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PREFACE 

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

1. Foundational statements which provide guidance and direction for all  
activities within the organization; 

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

3. Statements as to how appeals and hearings will be conducted; 

4. Non-delegable matters such as school closures and policy-making; and 

5. Specific matters which the Charter Board has chosen not to delegate to the 
Superintendent. 

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

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

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

Approved: September 2014 
Amended: February 2019 

Reviewed: 2017/2018

FOUNDATIONAL STATEMENTS 
 
Vision 

 
Generations of strong, confident young women. 

 
Mission 
 
Delivering exceptional learning in a safe environment. 

 
Values 

 
• Achievement 
• Courage 
• Integrity 
• Respect 
• Community 

 
 

Reference: 
Education Act, 2019 s. 3, 7, 11, 18, 27, 40, 52, 53, 54, 67, 222 
CGCS Charter 2007 (superseding 2003) 
 

 
 
 
 
 
 
 
 
 
 

 
 



 
  

Policy 2 
Approved: September 2014 

Amended: 
Reviewed:  2017/2018

 

 

ROLE OF THE CHARTER BOARD 
 
As the body entrusted by the Calgary Girls’ School Society to act on behalf of the 
Society in the operation and management of the School, as set out in article 5 of the 
Society bylaws, the Charter Board shall provide overall direction and leadership to the 
Society and is accountable for the provision of appropriate educational services and 
programs to students resident within the School, in keeping with the requirements of 
government legislation and the values of Society members. 

 
The work of the Charter Board will be characterized by thinking and acting in ways that 
embrace being realistic, adaptable, optimistic, responsive, accountable and clearly 
focused on the future. 

 
Specific Areas of Responsibility 

 
1. Accountability for Student Learning 

1.1 Provide overall direction for the School by establishing vision, mission, 
values, beliefs and goals. 

1.2 Annually approve the process and timelines for the refinement of the Three- 
Year Education Plan. 

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

1.4 Monitor the achievement of outcomes. 

1.5 Annually evaluate the effectiveness of the School in achieving established 
priorities and desired results. 

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

 
2. Accountability to the CGCS Community 

2.1 Develop and maintain a communication link to the community. 

2.2 Make informed decisions that consider CGCS community values and 
represent the interests of the Society. 

2.3 Establish processes and provide opportunity for focused CGCS 
community input. 

2.4 Promote school programs, needs and desires to the CGCS community. 

2.5 Report School outcomes to the CGCS community at least annually. 

2.6 Develop appeal procedures and hold hearings as required by statute and/or 
Charter Board policy. 

2.7 Model a culture of respect and integrity. 



 
  

3. Accountability to Provincial Government 

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

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

3.3 Ensure adherence to the Charter Mandate. 
 
4. Advocacy 

4.1 Promote a positive identity for the Calgary Girls Charter School. 

4.2 Act as an advocate for the Calgary Girls Charter School and the Charter 
movement. 

4.3 Identify issues for advocacy on an ongoing basis. 

4.4 Plan for advocacy including focus, key messages, relationships and 
expanded opportunities. 

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

 
5. Policy 

5.1 Develop, approve and monitor the implementation of policies to guide 
Calgary Girls Charter School and the Charter Board. 

5.2 Provide direction in those areas over which the Charter Board wishes to 
retain authority. 

 
6. Charter Board/Superintendent Relations 

6.1 Select the Superintendent. 

6.2 Provide the Superintendent with clear corporate direction. 

6.3 Delegate, in writing, administrative authority and identify responsibility subject 
to provisions and restrictions in the School Act. 

6.4 Respect the authority of the Superintendent to carry out executive action and 
support the Superintendent’s actions which are exercised within the 
delegated discretionary powers of the position. 

6.5 Demonstrate mutual respect and support, which is conveyed to the staff and 
the community. 

6.6 Annually evaluate the Superintendent. 

6.7 Annually review compensation of the Superintendent. 
 
7. Charter Board Development 

7.1 Develop a plan for Charter Board/Director development. 

7.2 Develop an annual work plan with timelines. 

7.3 Annually evaluate Charter Board effectiveness. 



 
  

8. Fiscal Accountability 

8.1 Approve budget assumptions and establish priorities at the outset of the 
budget process. 

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

8.3 Approve substantive budget adjustments when necessary. 

8.4 Monitor the fiscal management of the Society through receipt of quarterly 
variance analyses and year-end projections. 

8.5 Approve the appointment of the Auditor. 

8.6 Receive Audit Report and ensure the terms of engagement are met. 
8.7 Approve transfer of funds to/from reserves. 

8.8 Approve a Strategic Plan focused on developing programs and expanding 
student access to a girls-only school. 

8.9 Approve annually the Ten-Year Facilities Master Plan to address student 
enrolment projections and to inform the Three-Year Capital Plan priorities. 

8.10 Approve annually the Three-Year Capital Plan for submission to Alberta 
Education. 

8.11 Approve compensation changes for employees/groups. 

8.12 File the annual return for a charitable organization. 

8.13 Provide public, timely and detailed disclosure of the expenses reimbursed to 
Directors and the Superintendent. 

 
Selected Responsibilities 

 
The Charter Board shall: 

 
1. Acquire and dispose of land, buildings and leases. 

 
2. Name campuses, areas within campuses and other Society-owned facilities. 

 
3. Approve the Calgary Girls Charter School school-year calendar. 

 
4. Provide for recognition of students, staff and the CGCS community. 

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

 
6. Approve contracts and agreements as required by the Government of Alberta. 

 
7. Approve joint-use agreements with the City of Calgary and other organizations. 

 
8. Appoint Honorary Council members. 

 
9. Liaise with the School Council. 



 

10. Approve locally developed courses. 
 
11. Approve annual fees for transportation, technology and instructional resources. 

 
12. Approve expense reimbursement rates. 

 
13. Hear unresolved student or staff complaints of discrimination or harassment. 

 
14. Approve purchases in excess of fifty thousand dollars ($50,000) above the overall 

existing budget allocation. 
 
 
Reference: 
Education Act, 2019 s. 11, 27, 52, 53, 54, 60, 62, 184, 185 

 
 



 

Policy 2 – Appendix A 
 

 
Charter Board Annual Work Plan 2019-2020 

 
September 

 
• Approve Charter Board Annual Work Plan 
• Approve Policy Review Schedule  
• Receive Report on summer work projects (Facilities & Technology)  
• Receive initial Staffing and Enrolment Report (Budget Implications) & Early Exit data  
• Receive School Council Annual Report for the prior year 
• Approve Schedule of Meetings including Society Meetings  

 
October 

  
• Receive Accountability Pillar and Provincial Achievement Test Results as per the 

protocol 
• Approve process/timelines for the refinement of the Three-Year Education Plan (Board 

level)  
• Receive Risk Management Report (& Insurance Review)  
• Approve Board’s Communications (Advocacy) Plan Or set COW meeting to develop Plan  
• Review Casino Funds, Processes, Plans  
• Communications Plan 

 
November 

 
• Receive Finance and Audit Committee Report 
• Approve Audited Financial Statements 
• Approve Transfers to/from Reserves  
• Receive Revised Budget for current year for submission to AB Ed  
• Approve Three-Year Education Plan/Annual Education Results Report Due Nov. 30 to 

Minister 
 

December 
 

• Meeting is called if needed (Committee of the Whole) 
 

January 
 

• Receive Human Resource Services Report 
• Receive First Quarter Financial Report  
• Approve Employee Total Compensation (Certificated/Non-Certificated/Management & 

Executive Staff)  
• Receive Technology Services Report  
• Enrolment Drive approval of plan 

  



 

February 
 

• Receive Transportation Services Report 
• Receive Enrolment Trends Report  
• Approve Locally Developed Courses (3 Year Cycle and Go Girls’ Curriculum)  
• Receive School Fees proposal for subsequent school year  
 

March 
 

• Approve Annual School Year Calendar for the 2021-2022 school year  
• Approve any necessary adjustments to the subsequent School Year Calendar 2020-2021 
• Receive Verification of Instructional Hours Report for subsequent school year  
• Approve Long Range Student Accommodation and Facilities Plan & Three-Year Capital 

Plan Priorities  
• Receive Second Quarter Financial Report 
• Receive Plant Operations & Maintenance Report (Proposal for Facility Improvements 

that are not IMR Funded)  
• Receive Draft Budget for subsequent year including assumptions and principles (Note: 

establish budget priorities)  
 

April 
 

• Approve Budget for subsequent school year (Note: May be delayed due to AB 
Government budget announcement dates)  

• Approve Fees (e.g., Transportation, Technology, Resources & Enrichment)  
• Approve Employee Expense Reimbursement Rates  
• Review Charter Board Committees (amend, add or delete as needed) and Board 

Representatives (appoint Honorary Council members) 
 

May 
 

• Receive Verification of Instructional Hours Report for the subsequent school year 
• Submission of Instructional Hours Report by May 31 
• Receive School Professional Development Plan Results and Summary of Allocations 

Report 
 

June 
 

• Approve Schedule of Meetings 
• Approve Charter Board Development Plan for subsequent year  
• Approve Charter Board Committees with Terms of Reference 
• Receive Third Quarter Financial Report  

 
Ongoing 

 
• Committee Work: Compensation, Advocacy & Communications, Governance & Policy 

(nominations is a subcommittee), Audit/Finance Committee 
o Committee Chairs call meetings. Please provide an annual calendar of proposed 

meeting dates, with date of report required to the Board by the end of August. 
 
  



 

Charter Board Annual Events/Action Plan 2019-2020  
 

September 
 

• Address Staff First Operational Day  
• Attend School Family BBQ -  September 19th at 4:00 pm 
• Attend COW and Special Meetings as required* (HR and Governance Matters)  

 
October 

 
• Meetings with MLA’s  
• TAAPCS (Calgary)  
• Possible COW or Board Development Seminar (Advocacy Plan, Refine Strategic Plan)  

 
November 

 
• Remembrance Day Ceremony at school – Friday, November 8 
• Society Annual General Meeting (Note:  present Audited Financial Statements, 

Accountability Pillar Results Summary, Announce Board Positions Open for May 
elections)  
 

December 
 

• Winter Chorale & Band Concerts  - December 11 at 7:00 pm Central Memorial HS 
• Seasonal Event for Board of Directors 

 
January 

 
• Board Development Seminar (possible COW format) 
• Speak Out (Committee to Develop Topic and Process) * earlier time in annual plan  
 

February 
 

• Student Speak Out - TBA 
 

March 
 

• Solicit new members for Charter Board of Directors  
• Board Development Seminar (COW) 
• Begin Election Process (note:  Notice of General Meeting for Elections, Call for Resumes, 

Approve list of Nominees)  
April 

 
• Post Resumes of Potential New Directors 

  



 

May 
 

• Conduct Charter Board Self-Evaluation 
• Conduct Superintendent Evaluation and Compensation Review 
• Society Annual General Meeting for Election  
• TAAPCS Annual Spring Meeting  
• Board Orientation for New Directors (prior to first meeting & as new directors join) 

 
June 

 
• Charter Board Strategic Planning Session (Usually held on same day as Organizational & 

Regular Meetings)  
• Conduct Organizational Meeting of the Charter Board (Oath of Office, Disclosure 

Statements, Appoint Committee Chairs, Review Meeting Schedule including Orientation) 
• Spring Chorale Concert - TBA 
• Grade 9 Farewell - TBA 
• Staff Recognition Event - TBA 
 

Ongoing 
 

• Hold student discipline hearings, as needed 
 
 



  

Policy 2 – Appendix B 
 

CALGARY GIRLS CHARTER SCHOOL CHARTER BOARD 
SELF EVALUATION PERFORMANCE ASSESSMENT GUIDE 
Role Expectation: Evaluation Evidence Quality Indicators 
Accountability for 
Student Learning 

 
 
• Foundational statements 
• Annual goals and 

priorities 
• Three-Year Education 

Plan process 
• Budget Report Form 
• Three-Year Capital Plan 
• Facilities Master Plan 
• Annual Education 

Results Report 
• Three-Year Education 

Plan Reports 
• Charter School 

evaluations 
• Superintendent’s 

evaluation 
• Relevant 

correspondence 
• Board self-evaluation 

questionnaire results 
o Board role 

 
 
• Foundational statements 

for the School are 
established which allow 
it to move forward to a 
future that continues to 
enhance student 
learning and to achieve 
the School’s educational 
goals. 

• Planning process and 
timelines allow for 
development with 
appropriate Board and 
stakeholder input. 

• The Three-Year 
Education Plan identifies 
annual educational goals 
and priorities which 
move the School 
forward. 

• The allocation of 
resources reflects an 
effort to ensure student 
achievement. 

• School performance and 
achievement is 
monitored, evaluated 
and reported. 

The Board shall: 

1.1 Provide overall 
direction for the 
School by 
establishing vision, 
mission, values, 
beliefs and goals. 

1.2 Annually approve the 
process and timelines 
for the refinement of 
the Three-Year 
Education Plan. 

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

1.4 Monitor the 
achievement of 
outcomes. 

1.5 Annually evaluate the 
effectiveness of the 
School in achieving 
established priorities 
and desired results. 

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



  
CALGARY GIRLS CHARTER SCHOOL CHARTER BOARD 

SELF EVALUATION PERFORMANCE ASSESSMENT GUIDE 
Role Expectation: Evaluation Evidence Quality Indicators 

Accountability to the 
CGCS Community 

 
 
• Communications Plan 
• Briefing notes and 

reports 
• Public meetings/focus 

groups/surveys 
• Accountability Pillar 
• Three-Year Education 

Plan/Report 
• Audited Financial 

Statements 
• School publications 
• Appeal processes in 

place 
• Press releases 
• Media reports 
• Superintendent’s 

evaluation 
• Relevant 

correspondence 
• Board self-evaluation 

questionnaire results 
o Board role 
o Community 

engagement 

 
 
• A creative, innovative 

and evolving 
communications plan is 
developed and 
maintained. 

• Decisions are based on 
relevant data and are 
representative of the 
interests of the Society. 

• Mechanisms for 
CGCS community 
input are readily 
available. 

• Processes are 
established to 
communicate Charter 
Board decisions to its 
constituents. 

• Promotional materials 
are developed. 

• Information is 
disseminated to 
appropriate publics. 

• Appeal hearing 
processes are 
transparent and 
cognizant of due 
process. 

• The Charter Board and 
individual Directors 
model a culture of 
respect and integrity and 
operate in an open, 
transparent fashion. 

The Charter Board shall: 

2.1 Develop and maintain 
a communication link 
to the community. 

2.2 Make informed 
decisions that 
consider CGCS 
community values and 
represent the interests 
of the Society. 

2.3 Establish processes 
and provide 
opportunity for 
focused CGCS 
community input. 

2.4 Promote school 
programs, needs and 
desires to the CGCS 
community. 

2.5 Report School 
outcomes to the 
CGCS community at 
least annually. 

2.6 Develop appeal 
procedures and hold 
hearings as required 
by statute and/or 
Charter Board policy. 

2.7 Model a culture of 
respect and integrity. 



  
CALGARY GIRLS CHARTER SCHOOL CHARTER BOARD 

SELF EVALUATION PERFORMANCE ASSESSMENT GUIDE 
Role Expectation Evaluation Evidence Quality Indicators 
Accountability to 

Provincial Government 
 
 
• Three-Year Education 

Plan/Report 
• Budget Report Form 
• Audited Financial 

Statements 
• Accountability Pillar 
• Published academic 

results 
• Superintendent’s 

evaluation 
• Charter 
• Charter Renewal 

Document 
• Policy review 
• School litigation status 
• Relevant 

correspondence 
• Board self-evaluation 

questionnaire results 
o Board role 

 
 
• Statutory obligations are 

fully met in a timely 
manner. 

• Legislated functions are 
performed in an 
exemplary fashion. 

• All students are provided 
an education program 
consistent with the 
School Act and the 
statutory regulations. 

• Charter Board 
governance policies 
clearly specify required 
Board functions. 

• Charter obligations are 
met and exceeded. 

The Charter Board shall: 

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

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

3.3 Ensure adherence to 
the Charter Mandate. 



  
CALGARY GIRLS CHARTER SCHOOL CHARTER BOARD 

SELF EVALUATION PERFORMANCE ASSESSMENT GUIDE 
Role Expectation Evaluation Evidence Quality Indicators 

Advocacy  
• Board Work Plan 
• Advocacy issues 

identified 
• Relevant 

correspondence 
• Media releases 
• Meetings with MLAs, 

Ministers, municipal 
partners, neighbouring 
educational/public 
service authorities 

• Active participation in 
provincial organization 

• Board self-evaluation 
questionnaire results 
o Board role 

 
• Advocacy issues are 

identified. 
• Strategies for advocacy 

are developed. 
• The Charter Board 

participates in advocacy 
processes at the local 
and provincial levels. 

• The Charter Board 
conveys key messages 
regularly to MLAs, 
municipal partners and 
the media. 

• The Charter Board 
conveys key messages 
to its MPs when 
appropriate. 

The Charter Board shall: 

4.1 Promote a positive 
identity for the 
Calgary Girls Charter 
School. 

4.2 Act as an advocate for 
the Calgary Girls 
Charter School and 
the Charter 
movement. 

4.3 Identify issues for 
advocacy on an 
ongoing basis. 

4.4 Plan for advocacy 
including focus, key 
messages, 
relationships and 
expanded 
opportunities. 

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



  
CALGARY GIRLS CHARTER SCHOOL CHARTER BOARD 

SELF EVALUATION PERFORMANCE ASSESSMENT GUIDE 
Role Expectation Evaluation Evidence Quality Indicators 

Policy  
• Policy development and 

review 
o New policies 
o Revised policies 

• Board motions summary 
• Superintendent’s 

evaluation 
• Board self-evaluation 

questionnaire results 
o Board role 

 
• Established policies 

facilitate smooth, 
effective provision of 
quality educational 
services for the School. 

• Policy impact is regularly 
monitored to determine if 
policy is producing the 
desired results. 

• Charter Board 
governance policies 
clearly specify required 
Board, Committee and 
Director functions and 
implementation 
standards. 

• The Superintendent’s 
roles and responsibilities 
are clearly outlined in 
Charter Board policy. 

The Charter Board shall: 

5.1 Develop, approve and 
monitor the 
implementation of 
policies to guide 
Calgary Girls Charter 
School and the 
Charter Board. 

5.2 Provide direction in 
those areas over 
which the Charter 
Board wishes to retain 
authority. 



  
CALGARY GIRLS CHARTER SCHOOL CHARTER BOARD 

SELF EVALUATION PERFORMANCE ASSESSMENT GUIDE 
Role Expectation Evaluation Evidence Quality Indicators 

Charter 
Board/Superintendent 

Relations 

 
 
 
• Hiring and re- 

appointment process 
• Succession planning 
• Board motions summary 
• Policy review 
• Superintendent’s 

evaluation 
• Board self-evaluation 

questionnaire results 
o Board role 
o Board/ 

Superintendent 
relations 

 
 
 
• The Charter Board has 

the responsibility for 
Superintendent selection 
subject to Minister’s 
statutory authority. 

• Provision is made for 
Superintendent 
succession planning as 
required. 

• Clear corporate direction 
is provided to the 
Superintendent. 

• The Superintendent has 
been delegated 
responsibility for all 
executive functions 
together with 
commensurate authority. 

• The Superintendent is 
supported in actions 
exercised within the 
delegated discretionary 
powers of the position. 

• The Chief Executive 
Officer role of the 
Superintendent is 
respected and conveyed 
to the staff and the 
community. 

• The Superintendent is 
evaluated annually, fairly 
and thoroughly in relation 
to specific roles and 
responsibilities and 
Charter Board direction. 

• The Superintendent’s 
compensation package is 
reviewed annually with 
due consideration for 
fairness, equity and 
economic conditions. 

The Charter Board shall: 
6.1 Select the 

Superintendent. 
6.2 Provide the 

Superintendent with 
clear corporate 
direction. 

6.3 Delegate, in writing, 
administrative 
authority and identify 
responsibility subject 
to provisions and 
restrictions in the 
School Act. 

6.4 Respect the authority 
of the Superintendent 
to carry out executive 
action and support the 
Superintendent’s 
actions which are 
exercised within the 
delegated 
discretionary powers 
of the position. 

6.5 Demonstrate mutual 
respect and support, 
which is conveyed to 
the staff and the 
community. 

6.6 Annually evaluate the 
Superintendent. 

6.7 Annually review 
compensation of the 
Superintendent. 



  
CALGARY GIRLS CHARTER SCHOOL CHARTER BOARD 

SELF EVALUATION PERFORMANCE ASSESSMENT GUIDE 
Role Expectation Evaluation Evidence Quality Indicators 

Charter Board 
Development 

 
 
• Board Work Plan 
• Board Three-Year 

Education planning 
sessions 

• Board workshops 
• Conference/Activity 

Reports 
• Board self-evaluation 

questionnaire results 
o Board role 
o Interpersonal 

working relationships 

 
 
• A yearly plan for Charter 

Board/Director 
development is 
developed. 

• Individual Directors 
participate in 
conferences and other 
activities to further 
Charter Board and 
Director effectiveness. 

• Planning sessions and 
workshops are 
scheduled to enhance 
Board effectiveness. 

• An annual work plan is 
developed. 

• Interactions amongst 
Directors demonstrate 
respect, understanding 
and integrity. 

• A regular Charter Board 
self-evaluation, which 
defines a positive path 
forward, is completed. 

The Charter Board shall: 

7.1 Develop a plan for 
Charter 
Board/Director 
development. 

7.2 Develop an annual 
work plan with 
timelines. 

7.3 Annually evaluate 
Charter Board 
effectiveness. 



  
CALGARY GIRLS CHARTER SCHOOL CHARTER BOARD 

SELF EVALUATION PERFORMANCE ASSESSMENT GUIDE 
Role Expectation Evaluation Evidence Quality Indicators 

Fiscal Accountability  
• Budget process 
• Budget Report Form 
• Quarterly Financial 

Reports 
• Quarterly Year-End 

Projections 
• External Audit Report 
• Audited Financial 

Statements 
• Annual Education 

Results Report 
• Strategic Plan 
• Three Year Capital Plan 
• Ten Year Facilities 

Master Plan 
• Annual Charitable Status 

Return 
• Board Work Plan 
• Relevant 

correspondence 
• Superintendent’s 

evaluation 
• Board self-evaluation 

questionnaire results 
o Board role 

 
• Budget assumptions are 

clearly understood by the 
Charter Board. 

• Needs are determined and 
prioritized. 

• The approved budget 
clearly reflects the Charter 
Board’s priorities. 

• An auditor is appointed. 
• Quality indicators for 

financial operations are 
established by the Charter 
Board and confirmed by 
internal and/or external 
audits. 

• Resources are used 
efficiently and effectively. 

• Quarterly variance 
analyses and year-end 
projections are received. 

• A creative, innovative 
Strategic Plan guides 
program development and 
access expansion for girls. 

• Capital and facility plans 
allow for suitable student 
and program 
accommodation in the 
short-term and the long- 
term. 

• Successful completion and 
execution of compensation 
changes for 
employees/groups occurs. 

• Successful completion and 
submission of Annual 
Charitable Status Return is 
executed. 

• Enhanced transparency 
and accountability is 
demonstrated in the public 
disclosure of travel and 
expenses. 

The Charter Board shall: 
8.1 Approve budget 

assumptions and establish 
priorities at the outset of 
the budget process. 

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

8.3 Approve substantive 
budget adjustments when 
necessary. 

8.4 Monitor the fiscal 
management of the Society 
through receipt of quarterly 
variance analyses and 
year-end projections. 

8.5 Approve the appointment 
of the Auditor. 

8.6 Receive Audit Report and 
ensure the terms of 
engagement are met. 

8.7 Approve transfer of funds 
to/from reserves. 

8.8 Approve a Strategic Plan 
focused on developing 
programs and expanding 
student access to a girls- 
only school. 

8.9 Approve annually the Ten- 
Year Facilities Master Plan 
to address student 
enrolment projections and 
to inform the Three-Year 
Capital Plan priorities. 

8.10 Approve annually the 
Three-Year Capital Plan for 
submission to Alberta 
Education. 

8.11 Approve compensation 
changes for 
employees/groups. 

8.12 File the annual return for a 
charitable organization. 

8.13 Provide public, timely and 
detailed disclosure of the 
expenses reimbursed to 
Directors and the 
Superintendent. 



  
 

 

Policy 3 

Approved: September 2014 
Amended: 

Reviewed: 2018/2019 
 

 

ROLE OF THE DIRECTOR 
 
The role of the Director is to contribute to the Charter Board as it carries out its mandate 
in order to achieve its mission. The oath of office taken or affirmation made by each 
Director when s/he assumes office binds that person to work diligently and faithfully in 
the general cause of public charter education and specifically for girls only education. 

 
Individual Directors exercise an effective decision making role in the context of corporate 
action. A Director who is given authority by Charter Board motion to act on behalf of the 
Charter Board may carry out duties individually but only as an agent of the Charter 
Board. In such cases, the actions of the Director are those of the Charter Board, which is 
then responsible for them. A Director acting individually has only the authority and status 
of any other Society member. Individual Directors do not have the authority to direct the 
Superintendent or staff. 

 
Specific Responsibilities of Individual Directors 

 
1. Become familiar with Society bylaws, Charter Board policies and administrative 

procedures, meeting agendas and reports in order to participate in Charter Board 
business. 

 
2. Provide for the engagement of parents, students, staff and various communities. 

 
3. Respectfully bring forward and advocate for issues and concerns. 

 
4. Refer matters not covered by Charter Board policy, but requiring a corporate 

decision to the Charter Board for discussion. 
 
5. Refer administrative matters to the Superintendent. 

 
6. The Director, upon receiving a complaint or an inquiry from a parent, staff member or 

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

 
7. Keep the Superintendent and the Charter Board informed in a timely manner of all 

matters coming to his/her attention that might affect the organization. Personnel 
matters are to be brought to the attention of the Superintendent only. 

 
8. Attend Charter Board meetings, and committee meetings as assigned, prepared to 

participate in, and contribute to, the decisions of the Charter Board in order to 
provide the best solutions possible for education at the Calgary Girls Charter School. 

 
9. Recognize his/her fiduciary responsibility to the organization and act in the best 

interest of the organization understanding that organization needs are paramount. 



  

9.1 Vote on every Charter Board motion, unless there is a conflict of interest. 

9.2 Support a majority vote of the Charter Board as if the vote had been 
unanimous. 

 
10. When delegated responsibility, will exercise such authority within the defined terms 

of reference in a responsible and effective way. 
 
11. Participate in Charter Board/Director development sessions so the quality of 

leadership and service in the organization can be enhanced. 
 
12. Share the materials and ideas gained with fellow Directors at a Charter Board 

meeting following a Director development activity. 
 
13. Strive to develop a positive and respectful learning and working culture both within 

the Charter Board and the organization. 
 
14. Attend when possible significant School-sponsored functions/events/activities. 

 
15. Attend staff social functions as a Charter Board representative(s) when formally 

invited by the Principal through the office of the Superintendent. 
 
16. Participate in the CGCS and broader community initiatives/activities when possible 

to enhance the image of the School. 
 
17. Become familiar with, and adhere to, the Director Code of Conduct. 

 
18. Report any violation of the Director Code of Conduct to the Chair, or where 

applicable, to the Vice-Chair. 
 
Orientation 

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

 
The Charter Board believes an orientation program is necessary for effective Director 
service. All Directors new to the Charter Board are expected to attend all aspects of the 
orientation program. 

 
1. The Charter Board will host a preliminary orientation session for all elected 

candidates prior to the Organizational Meeting which will include a review of and an 
expression of interest in Charter Board assignments and committees. 

 
2. The Charter Board will offer an orientation program for all Directors that provides 

information on: 

2.1 Role of the Director and the Charter Board; and Committee terms of 
reference; 



  

2.2 Society bylaws, Charter Board policy, agendas and minutes; 

2.3 Charter Document 2007, Charter Renewal Document 2012, current Strategic 
Plan; 

2.4 Annual reports, budgets, financial statements and capital plan; 

2.5 Calgary Girls Charter School calendar; and 

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

 
3. The orientation program may also include: 

3.1 The opportunity to meet Charter Board staff. 

3.2 A tour of the campuses and the opportunity to meet the Principal and staff. 
 
4. The Chair and Superintendent are responsible for ensuring the development and 

implementation of the orientation program for Directors. 
 
5. Incumbent Directors are encouraged to help newly elected Directors become 

informed about history, functions, bylaws, policies, procedures and issues. 
 
 

Reference: 
Education Act, 2019 s. 52, 53, 54, 88, 89, 90, 91(a), 92, 93, 94, 95, 96  
Section 6Commissioner of Oaths Act 

 
 



  
Policy 3 – Appendix A 

 
POTENTIAL DIRECTOR QUALIFICATIONS 

 
The Nominating Sub-Committee may take the following into account when evaluating a 
potential nominee for the Charter Board of Directors: 

 
• Current Charter Board composition to ensure the Charter Board reflects the 

Society’s values of inclusion and diversity 

• Competencies and skills necessary for a high level of Charter Board functioning. 
These skills and competencies may include: 

o Financial expertise (e.g., planning, monitoring, fiscal health, stewardship of 
assets, legal and regulatory compliance, property and risk management) 

o Investment expertise (e.g., planning, monitoring of investment performance, 
safeguarding and maximizing return on assets) 

o Fundraising experience (e.g., planning and carrying out special events, 
cultivating prospective donors, asking for gifts personally) 

o Legal expertise (e.g., legal and regulatory compliance, risk management) 
o Property and facility management and construction (e.g., planning, monitoring 

significant maintenance and, capital improvements and new development) 

o Marketing (e.g., planning, monitoring the environment, positioning within the 
marketplace) 

o Political savvy (e.g., experience in government, or working with government  
in political domain) 

o Small business experience (e.g., managing a business the approximate size 
of our organization) 

o Personnel expertise (e.g., planning and monitoring vitality of human 
resources) 

o Not-for-profit management and governance (e.g., prior board experience, 
experience with not-for profit sector and the distinctions of management and 
governance). 

o Technological expertise (e.g. expertise with learning management systems, 
data bases, various applications). 

• Demonstrated ability and commitment to effective collaboration in decision 
making. 



 

Policy 3 – Appendix B 

 
OATH OF OFFICE FORM 

 
Oath of Office 

 
s. 75 Every trustee shall: 

1. (a) take and subscribe to the official oath prescribed by the Oaths of Office Act before commencing the trustee’s duties, 
and  

2. (b) deposit the oath with the secretary of the board.  

Official oath  

When by a statute of Alberta a person is required to take an official oath on: 

1. (a) being appointed to an office other than that of judge or justice of the peace, or  
2. (b) being admitted to a profession or calling,  

the oath shall be taken in the following form:  

I, ___________________________________, swear that I will diligently, faithfully and to the best of my  

ability execute according to law the office of_________________________________________.  

So help me God.  

RSA 1980 cO-1 s2  

OR  

Solemn affirmation  

RSA 1980 cO-1 s3  

4(1) A person who is required by a statute of Alberta to take an oath prescribed by this Act may make a solemn 
affirmation instead of taking the oath.  

(2) When on the administering of an oath prescribed by this Act the person about to take the oath is permitted by law to 
make a solemn affirmation instead of taking an oath, the person may make a solemn affirmation in the prescribed form 
of the oath, substituting the words “solemnly affirm” for the word “swear”, and omitting the words “So help me God”.  

RSA 2000 cO-1 s4;2014 c13 s8  

 
_______________________     _________________________ 
Date        Signature 
 



 

Policy 3 – Appendix C 
 
DIRECTOR DISCLOSURE STATEMENT 

 
 
 
 
 
 

Calgary Girls' School Society Director's Disclosure Statement 
 
It is the duty of each Calgary Girls Charter School Board Director to disclose personal and 
financial information, as required by sections 80 and 81 of the School Act, including pecuniary 
interests held by them, their spouse or adult interdependent partner or their minor children that 
could affect or be affected by the deliberations, decisions and business objectives of the Calgary 
Girls' School Society. A person has a pecuniary interest if they: 

are a shareholder, director or officer of a privately-held corporation; 
hold ten percent or more of the voting shares of a publicly-traded corporation; are a 
member of a partnership or firm; or 
are employed by a corporation, partnership, firm, government or other person. 

 
Disclosure is to occur prior to the first regular or special Board of Directors’ meeting held 
following each election, and annually thereafter during the term of office, at the time of the 
annual organizational meeting, or at any time if there are significant changes in a Director's 
pecuniary interests. The purpose of this disclosure is to comply with the School Act and to 
ensure that all commitments made on behalf of the Calgary Girls Charter School are made in 
an accountable and transparent manner. An excerpt of the School Act (sections 80 and 81) is 
attached for your reference. 
I,   (Director’s First and Last Name) in accordance 
with sections 80 and 81 of the School Act, hereby declare the following names of my spouse or 
adult interdependent partner and all children, the employment of myself, my spouse or adult 
interdependent partner and all children and the pecuniary interests of myself, my spouse or 
adult interdependent partner and children under 18 years of age, that is outside the scope of 
my position with the Calgary Girls Charter School. 

 
I certify that the information provided in this form is correct and is a complete disclosure of all 
information required in accordance with sections 80 and 81 of the School Act. 
 
Director's Signature:     Date     

 

This information is being collected to ensure compliance with the School Act. It is protected by 
the privacy provisions of the Freedom of Information and Protection of Privacy Act. It will be 
disclosed to all Directors of the Calgary Girls Charter School, to the Secretary Treasurer, and 
to the Superintendent of the Calgary Girls Charter School as directed by the Board of Directors, 
and otherwise, as required by law. If you have any questions regarding this collection, please 
contact the Secretary Treasurer. 

Adapted from the Calgary Board of Education 



 

Please complete the following information. If you require additional space, please attach an additional form: 
 

 Name mployment 
osition Held and Employer 

Name 

ame of Corporations, Partnerships, Firms, 
Governments or Persons in Which Persons 
Have a Pecuniary Interest 

 
 

Director 

   

 
 
Director’s 
Spouse or 
Adult 
Interdepend
ent Partner 

   

 
 

Director
’s 
Childr
en 

  ovide this information only for children under the age of 18 

   

   

   

 
Adapted from the Calgary Board of Education 



 

Attachment I  
Excerpt from the Education Act 
Pg. 62-65 

 
 

Division 3 

Conflict of Interest 

Pecuniary interest 
 
85(1) In this Division, 

(a) “corporation”, “distributing corporation”, “shareholder”, “voting shares”, “voting rights”, “director” 
and “officer” have the meanings given to them in the Business Corporations Act; 

(b) “pecuniary interest” means, with respect to a person, an interest in a matter that could 
monetarily affect 

(i) the person, 

(ii) a corporation, other than a distributing corporation, in which the person is a 
shareholder, director or officer, 

(iii) a distributing corporation in which the person beneficially owns voting shares carrying at 
least 10% of the voting rights attached to the voting shares of the corporation or of which the person is a director 
or officer, 

(iv) a partnership or firm of which the person is a member, or 

(v) a corporation, partnership, firm, government or person that employs the person; 

(c) “spouse” means the husband or wife of a married person but does not include a spouse who is 
living separate and apart from the person if the person and spouse have separated pursuant to a written 
separation agreement or if their support obligations and family property have been dealt with by a court order. 

(2) For the purposes of this Division except section 81(1), the pecuniary interests of the spouse or adult 
interdependent partner of a person that are known to the person or of which the person reasonably should know 
are deemed to be the pecuniary interests of the person. 

(3) For the purposes of this Division, a person does not have a pecuniary interest by reason only of any interest 
that the person may have 

(a) as an elector or taxpayer of the district or division, 

(b) by reason of 

(i) the person’s appointment by the board as a director of a company incorporated for the 
purpose of carrying on business for and on behalf of the board, or 

(ii) the person being appointed as the representative of the board on any commission, 
committee or other body, 

(c) with respect to any allowance, honorarium, remuneration or benefit to which the person may be 
entitled by reason of being a trustee or an employee of a board or by reason of having been appointed by the 
board to a position described in clause (b), 

(d) by reason of the person’s employment by the Government of Canada, the Government of 
Alberta or a federal or provincial Crown corporation or agency, except with respect to a matter directly affecting 
the department, corporation or agency of which the person is an employee, 



 
 

(e) by reason of the person being a member of 

(i) a credit union, a co-operative or a non-profit organization formed 
under an Act of the Legislature or of the Parliament of Canada, or 

(ii) a service club, 

(f) by reason of the person having an interest that is an interest in common with 

(i) the majority of electors of the district or division, or 

(ii) where the matter affects only part of the district or division, with the 
majority of electors 

in that part, 

or 
(g) by reason of an interest that is so remote or insignificant that it cannot 

reasonably be regarded as likely to influence the person. 

(4) Subsection (3)(e) does not apply to a person who is an employee or director of a 
credit union or co-operative or an employee of an organization or club referred to in 
that clause. 

 
RSA 2000 cS-3 s80;2002 cA-4.5 s71;2002 c23 s2 

 

Disclosure of information 
 

86(1) Each trustee of a board shall file with the board’s secretary a statement showing 

(a) the names and employment of the trustee and the trustee’s spouse or adult 
interdependent partner and children, 

(b) the names of the corporations, partnerships, firms, governments or persons in 
which the trustee has a pecuniary interest, and 

(c) the names of the corporations, partnerships, firms, governments or persons 
in which the trustee’s spouse or adult interdependent partner or children under 18 years of 
age have a pecuniary interest. 

(2) The board’s secretary shall 

(a) compile a list of all the names reported on the statements filed with the secretary, 
and 

(b) provide a copy of the list to 

(i) all the trustees of the board, and 

(ii) the officials and employees of the board that the board directs shall 
receive a copy. 

 
RSA 2000 cS-3 s81;2002 cA-4.5 s71;2002 c23 s2 
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DIRECTOR CODE OF CONDUCT 

 
The Charter Board commits itself and its members to conduct which meets the highest 
ethical standards and is commensurate with the responsibilities associated with being 
elected representatives of the Calgary Girls Charter School.  It is expected that all 
personal interactions and relationships will be characterized by mutual respect, which 
acknowledges the dignity and affirms the worth of each person. 

 
Specifically 

 
1. Directors shall carry out their responsibilities as detailed in Policy 3 – Role of the 

Director with the care, diligence and skill of a reasonably prudent person under 
comparable circumstances. 

 
2. Directors shall endeavor to work with fellow Charter Board members in a spirit of 

harmony and cooperation in spite of differences of opinion that may arise during 
debate. 

 
3. Directors shall reflect the Charter Board’s policies and resolutions when 

communicating with the public. 

3.1 Directors must accept that decisions are made on a majority or consensus 
basis after due deliberation and that it is the obligation of Charter Board 
members to abide by and support, rather than undermine them.  

3.2 Equally, Charter Board members may not publicly (i.e., outside a closed 
session of the Board) or outside of the proper channels and protocols, 
criticize other Charter Board members or Calgary Girls Charter School staff.  

 
4. Directors shall respect issues of a sensitive or confidential nature. 

4.1 Directors owe positive loyalty to the Charter Board and are never to divulge 
its deliberations and decisions to any outside body or person before they are 
made known to the staff and public through the agreed-upon channels of 
communication. 

4.2 Directors will, at all times, maintain confidentiality of the business of the 
Calgary Girls Charter School as appropriate. This restriction will not apply to 
a Director required to disclose such information by law, in which case the 
disclosing Director will promptly notify the Chair or the applicable Charter 
Board Committee of the legal requirement before such disclosure. 

 
5. Directors shall not attempt to exercise individual authority over the Superintendent or 

any member of staff.  In particular:  
 
5.1 Individual Directors shall not solicit nor make judgments in a public forum 

(i.e., outside of a closed session of the Board) of the Superintendent or 
individual staff member’s performance.  

5.2 Directors shall not encourage direct communication with employees who 
attempt to bypass administration but shall encourage employees to utilize 
reporting lines within the administration to bring their concerns to the Board.   



 
 

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

 
7. Directors shall represent the Charter Board responsibly in all Charter Board-related 

matters with proper decorum and respect for others. 
 

8. Attendance by the Directors at regular board Meetings and board working sessions 
is mandatory unless excused by a motion of the Board. Repeated unexcused 
absences, partial attendance or excessively late attendance by Directors shall be 
cause for disciplinary action as determined by the Board. The unexcused absence of 
a Director from three (3) consecutive regular meetings of the Board shall disqualify 
that person from remaining as a Director as per S. 82 (1)(h) of the School Act.   

 
9. Directors shall disclose the nature of any conflict of interest and abstain and absent 

themselves from discussion or voting on the matter in question in accordance with the 
definition of “Conflict of Interest” in Part 3, Section 80 of the School Act.   

 
9.1. Directors may not use for personal financial or material benefit, except under 

the terms of a written agreement with the Calgary Girls’ School Society; 

9.1.1 Calgary Girls Charter School (CGCS) premises and facilities to 
promote or serve the interest of any non-CGCS organization; 

9.1.2 Or the name or insignia of CGCS; 

9.1.3 Or the names of its Directors or organization, to promote or serve 
the interests of any non-CGCS organization. 

9.2 Consultants who are Directors are not to do paid work for CGCS while 
serving on the Charter Board, unless agreed upon by the Charter Board in 
advance. 

9.3 It is the duty and responsibility of the Chair, where the possibility of a member 
having a conflict of interest is known or ought reasonably to have been 
known, to explicitly raise the matter with the Director potentially having the 
conflict of interest. 

9.4 For non-declaration of a conflict, which affects the decisions of the Charter 
Board, a Director may be asked to resign and the affected decisions shall be 
reconsidered. 

 
10. Directors shall not use their influence to obtain employment within the organization 

for family members or friends. 
 
11. Directors shall conduct themselves in a manner such that neither the organization’s 

reputation nor its assets are put at risk. 
 

12. Consequences for the failure of individual Directors to adhere to the Director Code 
of Conduct are specified in Policy 4 Appendix - Director Code of Conduct 
Sanctions.  

 
Reference:  
Education Act, 2019 s. 26, 27, 85, 88, 90, 91(a) 

  



 
 

Policy 4 – Appendix: Director Code of Conduct Sanctions and Code of 
Conduct Hearing Procedures 

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

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

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

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

5. To ensure that the complaint has merit to be considered and reviewed, at least one (1) 
other Director must provide to the Charter Board Chair within three (3) days of the 
notice in writing of the complaint being forwarded to all Directors a letter indicating 
support for having the complaint heard at a Code of Conduct hearing. Any Director who 
forwards such a letter of support shall not be disqualified from attending at and 
deliberating upon the complaint at a Code of Conduct hearing convened to hear the 
matter, solely for having issued such a letter.  

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

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

  



 
 

8. At said special meeting of the Charter Board, the Charter Board Chair shall indicate, at 
the commencement of the meeting, the nature of the business to be transacted and 
that the complaint shall be heard in a closed session of the special meeting.  

Code of Conduct Hearing Procedures 

Without limiting what appears below, the Charter Board Chair shall ensure fairness in 
dealing with the complaint by adhering to the following procedures:  

8.1. The Code of Conduct complaint shall be conducted at a closed session, Code of 
Conduct Hearing, of a Special Charter Board Meeting convened for that purpose. 
The Board, at its sole discretion, may record by electronic means, the in-camera 
session of the Special Board Meeting. When a recording will take place, the 
complaining Director and the respondent Director shall be advised by the presiding 
Chair at the commencement of the Code of Conduct Hearing. All preliminary 
matters, including whether one (1) or more Directors may have a conflict of interest 
in hearing the presentations regarding the complaint, shall be dealt with prior to the 
presentation of the complaint on behalf of the complaining Director.  

8.2. The sequence of the Code of Conduct hearing shall be:  

8.2.1. The complaining Director shall provide a presentation which may be written 
or oral or both;  

8.2.2. The respondent Director shall provide a presentation which may be written 
or oral or both;  

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

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

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

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

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

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

8.4. If the remaining Directors in deliberation require further information or clarification, 
the parties shall be reconvened and the requests made in the presence of both 
parties. If the information is not readily available, the presiding Chair may request a 



 
 

recess or, if necessary, an adjournment of the Code of Conduct hearing to a later 
date.  

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

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

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

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

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

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

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

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

9.3. Having a motion to remove the offending Director from one (1), some or all Charter 
Board committees or other appointments of the Charter Board passed by a 
majority of those Directors present, excluding the offending Director, and allowed 
to vote at the special (as per the School Act) meeting of the Charter Board;  

9.4. Having a motion to terminate the offending Director’s membership on the Charter 
Board passed by 75% of those Directors present and allowed to vote at the special 
meeting of the Charter Board.  

10. Notwithstanding, the Director may be removed from office by the passage of a special 
resolution at a Special Meeting of the Society.  

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

Reference: 
Education Act, 2019 s. 26, 27, 59(1), 85, 88, 90, 91(a) 
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ROLE OF THE CHARTER BOARD CHAIR 
 
The Charter Board believes that its ability to discharge its obligation is enhanced when 
leadership and guidance is forthcoming from its membership. 

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

 
Further to any responsibilities outlined in article 5 of the Society bylaws, the Charter 
Board delegates to the Chair the following powers and duties: 

 
1. Act as the official spokesperson for the Charter Board, except for those instances 

where the Charter Board has delegated this role to another individual or group and 
for the organization when there are potential political implications. 

 
2. Preside over all Charter Board meetings and ensure that such meetings are 

conducted in accordance with the School Act, Society bylaws and the policies as 
established by the Charter Board. 

 
3. Prior to each Charter Board meeting, confer with the Vice-Chair, the Superintendent 

and/or designate on the items to be included on the agenda, the order of these items 
and become thoroughly familiar with them. 

 
4. Be familiar with basic meeting procedures. If not familiar with basic meeting 

procedures and where necessary defer to Robert’s Rules of Order. 
 
5. Perform the following duties during Charter Board meetings: 

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

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

5.3 Display firmness, courtesy, tact, impartiality and willingness to give everyone 
an opportunity to speak on the subject under consideration. 

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

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



 
 

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

5.7 Ensure that each Director present votes on all issues before the Charter 
Board. When appropriate, advise Directors of a possibility of a conflict of 
interest. 

5.8 Extend hospitality to Directors, Superintendent and staff, the media, and 
members of the public. 

 
6. Keep informed of significant Calgary Girls Charter School activities. 

 
7. Assist with the Charter Board’s orientation program for Directors. 

 
8. Keep the Superintendent and the Charter Board informed in a timely manner of all 

matters coming to his/her attention that might affect the organization. 
 
9. Be in regular contact with the Superintendent to maintain a working knowledge of 

current issues and events. 
 
10. Convey directly to the Superintendent such concerns as are related to him/her by 

Directors, parents or students that may affect the administration of the organization. 
 
11. Provide counsel to the Superintendent. 

 
12. Review and approve the Superintendent’s expenditure claims and monitor total days 

of work as per the contract for service. 
 
13. Bring to the Charter Board all matters requiring a corporate decision of the Charter 

Board. 
 
14. Act as ex-officio member of all Charter Board committees, with the exception of the 

Student Discipline Committee. 
 
15. Act as a signing authority for Charter Board minutes. 

 
16. Act as a signing authority for the organization as follows: 

16.1 As required by the Government of Alberta. 

16.2 As required by financial institutions. 
 
17. Represent the Charter Board, or arrange alternative representation, at official 

meetings or other public functions. 
 
18. Address inappropriate conduct or bylaw/policy infringement on the part of a Director. 

 
19. Ensure the Charter Board engages in regular assessments of its effectiveness as a 

Charter Board. 

20. Act on behalf of the Superintendent in his/her inability to act due to conflict of interest. 
 
21. Report to Society members at the Annual General Meeting. 
 
Reference:   
Education Act, 2019 s. 52, 53, 54, 63, 64 
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ROLE OF THE VICE-CHAIR 
 
The Vice-Chair shall be elected by the Charter Board at its Organizational Meeting, and 
thereafter at any time determined by the Charter Board, to hold office during the 
pleasure of the Charter Board. 

 
Specific Responsibilities 

 
1. The Vice-Chair shall act on behalf of the Chair, in the latter’s inability to act or 

absence and shall have all the duties and responsibilities of the Chair. 
 
2. The Vice-Chair shall assist the Chair in ensuring that the Charter Board operates in 

accordance with its own policies and in providing leadership and guidance to the 
Charter Board. 

 
3. Prior to each Charter Board meeting, the Vice-Chair shall confer with the Chair and 

the Superintendent and/or designate on items to be included on the agenda, the 
order of these items and become thoroughly familiar with them. 

 
4. The Vice-Chair and the Chair, Finance and Audit Committee shall review and 

approve the Chair’s expenditure claims, in accordance with Charter Board policy. 
 
5. The Vice-Chair may be assigned other duties and responsibilities by the Chair. 

 
 

Reference:  
Education Act, 2019 52, 53, 54 
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CHARTER BOARD OPERATIONS 
 
The Charter Board will govern with a style which emphasizes: 

• A proactive forward outward vision. 

• Encouragement of diversity of viewpoints. 

• Strategic leadership. 

• Clear distinction of Charter Board and Superintendent/staff roles. 

• Collaborative decision-making. 
 
The Charter Board shall meet regularly, according to the annual schedule of meeting 
dates established in May for the subsequent school year. The Chair has the authority to 
call additional meetings, as required, and to cancel any meetings by reason of lack of 
business. 

 
The Charter Board’s fundamental obligation is to preserve, if not enhance, the public 
trust in education, generally, and in the affairs of its operations in particular. Consistent 
with its objective to encourage the general public to contribute to the educational 
process, Charter Board meetings will be open to the public. Towards this end, the 
Charter Board believes its affairs must be conducted in public to the greatest extent 
possible. 

 
There are times when public interest is best served by private discussion of specific 
issues in "in-camera" sessions. The Charter Board believes it is necessary to protect 
individual privacy and the Charter Board's own position in negotiating contracts and 
therefore expects to go in-camera for issues dealing with individual students, individual 
employees, land, labour, litigation or negotiation. 

 
Having members of the public make presentations at Charter Board meetings can 
enhance public interest. 

 
Public forums dealing with specific educational topics can enhance communications and 
the effectiveness of the Charter Board. 

 
1. Organizational Meeting 

1.1 An Organizational Meeting of the Charter Board shall be held annually, and 
no later than three (3) weeks following the appointment of Directors at the 
annual general meeting of the Society. The first official meeting of the Charter 
Board following appointment of Directors shall be an Organizational Meeting. 

1.2 The Superintendent or designate will give notice of the Organizational 
Meeting to each Director as if it were a special meeting. The Superintendent 
or designate shall call the meeting to order and act as Chair of the meeting 
for the purpose of the election of the Charter Board Chair. 



 
 

1.3 Each Director will take the oath of office immediately following the call to 
order of the Organizational Meeting after a general election. 

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

1.5 The organizational meeting shall, in addition: 

1.5.1 Elect a Vice-Chair; 

1.5.2 Create such standing or ad hoc committees of the Charter Board as 
deemed appropriate; and appoint members; 

1.5.3 Appoint Charter Board representation on the various Boards or 
committees of organizations or agencies where the Charter Board 
has regular representation, as appropriate; 

1.5.4 Review Director conflict of interest stipulations and determine any 
disclosure of information requirements; and 

1.5.5 Address other organizational items as required. 
 
2. Regular Meetings 

Regular Charter Board meeting dates and times shall be as established at the May 
meeting each year. 

2.1 All meetings will ordinarily be held in the Charter Board Office on a monthly 
basis, excepting July and August. 

2.2 Notwithstanding the schedule established in May, the Charter Board may, by 
resolution, alter the schedule in such manner as it deems appropriate. 

2.3 All Directors shall notify the Charter Board Chair if they are unable to attend a 
Charter Board meeting. 

2.4 All Directors who are absent from three (3) consecutive regular meetings 
shall: 

2.4.1 Obtain authorization by resolution of the Charter Board to do so; or 

2.4.2 Provide to the Charter Board Chair evidence of illness in the form of 
a medical certificate respecting the period of absence. 

Failure to attend may result in disqualification. 

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

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



 
 

3. Special Meetings 

3.1 Occasionally, unanticipated or emergent issues require immediate Charter 
Board attention and/or action. 

3.2 Special meetings of the Charter Board will only be called when the Charter 
Board Chair, the majority of Directors, or the Minister is of the opinion that an 
issue must be dealt with before the next regular Charter Board meeting. 

3.3 A written notice of the special meeting including date, time, place and nature 
of business shall be issued to all Directors by registered mail (at least seven 
(7) days prior to the date of the meeting) or in person (at least two (2) days 
prior to the date of the meeting) unless every Director agrees to waive in 
writing the requirements for notice. 

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

3.5 Special meetings of the Charter Board shall be open to the public recognizing 
that specific agenda matters may be held in-camera. 

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

 
4. Meetings by Electronic Means 

Meetings by electronic means may be convened in the event of extenuating 
circumstances. Participation from outside the boundaries of Calgary for more than 
one (1) meeting is at the discretion of the Charter Board by resolution. 

4.1 In accordance with the relevant section(s) of the School Act, the Charter 
Board may hold a meeting using electronic means or other communication 
facilities. The means used must enable each Director participating in the 
meeting and any members of the public attending the meeting to hear all the 
other Directors. Directors participating in such meetings by electronic means 
or other communication facilities are deemed to be present at the meeting. 

4.2 At least one (1) of the following persons named in each of 4.2.1 and 4.2.2 
must be present at Charter Board Office, or other designated meeting 
place, during the meeting: 
4.2.1 A member of the Charter Board. 

4.2.2 The Superintendent or designate. 

4.3 Reasonable steps must be taken to notify the public of locations from 
which members of the public may participate. 

4.4 A Director may participate from a location to which the public does not have 
access. 

4.5 A Director must ensure the means and location used to participate in the 
meeting will allow moving in-camera, and will meet all requirements of an in- 
camera session. 



 
 

5. In-Camera Sessions 

The School Act uses the term “private” for non-public meetings. Robert’s Rules of 
Order uses the term “executive session” for the same distinction. The term “in- 
camera” is most commonly used and is synonymous with the other two terms. 

The preservation and enhancement of the public’s trust in the educational system is 
an important priority of the Charter Board. The Charter Board believes that public 
trust is preserved by conducting open Charter Board meetings. Notwithstanding this 
belief, occasionally matters of unusual sensitivity require the Charter Board to hold 
closed meetings. 

5.1 The Charter Board may, by resolution, schedule an in-camera meeting at a 
time or place agreeable to the Charter Board or recess a meeting in progress 
for the purpose of meeting in-camera. Such resolutions shall be recorded in 
the minutes of the Charter Board and shall specify those individuals eligible to 
attend in addition to Directors and the Superintendent. 

5.2 The Board may convene in-camera only to discuss matters of a sensitive 
nature, including: 

5.2.1 Personnel 

5.2.1.1 Individual students; 

5.2.1.2 Individual employees; 

5.2.2 Matters relating to negotiations; 

5.2.3 Acquisition/disposal of real property; 

5.2.4 Litigation brought by or against the Charter Board; 

5.2.5 Other topics that a majority of the Directors present feel should be 
held in private, in the public interest. 

5.3 Such sessions shall be closed to the public and press. The Charter Board 
shall only discuss the matter(s) that gave rise to the in-camera meeting. 
Charter Board members and other persons attending the session shall 
maintain confidentiality and shall not disclose the details of the discussion at 
such sessions. 

5.4 The Charter Board shall, during the in-camera session, adopt only such 
resolution as is required to re-convene the Charter Board in an open, public 
meeting. 

 
6. Agenda for Regular Meetings 

The Superintendent is responsible for preparing an agenda for Charter Board 
meetings in consultation with the Chair and the Vice-Chair. 

6.1 The order of business at a regular meeting shall generally be as follows: 
6.1.1 Call to Order; 

6.1.2 Approval of Agenda; 

6.1.3 Approval of Minutes and electronic votes of the Charter Board; 

6.1.4 Business Arising; 



 
 

6.1.5 Action Items; 

6.1.6 Discussion Items; 

6.1.7 Reports and Information Items; 

6.1.8 Adjournment. 

Items scheduled for a specific time shall be clearly identified on the agenda. 
6.2 The agenda will be supported by copies of letters, reports, contracts and 

other materials as are pertinent to the business that will come before the 
Charter Board and will be of value to the Charter Board in the performance of 
its duties. Each action item will include a clear recommendation. 

6.3 Items may be placed on the agenda in one (1) of the following ways: 

6.3.1 By notifying the Chair or Superintendent at least eight (8) calendar 
days prior to the Charter Board meeting. 

6.3.2 By notice of motion at the previous meeting of the Charter Board. 

6.3.3 As a request from a committee of the Charter Board. 

6.4 The agenda package, containing the agenda and supporting information, will 
be provided to each Director at least twenty-four (24) hours prior to the 
Charter Board meeting. Subsequently, information may be provided at the 
meeting; and further, the Superintendent shall advise the Chair regarding the 
emergent nature of such information. 

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

6.6 During the course of the Charter Board meeting, the majority of Directors 
present may amend the agenda and place items before the Charter Board for 
discussion. The Charter Board may take action on such items. 

6.7 The list of agenda items shall be posted on the Calgary Girls Charter School 
website and be available in the School Office. Any Society member may 
inspect the agenda and request a copy. 

 
7. Minutes for Regular or Special Meetings 

The Charter Board shall maintain and preserve by means of minutes a record of its 
proceedings and resolutions. 
7.1 The minutes shall record: 

7.1.1 Date, time and place of meeting; 

7.1.2 Type of meeting; 

7.1.3 Name of presiding officer; 

7.1.4 Names of those Directors and staff in attendance; 

7.1.5 Approval of preceding minutes; 

7.1.6 All resolutions, including the Charter Board’s disposition of the 
same, placed before the Charter Board, are to be entered in full; 



 
 

 

7.1.7 Names of persons making the motions; 

7.1.8 Points of order and appeals; 

7.1.9 Appointments; 

7.1.10 Receipt of reports of committees; 

7.1.11 Recording of the vote on all motions; 

7.1.12 Director declaration of vote pursuant to the School Act; 

7.1.13 Departure and re-entry times of Directors (when absent for a vote 
on a motion); and 

7.1.14 The time of adjournment. 

7.2 The minutes shall: 

7.2.1 Be prepared as directed by the Superintendent; 

7.2.2 Be reviewed by the Superintendent prior to submission to the 
Charter Board; 

7.2.3 Be considered an unofficial record of proceedings until such time as 
adopted by a resolution of the Charter Board; and 

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

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

7.4 The Superintendent or designate will establish and maintain a file of all 
Charter Board minutes. 

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

7.6 The approved minutes of a regular or special meeting shall be posted to the 
Calgary Girls Charter School website as soon as possible following approval. 
The Superintendent or designate is responsible to distribute and post the 
approved minutes. 

 
8. Motions 

Motions do not require a seconder. 

8.1 Notice of Motion 

The notice of motion serves the purpose of officially putting an item on the 
agenda of the next or future regular meeting and gives notice to all Directors 
of the item to be discussed. A notice of motion is not debatable and may not 
be voted on. 

  



 
 

8.2 Discussion on Motions 

The custom of addressing comments to the Chair is to be followed by all 
persons in attendance. 

A Charter Board motion or a recommendation from the Superintendent must 
generally be placed before the Charter Board prior to any discussion taking 
place on an issue. Once a motion is before the Charter Board and until it is 
passed or defeated, all speakers shall confine their remarks to the motion or 
to the information pertinent to the motion. Motions may be submitted by any 
Director, including the Chair. 

8.3 Speaking to the Motion 

The mover of a motion speaks first and every Director shall have an 
opportunity to speak to the motion. 

The Chair will normally speak just prior to the last speaker who will be the 
mover of the motion. 

The mover of the motion is permitted to close debate on the motion. 

As a general guide, a Director is not to speak longer than five (5) minutes on 
any motion. The Chair has the responsibility to limit the discussion by a 
Director when such a discussion is repetitive or digresses from the topic at 
hand, or where discussion takes place prior to the acceptance of a motion. 

No one shall interrupt a speaker, unless it is to ask for important clarification 
of the speaker’s remarks, and any such interruption shall not be permitted 
without permission of the Chair. 

When a Director arrives at the meeting after a motion has been made and 
prior to taking a vote, the Director may request further discussion prior to the 
vote. The Chair shall rule on further discussion. 

8.4 Reading of the Motion 

A Director may require the motion under discussion to be read at any time 
during the debate, except when a Director is speaking. 

8.5 Required Votes 

The Chair, and all Directors present, unless excused by resolution of the 
Charter Board or by the provisions of the School Act, shall vote on each 
question. Each question shall be decided by a majority of the votes of those 
Directors present. A simple majority of a quorum of the Charter Board will 
decide in favour of the question. In the case of an equality of votes, the 
question is defeated. A vote on a question shall be taken by open vote, 
expressed by show of hands, except the vote to elect the Chair or Vice-Chair, 
which is by secret ballot. 

8.6 Debate 

In all debate, any matter of procedure in dispute shall be settled, if possible, 
by reference to Robert’s Rules of Order. If this reference is inadequate, 
procedure may be determined by motion supported by the majority of 
Directors in attendance. 

  



 
 

9. Delegations at Charter Board Meetings 

The Charter Board provides opportunity for members of the general public to make 
presentations to the Charter Board. 

9.1 Individuals or group requests to make presentations to the Charter Board 
must be submitted in writing, to the Superintendent, no less than fourteen 
(14) calendar days prior to the scheduled Charter Board meeting at which the 
individual or group wishes to present. 

9.2 The Agenda Planning Committee shall determine if the presentation to the 
Charter Board shall proceed and, if so, at what Charter Board meeting, at 
what time, and whether the presentation will be heard in closed session or in 
public. 

9.3 In emergent situations where the regular procedure cannot be followed, the 
delegation or the Superintendent shall justify the emergency, then outline the 
subject and background prior to the delegation appearing before the Charter 
Board. 

9.4 The delegation may make a presentation in writing and/or orally. 

9.4.1 The presentation shall be supported by a background/ briefing 
document and a recommendation for action. The background/ 
briefing document must be received by the Superintendent or 
designate at the same time as the “request to present to the Charter 
Board” is filed a minimum of fourteen (14) days prior to the 
scheduled meeting at which the individual or group wishes to 
present. 

9.5 Relevant background information to the delegation’s presentation shall be 
prepared by the Superintendent and is to accompany the agenda. 

9.6 The presenter for the delegation shall be identified by the individual or group 
requesting to make a presentation to the Charter Board. 

9.7 The presenter shall be notified of the time and date when the presentation will 
be made. 

9.8 The Charter Board will ask questions of the delegation only for clarification 
purposes. 

9.9 Where a delegation requests action from the Charter Board, the response will 
be provided at a future meeting unless the Charter Board, by resolution, 
agrees to respond immediately. 

9.10 The presenter shall be advised of the date of the meeting at which the 
Charter Board's response is to be determined. 

9.11 The Chair shall communicate the decision of the Charter Board, in writing, to 
the presenter. If the decision may be appealed under the School Act, the 
Chair shall advise the presenter of his/her right to the next avenue of appeal. 



 
 

10. Audio/Video Recording Devices 

The Charter Board expects that anyone wanting to use recording devices at a public 
Charter Board meeting shall obtain prior approval of the Chair. 

 
11. Director Conflict of Interest 

The Director is directly responsible to the Society membership and to the Charter 
Board. 

Upon election to office and annually thereafter, the Director must complete a 
disclosure of personal interest statement and accept a position of public trust. The 
Director is expected to act in a manner which will enhance the trust accorded the 
Director, and through the Director, the trust accorded to the Charter Board. 

The Charter Board is of the firm conviction that its ability to discharge its obligations 
is dependent upon the trust and confidence of the Society membership in its Charter 
Board and in its Director members. Therefore, the Charter Board believes in the 
requirement to declare conflict of interest. 

11.1 The Director is expected to be conversant with the relevant sections of the 
School Act. 

11.2 The Director is responsible for declaring him/herself to be in possible conflict 
of interest. 

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

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

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

11.4 The recording secretary will record in the minutes: 

11.4.1 The Director’s declaration; 

11.4.2 The Director’s abstention from the debate and the vote; and 

11.4.3 That the Director left the room in which the meeting was held. 
 
12. Charter Board Self-Evaluation 

The Charter Board self-evaluation process shall be undertaken in conjunction with 
the Superintendent evaluation to reinforce alignment of purpose. 

 
 

Reference: 
Education Act, 2019 s. 24, 53, 54, 64, 65, 75, 85, 86, 87, 88, 112, 137 
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CHARTER BOARD COMMITTEES 

 
The Charter Board may delegate specific powers and duties to committees of the 
Charter Board that are established by the Charter Board, subject to the restrictions on 
delegation in the School Act. 

 
General Requirements 

 
1. The Charter Board may appoint Standing Committees and Ad Hoc Committees and 

shall prescribe their powers and duties. 
 
2. The Chair shall act as an ex-officio member, with voting privileges, of all committees 

appointed by the Charter Board, with the exception of the Student Discipline 
Committee. 

 
3. A Director must serve as the Chair of Standing Committees and Ad Hoc Committees 

established by the Charter Board. 
 
4. Quorum shall be a simple majority of Committee members. 

 
Standing Committees 

 
Standing committees are established to assist the Charter Board with work of an 
ongoing or recurring nature. Standing committees are usually appointed annually at 
the Organizational Meeting. The appointed member shall serve on the committee for 
approximately one (1) year unless s/he is unable to perform the duties assigned or until 
replaced by a subsequent appointment. Appointments may be renewed up to a 
maximum of three (3) years in order to promote opportunity for Directors to serve on a 
variety of committees and thus build the overall capacity of the Board.   

 
1. Agenda Planning Committee 

1.1 Purpose 

1.1.1 To make decisions regarding agenda items for regular Charter 
Board meetings. 

1.2 Powers and Duties 

1.2.1 After careful consideration, to determine items to be placed on the 
agenda of regular Charter Board meetings, including requests for 
presentations to the Charter Board. 

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

  



 
1.3 Membership 

1.3.1 Chair. 

1.3.2 Vice-Chair. 

1.3.3 Superintendent and/or designate(s). 

1.4 Meetings 

1.4.1 Called by the Chair and whenever possible, at least five (5) days 
prior to each regular Charter Board meeting. 

 
2. Board Committee of the Whole 

 
The Board Committee of the Whole is established as a standing committee of the 
Charter Board, with responsibility for work as detailed below. Membership includes 
all Directors and the Superintendent and/or designate(s). Meetings will be held as 
required, dependent upon agenda items. 

2.1 Purpose 

2.1.1 To allow the Charter Board to explore matters in much greater 
depth than can be accomplished in a scheduled regular meeting of 
the Charter Board. 

2.1.2 To solicit and receive information from the Superintendent relevant 
to the development of various School activities and plans. 

2.2 Powers and Duties 

2.2.1 Make recommendations for agenda items for subsequent Charter 
Board meetings. 

2.2.2 Maintain confidentiality of proceedings unless otherwise stated. 

2.3 Membership  
2.3.1 All Directors and Superintendent. 

  
2.4 Meetings 

         2.4.1      Board Chair calls meetings as needed and serves as Chair.  
 
3. Advocacy and Communications Committee 

3.1 Purpose 

3.1.1 Promote a positive identity for the Calgary Girls Charter School. 

3.1.2 Advocate for the Calgary Girls Charter School and Charter Schools. 

3.2 Powers and Duties 

3.2.1 Make recommendations to the Charter Board in regard to: 

 
3.2.1.1 Actions to be taken to strengthen the CGCS brand. 
3.2.1.2 Development of the Board’s long-range advocacy plan.  
3.2.1.3 Identifying the annual priorities and strategies to achieve 

the Board’s long-range advocacy plan.  

3.2.2 Develop important external contacts, especially with elected 
officials, for the purpose of growing the external community. 



 
3.2.3 Support the Advocacy and Communications strategies of Alberta’s 

Public Charter Schools.  

3.3 Membership 

3.3.1 At least two (2) Directors, one of whom will be the Chair of the 
committee.  

3.3.2 Superintendent and/or designate(s).  

3.3.3 Maximum of five (5) committee members as appointed by the 
Charter Board. 

3.4 Meetings 

3.4.1 As called by the Committee Chair.   
 
4. Audit and Finance Committee  

4.1 Purpose 

4.1.1 Examine opportunities for minimizing risk and maintaining the 
financial health of the School.  

4.1.2 Act as a liaison between the Charter Board and the auditor 
appointed by the Board.  

4.2 Powers and Duties 

4.2.1 Make recommendations to the Charter Board in regard to: 

4.2.1.1 The appointment of the auditor.  

4.2.1.2 The receipt of the audited financial statements. 

4.2.1.3 The receipt of the quarterly financial report.  

4.2.1.4 School insurance matters. 

4.2.1.5 Investments and risk management.  

4.2.1.6 In conjunction with the Superintendent, lead the budgeting 
 process ensuring alignment of the budget with the strategic 
 plan.  

4.3 Membership 

4.3.1 At least two (2) Directors, one (1) of whom will be Chair of the 
Committee.  The Chair of the Finance/Audit Committee will also 
serve as the Secretary-Treasurer of the Calgary Girls’ School 
Society.   

4.3.2 Two (2) members of the business and/or adult learning community, 
who are not members of the Charter Board, to serve on the Finance 
and Audit Committee. Preference will be given to an individual with 
professional qualifications to review and provide advice on financial 
statements and other budget matters.   

4.3.3 Up to a maximum of five (5) committee members as appointed by 
the Charter Board. 

4.3.4 Superintendent and/or designate (Secretary/Treasurer of the School). 
  



 
4.4 Meetings 

4.4.1 To be called by the Committee Chair as required.  

 
5. Policy and Governance Committee 

5.1 Purpose 

5.1.1 To sustain the health, vitality and effectiveness of the Calgary Girls 
Charter School by having an effective Charter Board in place. 

5.1.2 To ensure policy compliance, relevance, currency and 
completeness.   

5.1.3 To facilitate the nomination of parent and nonparent candidates to 
be elected at a meeting called for the purpose of electing Directors 
to serve on the Charter Board.  

5.2 Powers and Duties 

5.2.1 Make recommendations for new policies and revisions or 
amendments to existing policies. 

5.2.2 Establish a sub-committee of the Board Chair and two (2) non- 
parent Directors to facilitate the n o m i n a t i o n  s e l e c t i o n  
p r o c e s s  f o r  t h e  e l e c t i o n  o f  Charter Board members. 

5.2.2.1 Prepare a call for applications from parents and non-
parents  to be considered for the list of nominees to be elected to 
the  Charter Board of Directors.   

5.2.2.2 Ensure the call for applications is widely distributed 
 using a broad range of contacts and media. The notice is 
to  describe the skills and experiences that would be 
beneficial  to the Board.  

5.2.2.3 If the nominating committee so chooses, it may Interview 
candidates as part of the nominating process.  

5.2.2.4 Recommend to the Charter Board a list of nominated 
 candidates who meet the predetermined criteria for 
possible  election to the Board.   

5.2.2.5 Assist the Charter Board in the presentation of the 
 nominated   candidates to the Society for a vote at a 
General  Meeting called for the purpose of electing Directors to 
serve  on the Charter Board.  

5.2.3 Be vigilant in providing for Charter Board succession and 
recruitment. 

5.2.4 Make provision for the orientation and training of new Charter Board 
members, and for Charter Board development. 

5.2.5 Make provision for the evaluation of the Charter Board and the 
Superintendent. 

5.2.6 In conjunction with the Superintendent, lead the strategic planning 
process. 

 

5.3 Membership 



 
 

5.3.1 The Vice-Chair of the Charter Board who will also serve as the 
Chair of the Policy and Governance Committee.  

5.3.2 One (1) additional Director. 

5.3.3 Up to a maximum of five (5) committee members as appointed by 
the Charter Board. 

5.3.4 Superintendent and/or designate. 

5.4 Meetings 

5.4.1 As called by the Committee Chair. 
 
6. Student Discipline Committee 

6.1 Purpose 

6.1.1 To make decisions regarding the recommendation by the Principal 
for suspension in excess of five (5) days or for the expulsion of a 
student. 

6.2 Powers and Duties 

6.2.1 On a recommendation for suspension in excess of five (5) days, 
uphold, modify or reject the recommendation. 

6.2.2 On a recommendation for expulsion, reinstate or expel the student. 
(If reinstated, state date for return and conditions to be met. If 
expelled, state term of expulsion and conditions for re-entry). 

6.2.3 Maintain confidentiality regarding issues discussed during the 
hearing. 

 
6.2.4 Maintain a written record of the proceedings in the event there is a 

request for a Ministerial Review. 

6.2.5 Inform the Charter Board of the action taken by the Committee. 

6.3 Membership 

6.3.1 Chair or Vice-Chair. 

6.3.2 Two (2) other non-parent Directors (i.e., not parents of enrolled 
students).  

6.3.3 Superintendent. 

6.4 Meetings 

6.4.1 As detailed in Policy 13 – Appeals and Hearings Regarding Student 
Matters. 

6.4.2 The meeting is called at the request of the Superintendent to the 
Chair or Vice-Chair (in the absence of the Chair). 

 
  



 
7. Technology Committee 

7.1 Purpose 
7.1.1 To sustain an evolving technology framework that is secure and 

reliable 
7.2 Powers and Duties 

7.2.1 Make recommendations to the Charter Board in regard to: 
7.2.1.1 Technological innovation and research 
7.2.1.2 Efficient and effective use of technology to solve operational and 

business challenges 
7.2.1.3 Supporting learning and educational/academic outcomes through 

technology in the classroom 
7.3 Membership 

7.3.1 At least one (1) Director, who will be the Chair of the committee. 
7.3.2 Superintendent and/or designate(s). 
7.3.3 Up to two (2) members of the community, who are not members of 

the Charter Board, to serve on the Technology Committee. 
Preference will be given to individuals with professional qualifications 
related to the use of technology in an educational context. 

7.3.4 Maximum of two (2) committee members as appointed by the Charter 
Board. 
 

7.4 Meetings 

7.4.1 To be called by the Committee Chair as required. 

 
Ad Hoc Committees 

 
Ad hoc committees are established to assist the Charter Board on a specific project for a 
defined period of time. The terms of reference for each ad hoc committee will be 
established by Charter Board motion at the time of the formation. An ad hoc committee is 
dissolved when the task or defined term is completed.   

 
Resource Personnel 

 
The Superintendent may appoint staff as resource personnel to work with committees 
and shall determine the roles, responsibilities and reporting requirements of the 
resource personnel. 
 
External Representatives 
 
The Board may appoint external participants (e.g., parents, external experts) to serve in 
advisory roles on board committees.  

 
 

Reference:   
Education Act, 2019 s. 24, 52, 53, 54, 64, 222 
 

 
 
 



 
 

 

Policy 9 

Approved: September 2014 
Amended: 

Reviewed: 2017/2018 
 
CHARTER BOARD REPRESENTATIVES 

 
The Charter Board may appoint Directors to represent the Charter Board on various 
committees, agencies and organizations. Such representation is established at the 
discretion of the Charter Board to facilitate the exchange of information on matters of 
mutual concern and/or to discuss possible agreements between the Charter Board and 
other organizations. 

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

 
The following committees/organizations will have Charter Board representation as 
identified and determined at the annual Organizational Meeting. 

 
1. Community Associations 

 
2. Honorary Council 

2.1 Purpose of Council 

2.1.1 To honor exceptional women in the Calgary community and profile 
their achievements so as to inspire students and staff of the Calgary 
Girls Charter School. 

2.1.2 To enhance the School’s reputation through championship and 
advocacy by accomplished women of Calgary and beyond. 

2.2 Powers and Duties of the Charter Board Representative 

2.2.1 To act as liaison between the Charter Board and the Honorary 
Council, to update members on the school’s goals and 
achievements, and to provide opportunity to build positive 
relationships with staff and students. 

2.2.2 To communicate regularly with Council members to keep them 
apprised of school programs, initiatives and achievements of 
students and staff. 

2.2.3 To invite Council members to special events at the School. 

2.3 Membership 

2.3.1 One (1) Director; one (1) alternate. 

2.4 Meetings 

2.4.1 As called by the Charter Board Representative. 



 
 

3. School Council 

3.1 Purpose 

3.1.1 

3.2 Powers and Duties of the Charter Board Representative 

3.2.1 

3.3 Membership 

3.3.1 One (1) Director; one (1) alternate. 

3.4 Meetings 

3.4.1 As called by the School Council. 
 
4. The Association of Alberta Public Charter Schools (TAAPCS) 

4.1 Purpose of the Association 

4.1.1 Act as a forum for discussion of relevant, timely and emerging 
issues. 

4.1.2 Discuss and/or develop policy decisions. 

4.2 Powers and Duties of the Charter Board Representative 

4.2.1 Attend TAAPCS meetings. 

4.2.2 Represent the Charter Board’s positions and interests. 

4.2.3 Communicate to the Charter Board the work of the Association. 

4.2.4 Build relationships. 

4.3 Membership 

4.3.1 One (1) Director; one (1) alternate. 

4.4 Meetings 

4.4.1 As scheduled. 
 
 

Reference:  
Education Act, 2019 s. 52 
 



 
 

Policy 10 
Approved: September 2014 

Amended: 
Reviewed: 2017/2018 

 
 

 

POLICY MAKING 
 
Policy development is a key responsibility of the Charter Board. Policies constitute the 
will of the Charter Board in determining how the School will be operated and 
communicate the Charter Board’s values, beliefs and expectations. Policies provide 
effective direction and guidelines for the action of the Charter Board, Superintendent, 
staff, students, Society members and other agencies. Policies also serve as sources of 
information and guidelines to all who may be interested in or connected with the 
operation of the Calgary Girls Charter School. Adoption of new Charter Board policies or 
revision of existing policies is solely the responsibility of the Charter Board. 

 
The Charter Board shall be guided in its approach to policy making by ensuring 
adherence to the requirements necessary to provide public education and compliance 
with the School Act and provincial as well as federal legislation. 

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

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

 
1. Planning 

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

 
2. Development 

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

 
3. Implementation 

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

 
4. Evaluation 

The Charter Board, in cooperation with the Superintendent, shall evaluate each 
policy in a timely manner in order to determine if it is meeting its intended purpose. 



 
 

Specifically 
 
1. Any Director, staff member, Society member, student or the School Council may 

make suggestions regarding the possible development of a policy or the need for 
policy revisions on any matter by presenting a proposal for a policy or revisions, in 
writing, to the Superintendent. The proposal shall contain a brief statement of 
purpose or rationale. 

 
2. The Superintendent or designate will draft amendments to an existing policy or a 

new policy as the case may be. 
 
3. When appropriate, the Superintendent shall seek legal advice on the intent and the 

wording of the policy. 
 
4. The policy draft is then brought by the Superintendent to the Charter Board for first 

reading. 
 
5. If accepted in principle by the Charter Board, the policy draft shall then be distributed 

to stakeholder groups for feedback by the date stipulated on the covering notice. 

5.1 This date will typically be eight (8) or more weeks from the date of first 
reading. 

5.2 The policy draft will also be posted on the School website. 

5.3 All requests to extend the feedback deadline will be given due consideration. 
 
6. Comments and suggestions on the policy draft will be reviewed by the 

Superintendent and/or designate(s). 
 
7. Substantive additional changes to a policy draft may be made in response to 

stakeholder feedback. 

7.1 In such cases, the revised draft will be re-circulated to the Charter Board and 
to the stakeholder groups for further feedback by the date stipulated on the 
covering notice. 

7.2 This date will typically be four (4) or more additional weeks. 
 
8. Once stakeholder comments have been taken into account, the policy will be 

recommended to the Charter Board for final approval. 
 
9. Notwithstanding the general policy development process outlined above, the Charter 

Board retains the right to develop, amend, delete or approve any of its policies at any 
time through an exceptional policy development process. 

 
10. In cases where the Charter Board deems it advisable to forgo the regular policy 

development process, the reasons for choosing the exceptional policy development 
route will be publicly communicated at a regular Charter Board meeting. 

 
11. Only those policies which are adopted and recorded in the minutes constitute the 

official policies of the Charter Board. 



 
 

12. In the absence of existing policy, the Charter Board may make decisions, by 
resolution, to provide effective direction on governance matters. Such decisions carry 
the weight of policy until such time as specific written policy is developed. 

 
13. The Charter Board may request the Superintendent to change an administrative 

procedure to a draft Charter Board policy and will provide the rationale for same. 
 
14. The Superintendent shall develop administrative procedures as specified in Policy 11 

– Charter Board Delegation of Authority and may develop such other procedures as 
deemed necessary for the effective operation of the School. These must be in 
accordance with Charter Board policies. 

 
15. The Charter Board may also delete a policy and subsequently delegate the 

Superintendent authority over this area. The Superintendent may choose to then 
develop an administrative procedure relative to this matter. 

 
16. The Superintendent must inform the Charter Board of any substantive changes to 

administrative procedures. 
 
17. The Superintendent shall arrange for all Charter Board policies and administrative 

procedures and subsequent revisions to be posted on the School’s website, in a 
timely manner, for staff and public access. 

 
18. The Charter Board shall review its policies on a rotational basis. 

 
 

Reference:   
Education Act, 2019 s. 52, 53, 54, 222 
 



 
 

 

Policy 11 

Approved: September 2014 
Amended: 

Reviewed: 2017/2018 
 

 

 

CHARTER BOARD DELEGATION OF AUTHORITY 
 
The School Act allows for the Charter Board to delegate certain of its responsibilities and 
powers to others. 

 
The Charter Board authorizes the Superintendent to do any act or thing or to exercise 
any power that the Charter Board may do, or is required to do, or may exercise, except 
those matters which, in accordance with section 61(2) of the School Act, cannot be 
delegated. This delegation of authority to the Superintendent specifically includes: 

• Any authority or responsibility set out in the School Act and regulations as well as 
authority or responsibility set out in other legislation or regulations; 

• The ability to enact Administrative Procedures, practices or regulations required 
to carry out this authority; and also 

• The ability to sub-delegate this authority and responsibility as required. 
 
Notwithstanding the above, the Charter Board reserves to itself the authority to make 
decisions on specific matters requiring Charter Board approval. This reserved authority 
of the Charter Board is set out in Charter Board policies, as amended from time to time. 

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

 
Specifically 

 
1. The Superintendent is authorized to suspend from the performance of the teacher’s 

duties or to terminate the services of a teacher. The suspension or termination shall 
be conducted in accordance with the requirements of the School Act, and the 
decision shall not be appealable to the Charter Board. 

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

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

 
3. The Superintendent is delegated the authority to develop Administrative Procedures 

that are consistent with Alberta Education policies and procedures for the following 
program areas: 

3.1 Inclusive Education. 

3.2 Specialized Services for Students. 

3.3 Student Assessment. 

3.4 Teacher Growth, Supervision and Evaluation. 



 
 

3.5 Locally Developed/Acquired and Authorized Junior High School 
Complementary Courses. 

3.6 Off-Campus Education. 
 
4. The Superintendent is directed to develop an Administrative Procedure to fulfill 

Charter Board obligations created by any federal legislation or provincial legislation 
other than the School Act. 

 
 
Reference: 
Education Act, 2019 s. 52, 53, 54, 202, 203, 204, 206, 209, 210, 213, 214, 215, 218, 218(1), 219, 222 
 
 



 
 

 

Policy 12 

Approved: September 2014 
Amended:  March 2020 

Reviewed: 2017/2018
 

 

 

ROLE OF THE SUPERINTENDENT 
 
The Superintendent is the Chief Executive Officer of the Charter Board and the Chief 
Education Officer of the School, reporting directly to the corporate Board, and is 
accountable to the Charter Board for the conduct and operation of the School. All 
Charter Board authority delegated to the staff of the School is delegated through the 
Superintendent. 

 
Specific Areas of Responsibility 

 
1. Student Well-being 

1.1 Ensures that each student is provided with a welcoming, caring, respectful 
and safe learning environment that respects diversity and fosters a sense of 
belonging. 

1.2 Ensures that the social, physical, intellectual, cultural, spiritual and emotional 
growth needs of students are met in the overall school environment. 

1.3 Ensures the safety and welfare of students while participating in School 
programs or while being transported on transportation provided by the 
School. 

1.4 Ensures the facilities adequately accommodate enrolled students. 

1.5 Acts as, or designates, the attendance officer(s) for the School. 
 
2. Student Learning 

2.1 Provides leadership in all matters relating to education for the School. 

2.2 Ensures students in the School have the opportunity to meet the standards of 
education set by the Minister, and as outlined in our Charter. 

2.3 Ensures that learning environments contribute to the development of skills 
and habits necessary for the world of work, post-secondary studies, life-long 
learning and citizenship. 

2.4 Provides leadership in fostering conditions which promote the improvement of 
educational opportunities for all Calgary Girls Charter School students. 

2.5 Implements education policies established by the Minister and the Charter 
Board. 

 
3. Fiscal Responsibility 

3.1 Ensures the fiscal management of the School’s resources by the Secretary- 
Treasurer is in accordance with the terms or conditions of any funding 
received by the Charter Board under the School Act or any other Act. 

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



 
 

3.3 Directs the preparation and the presentation of the budget. 

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

3.5 Directs the preparation of the Three-Year Capital Plan for submission to the 
Charter Board. 

3.6 Manages investments within a low risk framework. 
 
4. Human Resources Management 

4.1 Has overall authority and responsibility for all personnel-related matters, 
except for those personnel matters precluded by legislation or Charter Board 
policy. 

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

4.3 Facilitates professional development and training sessions for staff. 
 
5. Policy/Administrative Procedures 

5.1 Provides leadership in the planning, development, implementation and 
evaluation of Charter Board policies. 

5.2 Develops, maintains and communicates Administrative Procedures that are 
consistent with Charter Board policy and provincial policies, regulations and 
procedures. 

5.3 Informs the Charter Board of revisions to the Administrative Procedures 
Manual. 

 
6. Superintendent/Board Relations 

6.1 Establishes and maintains positive, professional working relations with the 
Charter Board. 

6.2 Honours and facilitates the implementation of the Charter Board’s roles and 
responsibilities as defined in Charter Board policy. 

6.3 Keeps the Charter Board informed of all School matters, especially 
controversial and/or highly sensitive issues, in a timely and appropriate 
manner. 

6.4 Demonstrates mutual respect and support, which is conveyed to the staff and 
community. 

 
7. Strategic Planning and Reporting 

7.1 Leads a generative Three Year Education Plan engagement process. 

7.2 Involves the Charter Board appropriately (approval of process and timelines; 
establishment of draft strategic priorities and key results early in the process; 
final Charter Board approval). 

7.3 Implements plans as approved. 

7.4 Reports regularly on results achieved. 



 
 

7.5 Supports the development of a long-term Strategic Plan focused on 
developing programs and expanding student access to a girls-only school. 

 
8. Organizational Management 

8.1 Demonstrates effective organization skills resulting in School compliance with 
all legal, Ministerial and Charter Board mandates and timelines. 

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

8.3 Builds an organizational structure and promotes an organizational culture 
which facilitates positive results, effectively handles emergencies and deals 
with crisis situations in a team-oriented, collaborative and cohesive fashion. 

 
9. Communications and Community Relations 

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

9.2 Ensures that parents and students have a high level of satisfaction with the 
services provided and the responsiveness of the School. 

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

 
10. Leadership Practices 

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

10.2 Develops and maintains positive and effective relationships with provincial 
and municipal government departments, external agencies and provincial 
organizations. 

10.3 Ensures that meaningful collaboration arises from relationships built on trust, 
honesty and respect. 

 
 

Reference: 
Education Act, 2019 s. 8, 11, 52, 53, 54, 222, 223, 224 
Freedom of Information and Protection of Privacy Act 



 
 

Policy 12 – Appendix 

 
SUPERINTENDENT PERFORMANCE ASSESSMENT GUIDE 

Role Expectation: 
Student Well-Being 

Superintendent 
Evaluation Evidence 

 
Quality Indicators 

• Ensures that each 
student is provided with 
a welcoming, caring, 
respectful and safe 
learning environment 
that respects diversity 
and fosters a sense of 
belonging. 

• Ensures that the social, 
physical, intellectual, 
cultural, spiritual and 
emotional growth needs 
of students are met in 
the overall school 
environment. 

• Ensures the safety and 
welfare of students 
while participating in 
School programs or 
while being transported 
on transportation 
provided by the School. 

• Ensures the facilities 
adequately 
accommodate enrolled 
students. 

• Acts as, or designates, 
the attendance officer(s) 
for the School. 

• Charter education 
programming 

• Comprehensive School 
Health Initiatives 

• Crisis Response 
Manual 

• Suspension/ expulsion 
hearings 

• Accountability Pillar 
• Accountability reports 
 Student 

transportation 
 Facilities 

• Capital Plan 
• Student attendance 

reports 

• Develops 
measurements to 
demonstrate standards 
and monitors progress 
relative to providing a 
safe and caring 
environment. 

• Provides analyses of 
crisis response and 
accident reports. 

• Ensures implementation 
of comprehensive 
health programs in the 
School. 

• Ensures accountability 
reports are 
comprehensive and 
timely. 

• Supports advocacy 
initiatives for facility 
expansion. 

• Complies with 
legislative requirements 
to appoint attendance 
officer(s) for the School. 



 
 

SUPERINTENDENT PERFORMANCE ASSESSMENT GUIDE 

Role Expectation: 
Student Learning 

Superintendent 
Evaluation Evidence 

 
Quality Indicators 

• Provides leadership in 
all matters relating to 
education for the 
School. 

• Ensures students in the 
School have the 
opportunity to meet the 
standards of education 
set by the Minister, and 
as outlined in our 
Charter. 

• Ensures that learning 
environments contribute 
to the development of 
skills and habits 
necessary for the world 
of work, post-secondary 
studies, life-long 
learning and citizenship. 

• Provides leadership in 
fostering conditions 
which promote the 
improvement of 
educational 
opportunities for all 
Calgary Girls Charter 
School students. 

• Implements education 
policies established by 
the Minister and the 
Charter Board. 

• Three Year Education 
Plan/Annual Results 
Report 
 Satisfaction survey 

information 
 PAT results 
 Trends and Issues 

• Superintendent 
recommendations to 
Three-Year Planning 
process 

• Superintendent’s 
reports 

• Feedback from Alberta 
Education re: AERR 

• Identifies trends and 
issues related to 
student achievement to 
inform the Three-Year 
Planning Process. 

• Conducts an analysis of 
student success and 
ensures the Principal 
develops action plans to 
address any concerns. 

• Develops initiatives to 
foster student 
achievement. 

• Develops new 
approaches to the 
solution of significant 
and complex learning 
challenges. 

• Ensures parents and 
students are satisfied 
with improvement in 
student achievement. 

• Meets all timelines with 
provision for appropriate 
Charter Board input 
relative to the AERR. 

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

• Ensures the School’s 
academic results are 
published. 



 
 

SUPERINTENDENT PERFORMANCE ASSESSMENT GUIDE 

Role Expectation: 
Fiscal Responsibility 

Superintendent 
Evaluation Evidence 

 
Quality Indicators 

• Ensures the fiscal 
management of the 
School’s resources by 
the Secretary-Treasurer 
is in accordance with 
the terms or conditions 
of any funding received 
by the Charter Board 
under the School Act or 
any other Act. 

• Ensures the School 
operates in a fiscally 
responsible manner, 
including adherence to 
recognized accounting 
procedures. 

• Directs the preparation 
and the presentation of 
the budget. 

• Ensures the Charter 
Board has current and 
relevant financial 
information. 

• Directs the preparation 
of the Three-Year 
Capital Plan for 
submission to the 
Charter Board. 

• Manages investments 
within a low risk 
framework. 

• Quarterly financial 
reports 

• Audited Financial 
Statement 

• Auditor’s report 
• Auditor’s management 

letter 
• Response to Auditor’s 

report 
• Budget development 

process 
• Budget Report Form 
• Capital Plan 

• Ensures recognized 
accounting practices are 
being followed. 

• Ensures adequate internal 
financial controls exist and 
are being followed. 

• Ensures management 
letter recommendations 
are addressed. 

• Ensures all contracts are 
being administered and 
interpreted so staff and 
contracted personnel are 
being paid appropriately 
and appropriate 
deductions are being 
made. 

• Expends funds as per 
approved budgets. 

• Informs the Charter Board 
annually about incurred 
liabilities. 

• Informs the Charter Board 
immediately regarding 
pending litigation. 

• Ensures variance analysis 
and year-end projections 
are provided quarterly. 

• Ensures budget 
development process is 
transparent and the 
budget is submitted within 
Alberta Education 
timelines, when 
established. 

• Ensures financial 
information is 
communicated. 

• Ensures the Capital Plan 
is developed. 

• Ensures investment 
liquidity and maximum 
earnings. 



 
 

SUPERINTENDENT PERFORMANCE ASSESSMENT GUIDE 

Role Expectation: 
Human Resources 

Management 

 
Superintendent 

Evaluation Evidence 

 
Quality Indicators 

• Has overall authority 
and responsibility for all 
personnel-related 
matters, except for 
those personnel matters 
precluded by legislation 
or Charter Board policy. 

• Monitors the 
performance of staff 
and ensures 
appropriate evaluation 
processes are in place. 

• Facilitates professional 
development and 
training sessions for 
staff. 

• Superintendent’s 
reports 
 Orientation 
 Staff professional 

development 
 Supervision 

/ evaluation 
 Leadership 

development 
 Recognition 

• Job descriptions 
• Administrative 

procedures 
• Superintendent’s 

communication on 
potential litigation 

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

• Follows Charter Board 
personnel policies. 

• Models commitment to 
personal and 
professional growth. 

• Fosters high standards 
of instruction and 
professional 
improvement (Teaching 
Quality Standard). 

• Models high ethical 
standards of conduct. 

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

• Outcomes set for 
leadership development 
are achieved. 

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



 
 

SUPERINTENDENT PERFORMANCE ASSESSMENT GUIDE 

Role Expectation: 
Policy/Administrative 

Procedures 

 
Superintendent 

Evaluation Evidence 

 
Quality Indicators 

• Provides leadership in 
the planning, 
development, 
implementation and 
evaluation of Charter 
Board policies. 

• Develops, maintains 
and communicates 
Administrative 
Procedures that are 
consistent with Charter 
Board policy and 
provincial policies, 
regulations and 
procedures. 

• Informs the Charter 
Board of revisions to the 
Administrative 
Procedures Manual. 

• Charter Board Policy 
Handbook 
 New policies 
 Revised policies 

• Administrative 
Procedures Manual 
 New procedures 
 Revised procedures 

• Charter Board 
observations 

• Appropriately involves 
individuals and groups 
in the policy 
development process. 

• Takes leadership in 
bringing policies to the 
Charter Board for 
review. 

• Ensures adherence to 
Charter Board policies. 

• Ensures timeliness of 
policy revision. 

• Demonstrates a 
knowledge of and 
respect for the role of 
the Charter Board in 
policy processes. 

• Ensures adherence to 
Administrative 
Procedures. 

• Ensures timeliness of 
Administrative 
Procedures revision and 
Charter Board 
notification of the same. 



 
 

SUPERINTENDENT PERFORMANCE ASSESSMENT GUIDE 

Role Expectation: 
Superintendent/Board 

Relations 

 
Superintendent 

Evaluation Evidence 

 
Quality Indicators 

• Establishes and 
maintains positive, 
professional working 
relations with the 
Charter Board. 

• Honours and facilitates 
the implementation of 
the Charter Board’s 
roles and 
responsibilities as 
defined in Charter 
Board policy. 

• Keeps the Charter 
Board informed of all 
School matters, 
especially controversial 
and/or highly sensitive 
issues, in a timely and 
appropriate manner. 

• Demonstrates mutual 
respect and support, 
which is conveyed to 
the staff and 
community. 

• Action sheets 
• Superintendent’s 

calendar 
• Advocacy Plan 
• Board agendas 
• Board meeting minutes 
• Committee meeting 

minutes 
• Listing of issues and 

background information 
• Superintendent 

communications the 
Charter Board 

• Superintendent e-mails 
and phone calls to 
Directors 

• Planning retreats 
• Charter Board 

observations 

• Implements Charter 
Board directions with 
integrity in a timely 
fashion. 

• Provides support to the 
Board re: advocacy 
efforts on behalf of the 
School. 

• Prepares and makes 
available Charter Board 
agendas to Directors in 
sufficient time to allow 
for appropriate Director 
preparation for the 
meeting. 

• Keeps the Charter 
Board informed about 
School operations. 

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

• Interacts with the 
Charter Board in an 
open, honest, pro-active 
and professional 
manner. 

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

• Provides the Charter 
Board with 
correspondence 
directed to the Board or 
Directors. 



 
 

SUPERINTENDENT PERFORMANCE ASSESSMENT GUIDE 

Role Expectation: 
Strategic Planning and 

Reporting 

 
Superintendent 

Evaluation Evidence 

 
Quality Indicators 

• Leads a generative 
Three Year Education 
Plan engagement 
process. 

• Involves the Charter 
Board appropriately 
(approval of process 
and timelines; 
establishment of draft 
strategic priorities and 
key results early in the 
process; final Charter 
Board approval). 

• Implements plans as 
approved. 

• Reports regularly on 
results achieved. 

• Supports the 
development of a long- 
term Strategic Plan 
focused on developing 
programs and 
expanding student 
access to a girls-only 
school. 

• Processes and 
timelines 

• Three Year Education 
Plan 

• Accountability Reports 
 Facilities 
 Student 

Transportation 
• Regular updates on the 

Three Year Education 
Plan progress 

• Outcomes reports 
• Strategic Plan 

• Ensures the Three Year 
planning process 
involves appropriate 
stakeholder input. 

• Short- and long-range 
plans are developed to 
meet the needs of the 
School and provide for 
continuous 
improvement. 

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

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

• Outcomes identified by 
the Charter Board are 
achieved. 

• Facilitates the 
development of the 
Charter Board’s 
Strategic Plan. 



 
 

SUPERINTENDENT PERFORMANCE ASSESSMENT GUIDE 

Role Expectation: 
Organizational 
Management 

 
Superintendent 

Evaluation Evidence 

 
Quality Indicators 

• Demonstrates effective 
organization skills 
resulting in School 
compliance with all 
legal, Ministerial and 
Charter Board 
mandates and 
timelines. 

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

• Builds an organizational 
structure and promotes 
an organizational 
culture which facilitates 
positive results, 
effectively handles 
emergencies and deals 
with crisis situations in a 
team-oriented, 
collaborative and 
cohesive fashion. 

• Annual Education 
Results Report (AERR) 

• Reports to the Minister 
• Alberta Education 

feedback 
• Technology Plan 
• Organizational chart 
• Emergency plan 

• Ensures School 
compliance with all 
Alberta Education and 
Charter Board 
mandates (timelines 
and quality). 

• Effectively manages 
time and resources. 

• Ensures effective use of 
technology for 
administrative matters. 

• Ensures contracted 
services (e.g. fiscal, 
labour and legal) meet 
quality expectations of 
the Charter Board. 

• Ensures Ministerial 
reports are completed 
and submitted. 

• Ensures organizational 
structure facilitates 
results to be achieved. 

• Facilitates a positive 
ethos in the 
organization. 

• Ensures that 
appropriate procedures 
are in place for the 
management of critical 
events and 
emergencies and 
implements procedures 
as required. 



 
 

SUPERINTENDENT PERFORMANCE ASSESSMENT GUIDE 

Role Expectation: 
Communications and 
Community Relations 

 
Superintendent 

Evaluation Evidence 

 
Quality Indicators 

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

• Ensures that parents 
and students have a 
high level of satisfaction 
with the services 
provided and the 
responsiveness of the 
School. 

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

• Communications Plan 
• News releases 
• Events attendance 
• Partnerships 
• Superintendent’s 

activity reports 
• Accountability Pillar 
• FOIP requests 
• Charter Board 

observations 

• Represents the School, 
both internally and 
externally, in a positive, 
professional manner. 

• Implements the Charter 
Board-approved 
Communications Plan. 

• Ensures information is 
disseminated to inform 
appropriate publics. 

• Works cooperatively 
with the Chair and the 
media to represent the 
Charter Board’s 
view/positions. 

• Facilitates effective 
home-school relations. 

• Manages conflict 
effectively. 

• Promotes positive, 
public engagement with 
the School. 

• Develops partnerships 
to promote mutual 
interests. 

• Complies with FOIP 
legislation. 



 
 

SUPERINTENDENT PERFORMANCE ASSESSMENT GUIDE 

Role Expectation: 
Leadership Practices 

Superintendent 
Evaluation Evidence 

 
Quality Indicators 

• Practices leadership in 
a manner that is viewed 
positively and has the 
support of those with 
whom s/he works most 
directly in carrying out 
the directives of the 
Charter Board and the 
Minister. 

• Develops and maintains 
positive and effective 
relationships with 
provincial and municipal 
government 
departments, external 
agencies and provincial 
organizations. 

• Ensures that meaningful 
collaboration arises 
from relationships built 
on trust, honesty and 
respect. 

• Superintendent Reports 
• Report of interview with 

the Principal 
• Report of interviews 

with Superintendent’s 
“direct reports” 

• Survey results 
• Charter Board 

observations 

• Provides clear 
expectations and 
direction. 

• Provides effective 
educational leadership. 

• Establishes and 
maintains positive, 
professional working 
relationships with staff. 

• Unites people toward 
common goals. 

• Demonstrates a high 
commitment to the 
needs of students. 

• Empowers others. 
• Effectively solves 

problems. 
• Exercises leadership 

consistent with the 
Charter Board’s stated 
vision, mission and 
values. 



 
 

 
Policy 13 

Approved: September 2014 
Amended: 

Reviewed: 2017/2018 
 

 

 

APPEALS AND HEARINGS REGARDING STUDENT MATTERS 
 
Background 

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

 
 
All Matters Other Than Expulsion of a Student 

 
1. Prior to a decision being appealed to the Charter Board, it must be appealed to the 

Superintendent. 
 
2. Parents of students have the right to appeal to the Charter Board, a decision of the 

Superintendent. The Superintendent must advise parents of this right of appeal. 
 
3. The appeal to the Charter Board must be made within five (5) days from the date that 

the individual was informed of the Superintendent’s decision. The appeal must be 
filed in writing and must contain the name of the party filing the appeal, the date, the 
matter at hand and the reason for the appeal. 

 
4. Parents, when appealing a decision to the Charter Board, have the right to be 

assisted by a resource person(s) of their choosing. The responsibility for engaging 
and paying for such assistance rests with the parents. 

 
5. The hearing of the appeal must be scheduled so as to ensure that the person making 

the appeal and the Superintendent or designate, whose decision is being appealed, 
has sufficient notice and time to prepare for the presentation. 

 
6. The appeal will be heard in-camera, with specified individuals in attendance. 

 
7. The appeal hearing will be conducted in accordance with the following guidelines: 

7.1 The Chair will outline the purpose of the hearing, which is to provide: 

7.1.1 An opportunity for the parties to make representation in support of 
their respective positions to the Charter Board. This information may 
include expert medical, psychological and educational data and may 
be presented by witnesses. The information presented may include 
both written and verbal communications; 

7.1.2 The Charter Board with the means to receive information and to 
review the facts of the dispute; 

7.1.3 A process through which the Charter Board can reach a fair and 
impartial decision. 



 
 

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

7.3 The Superintendent and/or staff will explain the decision and give reasons for 
the decision. 

7.4 The appellant will present the appeal and the reasons for the appeal and will 
have an opportunity to respond to information provided by the Superintendent 
and/or staff. 

7.5 The Superintendent and/or staff will have an opportunity to respond to 
information presented by the appellant. 

7.6 Charter Board members will have the opportunity to ask questions of 
clarification from both parties. 

7.7 No cross-examination of the parties shall be allowed. 

7.8 The Charter Board will meet without the respective parties to the appeal in 
attendance to arrive at a decision regarding the appeal. The Charter Board 
may have legal counsel in attendance. 

7.9 If the Charter Board requires additional information or clarification in order to 
make its decision, both parties to the appeal will be requested to return to the 
hearing for the required additional information. 

7.10 The Charter Board decision and the reasons for that decision will be 
communicated to the appellant once a decision has been reached and 
confirmed in writing following the hearing. Included in the communication to 
the appellant shall be information that the appellant has the right to seek a 
review by the Minister if the appellant is dissatisfied with the decision of the 
Charter Board, if the matter under appeal is a matter described in section 124 
of the School Act. 

 
Expulsion of a Student 

 
It is expected that all students will comply with relevant section(s) of the School Act, 
Charter Board policy and school policy. 

 
In accordance with the relevant section(s) of the School Act, the Charter Board 
delegates to the Student Discipline Committee the power to make decisions with respect 
to the expulsion of students. 

 
The Student Discipline Committee will hear representations with respect to a 
recommendation for a student expulsion in accordance with relevant sections of the 
School Act. 

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



 
 

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

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

 
The Student Discipline Committee may have legal counsel in attendance. 

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

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

 
1. The Committee Chair will outline the purpose of the hearing, which is to: 

1.1 Provide an opportunity to hear representations relative to the 
recommendation from the Principal; 

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

1.3 Reinstate or expel the student. 
 
2. The Committee Chair will outline the procedure to be followed, which will be as 

follows: 

2.1 The Principal will present the report documenting the details of the case and 
the recommendation to expel the student; 

2.2 The student and the student’s parents will be given an opportunity to respond 
to the information presented and to add any additional relevant information; 

2.3 The members of the Student Discipline Committee will have the opportunity  
to ask questions of clarification from both the Principal and the student and 
the student’s parents; 

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

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

2.6 The Student Discipline Committee will then make a decision to either  
reinstate or expel the student; and 

2.7 The Student Discipline Committee decision shall be communicated in writing 
to the student and the student’s parents within five (5) days of the hearing, 
with copies being provided to the Principal and the Superintendent. The 
Superintendent’s Office will attempt to inform the parent(s) and the student of 



 
 

the decision by telephone or personal communication as soon as possible 
after a decision has been reached. 

 
3. If the Student Discipline Committee’s decision is to expel the student, the following 

information must be included in the letter to the student and the student’s parents: 
3.1 The length of the expulsion which must be greater than ten (10) school days; 

3.2 The educational program to be provided to the student and the name of the 
individual to be contacted in order to make the necessary arrangements; and 

3.3 The right of the student and the student’s parents to request a review of the 
decision by the Minister of Education. 

 
 

Reference: 
Education Act, 2019 s. 3, 11, 17, 31, 36, 37, 40, 42, 43, 52, 53, 54, 222 
 



 
 

 

Policy 14 

Approved: September 2014 
Amended: 

Reviewed: 2017/2018 
 
 
CORPORATE AND COMMUNITY PARTNERSHIPS 

 
The formation of partnerships with business and industry provides an opportunity for the 
Calgary Girls Charter School to work with the community. Such partnerships offer the 
possibility of expanding the provision of relevant, challenging, life-based learning 
opportunities for students as well as supplying business with an opportunity to share 
their resources while benefiting from the resources of the organization. The resultant 
sharing of attitudes, beliefs and values is beneficial to the School. 

 
Specifically 

 
1. Corporate and community partnerships must involve the provision or sponsorship of 

learning opportunities with clearly identified goals and outcomes for students and/or 
staff. 

 
2. The outcomes of all partnership agreements must serve to enhance the delivery of a 

quality experience, based on the principles of public education. 
 
3. Formal partnerships require the approval of the Superintendent. The Charter Board 

will be informed. 
 
 

Reference: 
Education Act, 2019 s. 52, 53, 54, 197, 222, 256 
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Policy 15 

Approved: September 2014 
Amended: 

Reviewed: 2017/2018 
 

 

 

SCHOOL CLOSURE 
 
Charter Schools are exempt from school closure legislation. However, in the event the 
Charter Board wishes to consider grade reconfiguration at its campuses, it is necessary 
to have a defined process in place to address the information needs of Society 
members. 

 
Definition 

 
Closure means to: 

• Close a school permanently or for a specified period of time; 

• Close entirely three (3) or more consecutive grades in a school; or 

• Transfer all students from one (1) school building to one (1) or more other school 
buildings on a permanent basis. 

 
Specifically 

 
1. In the event of a possible school closure, the Charter Board will communicate the 

proposed changes to staff, parents, students and other affected stakeholders prior to 
any decision being made. 

 
2. A notice of motion will be tabled by the Charter Board at a regular meeting outlining 

the proposed changes and the specific school(s) or grade(s) involved. 
 
3. Following the notice of motion, a letter will be sent to the parent of every child in the 

school(s) affected, notifying them of the fact and the implications of the notice of 
motion. The letter must address questions relating to how a specific closure would 
affect the following: 
3.1 Attendance at other schools operated by the Charter Board by students 

relocated because of the school closure; 

3.2 The need for, and extent of busing; 

3.3 Program implications for the students; 

3.4 Program implications for other schools operated by the Charter Board; 
3.5 The educational and financial impact of closing the school, including the 

effect on operational costs and the capital implications; 

3.6 The financial and educational impact of not closing the school; 

3.7 The capital needs of other schools that may have increased enrolment; and 

3.8 Proposed disposal or use for the school that is to be closed. 



 
 

4. Following the notice of motion and written notice to parents, a Special General 
meeting of the Society will be held for the purpose of discussing the proposed 
resolution, its implications for the students and the organization, its implementation 
and possible alternatives. This meeting will be advertised allowing two (2) weeks’ 
advance notice of the meeting. 

 
5. A period of three (3) weeks will be provided for Society members to prepare a 

reaction to the notice of motion including preferred alternatives. 
 
6. A second Special General Meeting of the Society will provide for Society members to 

present their reactions to the Charter Board, for the Charter Board to comment upon 
the response and to answer questions. 

 
7. Following the second Special General Meeting, the debate and vote on the motion 

will take place at a regular meeting of the Charter Board. 
 
 

Reference: 
Education Act, 2019 s. 11, 53, 54, 62, 192, 193, 194, 222, 248, 249 

 
 



 
 

 

Policy 16 

Approved: September 2014 
Amended: 

Reviewed: 2017/2018 
 

 

 

RECRUITMENT AND SELECTION OF PERSONNEL 
 
The recruitment and selection of senior administrative personnel is a shared 
responsibility between the Charter Board and the Superintendent. 

 
The Charter Board further believes strong leadership is essential to the effective and 
efficient operation of Calgary Girls Charter School. 

 
Specifically 

 
1. The Charter Board, in the case of the Superintendent, or the Superintendent or 

designate, in all other instances, will assume the sole responsibility for initiating the 
advertising process and will make every reasonable effort to ensure all current 
employees are made aware of staff vacancies. 

 
2. The Charter Board has the sole authority to recruit and select an individual for the 

position of Superintendent. 
 
3. The following process will be followed for the Secretary-Treasurer position: 

3.1 The Superintendent shall be responsible for the creation of a shortlist of 
candidates for this position. 

3.2 The Charter Board and the Superintendent shall constitute the interview 
team. 

3.3 The decision will normally be made by consensus of the interview team. The 
Superintendent will have the final choice. 

3.4 This position shall have a role description and the person occupying the 
position shall have a written contract of employment. The Superintendent is 
delegated full authority to determine contract renewals. 

 
4. The Superintendent is delegated full authority to recruit and select staff for all Central 

Services positions other than the Secretary-Treasurer. 
 
5. The following process will be followed for the appointment of candidates to the 

position of Principal: 

5.1 The Superintendent shall form a selection committee which will include the 
Charter Board Chair or alternate Director. 

5.2 The Superintendent will have the final choice. 

5.3 The Superintendent is delegated the authority to make all decisions regarding 
the term and/or continuing appointments of school-based administrators. 

 
6. The Superintendent is delegated full authority to recruit and select staff for all other 

school-based positions. 



 
 

7. All offers of employment shall be conditional on the successful applicant providing a 
criminal record check and a child welfare information services (CWIS) check that is 
acceptable to the Superintendent. Additionally, the Superintendent may require 
documentation certifying that the candidate is medically fit for the position. 

 
8. In the event of simultaneous vacancies in the positions of Superintendent and 

Principal, the Superintendent position will be filled first, utilizing the process 
described above. 

8.1 The Principal position will be filled subsequent to the selection of the 
Superintendent utilizing the process described above. 

8.2 In the event of an ongoing vacancy in the position of Superintendent, the 
Charter Board Chair will assume those responsibilities as outlined in clauses 
5.1 and 5.2. 

 
 

Reference: 
Education Act, 2019 s. 52, 53, 54, 68, 222, 223, 224, 225 
Freedom of Information and Protection of Privacy Act 
 
 



 
 

 

Policy 17 

Approved: September 2014 
Amended: 

Reviewed: 2017/2018 
 

 

 

STUDENT TRANSPORTATION 
 
The Charter Board assumes responsibility to establish and provide appropriate levels of 
service for the transportation of eligible students. 

 
Specifically 

 
1. The Charter Board will facilitate transportation services to eligible students, in 

accordance with the Funding Manual for School Authorities, and in support of its 
philosophy of encouraging choice among schools. 

 
2. Every effort is to be made to recover all transportation service expenditures through 

provincial transportation grants and student transportation fees. 
 
3. Student transportation fees will be approved annually by the Charter Board. 

 
4. Students eligible for transportation may qualify for financial assistance as determined 

by the Superintendent. 
 
 
Reference: 
Education Act, 2019 s. 7, 11, 52, 53, 54, 59(1), 222 
Traffic Safety Act 
School Bus Operation Regulation 
Student Transportation Regulation 250/98 (Amended A.R. 125/2005)  
Funding Manual for School Authorities 
 
 



 
 

 
Policy 18 

Approved: April 2016 
Amended: March 2020  
Reviewed: 2017/2018 

 
 

 

WELCOMING, CARING, RESPECTFUL, SAFE 
AND HEALTHY LEARNING AND WORKING ENVIRONMENTS 

 
Students are better able to achieve success and a positive sense of self when schools are 
inclusive, welcoming, caring, respectful and safe. Such environments support students in 
building healthy relationships with others, value diversity and demonstrate respect, 
empathy, and compassion. 
 
Inclusion and a sense of belonging for all students stems from creating an environment in 
which we focus on all the ways in which we have the same right to learn, not on the things 
that make us different from each other, and the same responsibility to treat others as we 
want others to treat us. 
 
The Charter Board is committed to providing a welcoming, caring, respectful, safe and 
healthy learning and working environment that respects diversity, nurtures a sense of 
belonging, a positive sense of self, and promotes well-being in all its aspects. 

Each student and staff member within the Calgary Girls Charter School has the right to 
learn and work in an environment that promotes dignity, respect and equity of opportunity. 
The Board affirms the rights, as provided for in the Alberta Human Rights Act and the 
Canadian Charter of Rights and Freedoms of each staff member employed by the school 
authority and each student enrolled in the school operated by the school authority.  
Furthermore, the Calgary Girls School will ensure that staff employed by the school 
authority and students enrolled in a school operated by the school authority will not be 
discriminated against as provided for in the Alberta Human Rights Act or the Canadian 
Charter of Rights and Freedoms.   

The Board acknowledges the shared responsibility to protect all staff and students from 
bullying, harassment, discrimination, and violence during school-related activities. Bullying 
is defined as repeated and hostile or demeaning behavior by an individual in the school 
community where the behavior is intended to cause harm, fear or distress to one or more 
other individuals in the school community, including psychological harm or harm to an 
individual’s reputation 

All those involved with the Calgary Girls Charter School, including Directors, employees, 
students, parents, volunteers, contractors, and visitors must share in the responsibility for 
eliminating bullying, discrimination, harassment, and violence. The Charter Board prohibits 
bullying, harassment, discriminatory and violent behaviours and expects allegations of such 
behaviours to be investigated in a timely and respectful manner. 



 

 

Specifically 
 

1. The Charter Board acknowledges its responsibility to ensure welcoming, caring, 
respectful, safe and healthy learning environments for all students and staff. It further 
recognizes the importance of students’ emotional, social, intellectual and physical wellness 
to their success in school, and in support of a safe, caring environment expects students 
to adhere to the Student Code of Conduct as outlined in Appendix B to this policy.  
 

2. The Charter Board expects all Directors, employees, students, parents, volunteers, 
visitors, and contractors to embrace and support this policy. This policy covers behavior 
not only on school property, but also at any school-related functions and applies whether 
contact is face to face, by phone, fax, e-mail, internet, social media sites, or any other 
means of communication. Threatening, harassing, intimidating, assaulting or bullying, in 
any way, any person within the school community, including aggressive behaviors such as 
hate messaging through websites created in the student`s home or in other off campus 
settings, is strictly prohibited. 
 

3. The Charter Board expects all members of the school community to report to a 
responsible adult, in a timely manner, all incidents of bullying, threats, harassment, 
discrimination, violence or intimidation regardless of the identity of the alleged harasser or 
offender. 
 

4. The Charter Board will hear unresolved student or staff complaints of bullying, 
discrimination or harassment. 
 

5. Staff who engage in a single egregious or repeated behavior which is consistent with the 
definition of bullying or discrimination will be subject to disciplinary action. The 
consequences for bullying or discrimination on prohibited grounds may include any and all 
legal recourse including termination of employment. 
 

6. Students who engage in a single egregious or repeated behavior which is consistent with 
the definition of bullying or discrimination will be subject to disciplinary action that 
considers the student’s age, maturity, and individual circumstances. The goal in 
responding to such behavior is “to teach or disciple” the student so that undesirable 
behavior is replaced with desirable behavior arising from the development of empathy and 
compassion toward others. Disciplinary action will focus first on mentoring, restorative 
processes, and support to change the unacceptable behavior. Reasonable efforts to stop 
the undesirable behaviors of bullying others may include suspension or expulsion. 
 

7. Students or staff who experience bullying, harassment or discrimination will be supported 
through various means such as mentoring, restorative processes, and counselling. 
 
Reference:  
Education Act, 2019 s. 11, 31, 36, 52, 53, 54, 58, 196, 197, 257 
Alberta Human Rights Act 
Canadian Human Rights Act  
Teaching Profession Act 
Canadian Charter of Rights and Freedoms 
Freedom of Information and Protection of Privacy Act (FOIPP) 
 
 



 

 

Policy 18 – Appendix A 
 

STUDENT CODE OF CONDUCT 
 
The Student Code of Conduct is publicly available and provided to all staff of CGCS, 
students of the board and parents of students of the board. The Charter Board regularly 
reviews the Student Code of Conduct and welcomes input from the school community. 
 
The Charter Board endorses a set of desirable personal and interpersonal character traits 
that incorporate universal values including respect, integrity, empathy, compassion, 
independence, cooperation, responsibility and self-control. Students are expected to learn, 
practice and develop such personal and interpersonal character traits and to contribute to 
a welcoming, caring, respectful, safe and orderly learning environment. 
 
The Alberta Human Rights Act (AHR Act) prohibits discrimination based on the protected 
grounds of race, colour, ancestry, place of origin, religious beliefs, gender, gender identity, 
gender expression, age, physical disability, mental disability, marital status, family status, 
source of income, or sexual orientation.  
 
Within the aforementioned context, students are expected to pursue academic and cultural 
studies to maximize their individual potential in becoming self-reliant and contributing 
members of society. 
 
Specifically 
 
1. A student shall conduct themselves so as to reasonably comply with the following 

code of conduct: 

1.1 Be ready to learn and actively engage in and diligently pursue the student’s 
education. 

1.2 Attend school regularly and punctually; 

1.3 Co-operate fully with everyone authorized by the Charter Board to provide 
education programs and other services; 

1.4 Comply with the rules of the Calgary Girls Charter School; 

1.5 Account to the student’s teachers and other school staff for their conduct;  

1.6 Respect the rights of others; 

1.7 Use their abilities and talents to gain maximum learning benefit from school 
experiences; 

1.8 Contribute to a climate of mutual trust and respect conducive to effective 
learning, personal development, and social living; 

1.9 Ensure that the student’s conduct contributes to a welcoming, caring, 
respectful and safe learning environment that respects diversity and fosters 
a sense of belonging; 

1.10 Refrain from, report and not tolerate bullying or bullying behaviour directed 
toward others in the school, whether or not it occurs within the school 
building, during the school day or by electronic means;  

1.11 Positively contribute to the student’s school and community.  

http://www.qp.alberta.ca/574.cfm?page=A25P5.cfm&leg_type=Acts&isbncln=9780779744060
http://www.qp.alberta.ca/574.cfm?page=A25P5.cfm&leg_type=Acts&isbncln=9780779744060


 

 

1.12 Resolve conflicts in peaceable, non-violent ways; 

1.13 Treat other students and staff with dignity, respect and fairness at all  times; 

1.14 Contribute to a learning environment that is free from physical, emotional, 
and social abuse, bullying and discrimination 

1.15 Take appropriate measures to help those in need; 

1.16 Demonstrate honesty and integrity. 
 

2. Students are accountable for demonstrating respect for: 

2.1 Authority; 

2.2 Others and their property; 

2.3 School property including but not limited to materials, equipment, furniture 

and technology; 

2.4 The diversity of all people, their ideas and opinions. 

 
3. Students are prohibited from engaging in unacceptable behavior whether in person 

or by electronic or any other means, whether or not the behavior occurs within the 
school building or during the school day. Examples of such activities include, but 
are not limited to: 
 
3.1 Defiance and disrespect; 

3.2 Open opposition to authority; 

3.3 Smoking or vaping or using in any way products such as, but not necessarily 

limited to, tobacco or marijuana; 

3.4 Possession, use or distribution of illegal or restricted substances (e.g. drugs, 

alcohol); 

3.5 Criminal activity (which includes tampering with fire alarms, extinguishers or 

safety equipment); 

3.6 Bullying, including cyber-bullying and other internet safety violations; 

3.7 Discrimination on any prohibited grounds; 

3.8 Physical harm/assault including hazing; 

3.9 Personal and/or sexual harassment; 

3.10 Possession or use of weapons. 

 
4. Students have the responsibility to refrain from, report and not tolerate bullying or 

bullying behavior. Bullying is defined as repeated and hostile or demeaning 
behavior by an individual in the school community where the behavior is intended to 
cause harm, fear or distress to one or more other individual’s in the school 
community, including psychological harm or harm to an individual’s reputation. 

 
Reference: 
Education Act, 2019 s. 3, 11, 31, 52, 53, 54, 222 
 



 

 

Policy 18 – Appendix B 
 

Support for Student Organizations that 
Promote a Welcoming Environment 

 
The Charter Board supports the establishment of student organizations as well as the 
arranging of activities which are intended to promote a welcoming, caring, respectful and 
safe learning environment in accordance with the Education Act s. 33(1)(d) updated 
September 1, 2019. 

A. Support for Student Organizations  

In accordance with the Education Act s. 35.1(1): 

35.1(1) If one or more students attending a school operated by a board request a staff 
member employed by the board for support to establish a voluntary student organization, or 
to lead an activity intended to promote a welcoming, caring, respectful and safe learning 
environment that respects diversity and fosters a sense of belonging, the principal of the 
school shall  

(a) permit the establishment of the student organization or the holding of the activity at 
the school, and 

(b) designate a staff member to serve as the staff liaison to facilitate the establishment, 
and the ongoing operation, of the student organization or to assist in organizing the 
activity.  

(2) For the purposes of subsection (1), an organization or activity includes an organization 
or activity that promotes equality and non-discrimination with respect to, without limitation, 
race, religious belief, colour, gender, gender identity, gender expression, physical disability, 
mental disability, family status or sexual orientation, including but not limited to 
organizations such as gay-straight alliances, diversity clubs, anti-racism clubs and anti-
bullying clubs.  

(3) The students may select a respectful and inclusive name for the organization or activity, 
including the name “gay-straight alliance” or “queer-straight alliance”, after consulting with 
the principal.  

(4) The principal shall immediately inform the board and the Minister if no staff member is 
available to serve as a staff liaison referred to in subsection (1), and if so informed, the 
Minister shall appoint a responsible adult to work with the requesting students in organizing 
the activity or to facilitate the establishment, and the ongoing operation, of the student 
organization at the school. 

  



 

 

(5) If a staff member indicates to a principal a willingness to act as a staff liaison under 
subsection (1),  

(a) a principal shall not inform a board or the Minister under subsection (4) that no 
staff member is available to serve as a staff liaison, and  

(b) that staff member shall be deemed to be available to serve as the staff liaison.  

B. Protection of Privacy 

The Calgary Girls Charter School complies with the Freedom of Information and Protection 
of Privacy Act and is bound by the provisions of that Act. As such, the collection, use and 
disclosure of personal information is in accordance with the Freedom of Information and 
Protection Act.  
 
C. Anti-Bullying Awareness 
 
The Charter Board encourages events and activities in support of anti-bullying such as the 
Bullying Awareness and Prevention Week that occurs annually the third week of November. 
 
 
 
 
In Accordance with the Education Act s. 33.3(a)(b), the Charter Board, by resolution 
confirms the annual review of this policy which is posted to the website and available in 
hard copy to individuals who make such a request.   
 
(Note:  For additional information see Administrative Procedure 356 Student Organizations 
and Activities to Support a Safe and Caring Environment.) 
 
Reference: 
Education Act, 2019 s. 8, 11, 31, 52, 53, 54, 222, 257 
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