizing an orientation event at least annually for individuals who want to 
serve as volunteers at the Calgary Girls Charter School. 

 
4. Forms 
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4.1 All new volunteer applicants must submit a completed Calgary Girls Charter 
School Volunteer Registration Agreement form and a completed Calgary 
Police Information Check (PIC) available online. Steps to follow are outlined in 
the appendix to the Administrative Procedure. The Principal will determine 
the eligibility of each volunteer. Approved volunteers remain on the active 
volunteer roster until the end of the school year in which the approval was 
given. 

4.2 Volunteers must annually update the Calgary Girls Charter School Volunteer 
Registration Agreement form 

4.2.1 Forms are to be completed, signed, and submitted to the office by 
June 15 of the year prior to that in which the volunteer activity will 
take place. This deadline allows sufficient time for processing 
volunteer applications before the start of the next school year. 

4.2.2 Volunteers who do not submit registration forms by the deadline may 
complete the application process (Volunteer Registration Agreement 
and PIC) at any time; however, no person can serve as a volunteer 
until such time as the principal gives approval. 

4.2.3 Volunteers must submit a completed PIC upon first requesting to be 
a volunteer. Thereafter, an updated PIC is required every three (3) 
years. 

5. Notification 

5.1 Upon receipt of a satisfactory police information check document, the Principal 
will consider the application and notify the potential volunteer of their eligibility 
to participate on school sponsored educational trips/events. It is important for 
volunteers to understand that eligibility to participate does not guarantee 
involvement on any given excursion. The principal determines the list of 
volunteers and the number of volunteers per event/excursion. 

5.2 In the event that a potential volunteer discloses a prior criminal conviction for 
which they haven’t received a pardon, or the Police Information Check form 
comes back indicating the possibility of a criminal conviction, the Principal will 
invite the individual to meet and discuss the nature of the offence and the 
Principal will then determine whether there is a risk, and the nature of that 
risk, to students or staff by engaging that person as a volunteer at CGCS. 

5.3 The Principal will make a determination as to the suitability of engaging that 
volunteer and will notify the person accordingly. 

 
6. Driver’s Abstract 

6.1 Volunteers who may be required to drive students in the course of field trips 
or student participation in extracurricular activities, such as sporting events or 
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fine arts programs, in addition to the police information check procedures 
outlined in the appendix, will also be required to: 

6.1.1 Complete a Driver Authorization form 

6.1.2 Provide proof of insurance in the amount determined by the 
Secretary-Treasurer (two (2) million). 

 

7. An individual approved as a volunteer shall be so informed by the  Principal, in writing. 
 

8. Volunteer Orientation 

8.1 At the beginning of each school year, individuals interested in volunteering will 
attend a volunteer orientation session, where the following information will be 
shared. This information will also be posted on the School website: 

8.1.1 Volunteer administrative procedure; 

8.1.2 Guidelines and expectations of volunteers; 

8.1.3 Roles and responsibilities of volunteers; 

8.1.4 The Police Information Check process for volunteers at CGCS; 

8.1.5 Implications of the Freedom of Information and Protection of Privacy 
Act (FOIP) regarding student information that volunteers may 
become privy to in the course of their duties; 

8.1.6 The requirement to complete a voluntary driver application if they 
will, or may be, transporting students in a private vehicle. 

 
9. The Principal or designate may deny or revoke permission for a volunteer to work in 

school(s) if the volunteer is deemed unsuitable for a volunteer position, is in breach of 
Board policies or behaves in a way that is contradictory to the School vision, 
mission and/or values. 

 
10. If the Principal denies an individual’s application for a volunteer role, the individual 

may appeal the decision to the Superintendent. The Superintendent’s decision is 
final. 
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The teaching staff and administration of CGCS recognize the immense value of the many 
volunteers who support field experiences and extensions of learning as well as those 
who assist teachers in their classrooms or with special events. 

 
Starting March 1 st, 2015 the way parent volunteers can apply or renew their Police 
Information Checks (PICs) will change. Volunteers will now have to apply online 
through a system called ePIC. ePIC will allow applicants the convenience of applying 
online to submit their applications 24/7 from any location! No paperwork required and 
applicants can monitor their status of their application through their own personal 
account. Detailed instructions on how to apply can be found on the CGCS website or 
Calgary Police Service website (see link below). 

 
The Principal approves anyone volunteering at CGCS in a capacity that will bring them 
in contact with students. The approval process consists of the following steps: 

 
1. Complete the Volunteer Compliance Agreement (available as part of CGCS on-

line registration). Completion and compliance with the volunteer compliance 
agreement will need to be repeated each year upon registration. 

 
2. For all new registrants and all girls entering grade 7, parents who wish to 

volunteer to supervise students must apply online through ePIC 
(http://www.calgary.ca/cps/Pages/Public-services/Police-information-checks- 
locations.aspx) and complete a Police Information Check (PIC) through your own 
personal account. PIC results will be returned to the applicant not the school 
and you will be required to share it with the Calgary Girls Charter School in 
order to volunteer to supervise students. 

 
3. There is no cost for police Information checks for volunteers to the Calgary Girls 

Charter School. However, prior to applying online for your PIC, it is imperative 
that you email office@calgarygirlsschool.com to request an official volunteer letter 
listing our unique VOAN number from Volunteer Alberta which provides us 
government funding for volunteers PICs. Unfortunately, without the unique letter, 
you will be required to pay for your PIC and CGCS is not able to issue a refund. 
Results will be returned directly to the applicant online and the applicant is required 
to share their results with the agency Calgary Girls Charter School in order to 
volunteer to supervise students. 

http://www.calgary.ca/cps/Pages/Public-services/Police-information-checks-
mailto:office@calgarygirlsschool.com
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4. Upon sharing your valid PIC results with the school, the Principal will determine 

the eligibility of each volunteer. Volunteers are required to sign in at the school 
office and will be issued an identification tag that must be worn while volunteering 
within the school. The id tag does not have to be worn during off campus trips. 

 
5. Those who are approved as volunteers in the current school year will remain on 

the active volunteer roster until the end of that school year. 
 

Following this initial implementation, volunteers will require approval and a valid police 
information check (PIC) upon acceptance of their daughter(s) entering grade 4 and 
upon registering their daughter(s) into grade 7. All parent(s)/guardian(s) of new girl’s 
entering CGCS in grade 5 to 9 who wish to volunteer, will be required to complete an 
online police information check form during registration of their daughter(s). 

 
It is also recommended that volunteers attend a “volunteer orientation” session to be 
offered at the beginning of each school year. 
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