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

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

 
2. Directions for how the Board itself is to function and how individual directors are 

to conduct themselves; how Board committees and representatives are to 
function 

 
3. Statements as to how appeals and hearings will be conducted 
 
4. Non-delegable matters such as the closure of the school and policy making 
 
5. Specific matters which the Board has chosen not to delegate to the COO 

 
This Board Policy Handbook is intended to be supplemented by an Administrative 
Procedures Manual; the primary written document by which the COO 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 school between the Board’s responsibility to govern and the COO’s 
executive or administrative duties. 
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School Verse 
 
Ecclesiastes 12:1a - Remember your Creator in the days of your youth (NIV) 
 
Mission Statement (2005) 
 
Jarvis Community Christian School, to the glory of God, develops the whole child by 
providing quality education to elementary students of Christian families through Bible 
based curriculum and values in a safe and caring environment. 
 
Vision Statement (2005) 
 
Jarvis Community Christian School offers excellent Christ centred education for students 
through dynamic programs and facilities.       
    
 
Belief Statements 
 
Article II of the constitution states:  

“The basis of this corporation is the infallible Word of God as interpreted in the 
Reformed and Westminster Confessions. It is not an ecclesiastical body, nor is it 
subject to any ecclesiastical organizations. The government of this corporation is 
autonomous. 

Believing that "the fear of the Lord is the beginning of wisdom" and that no aspect 
of God's creation may be rightly understood without adherence to this belief, and that 
man in his life of worship and work responds to God in total service, we as Christian 
parents, and believers in the Lord Jesus Christ our Saviour, willingly do pledge 
ourselves to the following educational principles.” 
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Refer to Article II of the constitution which further spells out these educational 
principles. These principles are in the areas of life, creation, man, sin, Christ Jesus, 
kingdom of God, purpose of education, parents, children, teachers and authority. 

Goals of Christian Education 
 
The goal or purpose of the educational process deems that a school is a unique societal 
structure.  The goal defines the nature of the schooling process. It also shapes the 
desired image of the students of the school system, but it does so from the student's 
point of view. 
 
The primary goal of the Christian day school consists in helping each student to grow 
into a God fearing person so that each can serve God according to his word, is able and 
willing to employ all talents to the honour of God for the well-being of fellow creatures in 
every area of life. 
 
This general goal is specified into several main goals which will guide each student to: 
 
1. deepen their commitment to God, 
 
2. mature as a Christian person in relation to self, others and the environment, 
 
3. discover and develop particular gifts and talents, 
 
4. develop abilities of perception and judgment in moral and ethical matters, 
 
5. follow the norms for good health and physical fitness, 
 
6. acquire competencies for responsible living as an adult, 
 
7. develop awareness of oneself as a learner able to adapt knowledge, skills and 

attitudes to the ordinary tasks of life, 
 
8. develop the knowledge and understanding necessary to fulfil one's calling 

effectively in modern society, 
 
9. sharpen and discipline skills and attitudes fostering productivity and fulfilment 

throughout their lives 
 
10. acquire awareness and understanding of customs, habits and beliefs of other 

faith communities, ethnic groups and other cultures. 
 
Logo 
 
The “CS” and the cross signify that we are a Christian school. The Maple Leaf indicates 
that this is a Canadian school. The bible verse is our school verse. 
 
 
School Colours 
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The official school colours are red, white and navy blue. These colours represent fidelity, 
piety and courage. 
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The role of the director is to contribute to the Board as it carries out its mandate in order 
to achieve its mission, vision and goals. The code of ethics signed by each director when 
s/he assumes office binds that person to work diligently and faithfully in the cause of 
Christian education. 
 
Jarvis Community Christian School exists to offer Christian parents a distinct system of 
education for their children. The directors of a Christian school board are empowered by 
the membership to fulfill both the educational requirements set forth by the government 
and the vision of the faith community. 
 
This presents Christian school directors with a unique, dual challenge. They must ensure 
that students are provided an education, which includes literacy skills, the ability to 
interpret and communicate information, analyze quickly and creatively, solve problems 
effectively, etc. At the same time, a Christian school board must ensure that Christian 
values and principles are reflected at all times in its policies and practices. 
 
As leaders in the faith community, Christian directors require an understanding, a 
willingness to grow and a commitment to bearing daily witness to the faith. 
 
The decisions of the Board in a properly constituted meeting are those of the 
corporation. A director who is given corporate authority to act on behalf of the Board may 
carry out duties individually, but only as an agent of the Board. In such cases, the 
actions of the director are those of the Board, which is then responsible for them. A 
director acting individually has only the authority and status of any other member of the 
school society and does not have any authority over employees of the school. 
 
As a result of elections, the Board may experience changes in its membership. To 
ensure continuity and facilitate smooth transition from one Board to the next following an 
election, directors must be adequately briefed concerning existing Board policy and 
practice, statutory requirements, initiatives and long-range plans. 
 
The Board believes an orientation program is necessary for effective directorship. 
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1. The Board will offer an orientation program for all newly elected directors that 

provides information on: 
 
1.1. Role of the director and the Board 
 
1.2. Organizational structures and procedures of the school 
 
1.3. Board policy, agendas and minutes 
 
1.4. Existing school initiatives, annual reports, budgets, financial statements and 

long-range plans 
 
1.5. School programs and services 
 
1.6. Board’s function as an appeal body 
 
1.7. Statutory regulatory requirements, including responsibilities with regard to 

conflict of interest 
 
2. The school will provide financial support for directors to attend Ontario Alliance of 

Christian Schools sponsored orientation seminars. 
 
3. The Board Chair and COO are responsible for developing and implementing the 

school’s orientation program for newly elected directors. The COO shall provide each 
director with access to the Board Policy Handbook and the Administrative 
Procedures Manual at the organizational meeting following an election. 

 
4. Incumbent directors are encouraged to help newly elected directors become 

informed about the history, functions, policies, procedures and issues. 
 
Specific Responsibilities of Individual Directors 
 
1. Become familiar with school policies and procedures, meeting agendas and reports 

in order to participate in Board business 
 
2. Refer queries or issues and problems not covered by Board policy, to the Board for 

corporate discussion and decision. 
 
3. Refer administrative matters to the COO. The director, upon receiving a complaint 

from a parent or member about operations, will refer the parent or member back to 
the relevant party and will inform the COO of this action. 

 
4. Keep the COO and the Board informed in a timely manner of all matters coming to 

his/her attention that might affect the school. 
 
5. Assist the COO with counsel and advice, providing the benefit of the director’s 

judgment, experience and familiarity with the community. 
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6. Attend meetings of the Board; participate in and contribute to the decisions of the 
Board in order to provide the best solutions possible for education within the school. 

 
7. Model the values and requirements of a Christian lifestyle. 
 
8. Ensure that Christian values and principles are reflected at all times in the Board’s 

policies and practices. 
 
9. Support the decisions of the Board and refrain from making any statements that may 

give the impression that such a statement reflects the corporate opinion of the Board 
when it does not. 

 
10. When delegated responsibility, exercise such authority within the defined limits in a 

responsible and effective way. 
 
11. Participate, subject to Board approval, in Board/director development sessions so 

that the quality of leadership and service in the school can be enhanced. 
 
12. Share the materials and ideas gained with fellow directors at the Board meeting 

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

the Board and the school. 
 
14. Attend school community functions when possible. 
 
15. Become familiar with and adhere to the Director Code of Ethics. 
 
16. Report any violation of the Director Code of Ethics to the Board during an in-camera 

session. 



 

 
 

SCHOOL POLICY BINDER 

 

POLICY NUMBER 

 

203 

PAGE NUMBER 

 

1 of 2 

 

 

TITLE: Director Code of Ethics 

PREVIOUS REVISION DATES: Nov. 11, 2008 - New 

 

 

 

 

DATE OF APPROVAL: June 20, 2011 

SIGNATURE OF CHAIRMAN: 

 

 

 

 

Andrew Bergsma 

LAST REVIEWED: 2011 REVIEW MONTH: June of 

odd numbered years 

 

Each director, representing all Christian school supporters of the community and 
responsible to this electorate through the democratic process, recognizes: 
 

 That fellow members of the society have entrusted them, through the electoral 
process, with the educational development of the children and youth of the 
community 

 
 That directors are the children’s advocates. The director’s first and greatest 

concern is the best interest of each and every one of these children without 
distinction as to who they are or what their background may be. 

 
 That directors are educational leaders who realize that the future welfare of the 

community, province, and Canada depends in the largest measure upon the 
quality of education provided in schools to fit the needs of every learner. 

 
 That directors must never neglect their personal (“fiduciary” – held in trust) 

obligation to the community in accordance with the constitution of the school 
society and their legal obligation to the province. The director shall not surrender 
these responsibilities to any other person, group or organization. Beyond these, 
directors have a moral and civic obligation to the nation which can remain strong 
and free only so long as schools in Canada are kept free and strong. 

 
In carrying out the role of director, the Board expects members to adhere to the following 
Code of Ethics: 
 
1. Devote time, thought and study to the duties of a director so that they may render 

effective and creditable service 
 
2. Exercise the powers and duties of their office honestly and in good faith. Directors 

shall exercise the degree of care, diligence and skill that a reasonably prudent 
person would exercise in comparable circumstances. 
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3. Represent the Board responsibly in all Board related matters with proper decorum 

and respect for others. 
 
4. Work with their fellow directors in a spirit of harmony and cooperation in spite of 

differences of opinion that arise during vigorous debate of points of issue. 
 
5. Consider information received from all sources and base personal decisions upon all 

available facts in every case; unswayed by partisan bias of any kind and thereafter 
abide by and uphold the final majority decision of the Board. Refer to bylaw 2G for 
exceptions where a minority of the Board can appeal to the membership. 

 
6. Be loyal to the interests of the school as a whole in the context of Christian 

Education. This loyalty supersedes loyalty to: 
 
6.1. Any advocacy or special interest groups. 
 
6.2. The personal interest of any director. 

 
7. Maintain directors’ confidentiality of privileged information, including statements 

made during regular and in-camera sessions of the Board. 
 
8. Represent the perceived concerns or needs of the community to the Board or COO 

as appropriate and accurately communicate the Board’s decisions to those we serve. 
 
9. Work cooperatively with fellow directors to communicate to the membership. 
 
10. Provide leadership to the Christian community through setting goals and policies for 

educational programs, regularly evaluating these in the light of the wishes and 
expectations of the membership. 

 
11. Unless otherwise delegated, individual directors have no legal authority outside the 

meeting of the Board and therefore relationships with school staff, the membership 
and all means of communications is to be conducted on the basis of this fact. 

 
12. Declare any conflict of interest between personal life and the position on the Board 

and abstain from voting when appropriate. Refrain from using the director position to 
benefit either oneself or any other individual or agency apart from the total interest of 
the school. 

 
13. Recognize that a key responsibility of the Board is to establish the policies by which 

the school is to be administered. The administration of the educational program and 
conduct of school business shall be left up to the COO. 

 
14. Encourage active cooperation by stakeholders with respect to establishing policies. 
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The Board of Directors, as the directing mind and legal power of the society, is ultimately 
responsible for the organization’s performance and the accomplishment of its mission 
and vision. The Board is active in strategic planning, financial monitoring and holds the 
administration accountable through a formal COO evaluation. It is a logical step to argue 
that board accountability can only be achieved through a similar form of assessment and 
evaluation at the top of the organization. 
 
Despite the fears associated with board and director evaluation, which can be mitigated 
through effective methodology and implementation, there are a number of benefits to be 
gained: 
 
 An accountability mechanism to ensure the board and directors are fulfilling their 

legal and governance responsibilities 
 An audit of the society’s governance practices and effectiveness 
 An assurance to be able to give to members and other stakeholders 
 A tangible means to observe the strengths and weaknesses of the board 
 A way for all members of the board to fully understand what is being asked of 

them 
 Higher standards made clear by a practical tool which compares performance 

with expectations. 
 Identification of skills gaps and therefore training and development opportunities 
 Promotion of personal, board and society growth 
 Input to board succession and renewal process 
 An opening of the lines of communication among directors and with 

administration, building unity and trust 
 An understanding of what the board has accomplished, and what yet needs to be 

completed 
 A commitment from all directors towards the priorities and effectiveness of the 

board 
 An idea of the board/director’s own worth 
 Promotion of positive change and building of a road map to success for the whole 

organization 
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The Process: 
 
1. The Coordinator 
 

1.1. The Board shall choose a leader to coordinate and champion the process. This 
must be someone who does not have a bias or an axe to grind and who has 
both the energy and respect needed to bring all participants onside. The leader 
may be an external consultant/professional, a director who has an interest and 
time to lead the process, and the respect of the other board members 
(sometimes, but not often, this may be the Chair) or the Governance Committee 
or its chair (if Governance is a standing committee). 

 
2. Applying the evaluation 
 

2.1. Directors and advisory members complete the Board evaluation. 
 
2.2. The evaluation questionnaires shall be completed within a properly constituted 

board meeting. 
 
2.3. The evaluation shall be done annually with the questionnaires completed at the 

October board meeting so consideration can be made when nominations for 
directors start. 

 
3. Adjustments 
 

3.1. Give stakeholders the assurance that the Board of Directors has undergone a 
rigorous accountability and evaluation test. 

 
3.2. Identify skills gaps and undertake/resource training and development 

opportunities. 
 
3.3. Use results to feed into the board succession and renewal process. 
 
3.4. If the Board of Directors is not fulfilling their legal and governance 

responsibilities, institute appropriate changes. 
 
3.5. Use results to feed into next year’s strategic planning process, objectives, 

priorities, even resource allocation to ensure accomplishment of what has not 
yet been achieved successfully. 

 
3.6. The process (but not the detailed results) should be disclosed publicly to 

members and other stakeholders. 
 
 
This procedure was adapted with permission of and credit and gratitude to the Canadian 
Co-operative Association and Brown Governance.
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Team Performance Scorecard 
Evaluation Tool for the Board as a whole 

 

This tool measures board performance in the following six dimensions: 

 

 Leadership 
 Financial 
 Member 
 Community 
 Process 
 Learning 

Evaluate how well the board 
is currently performing on 
each capability: 
 
First on a scale of 0 to 5: 
 
0 = nothing being done here, 

much room for improvement; 

1 = not at all well; a lot of 

room for improvement; 

2 = poorly; a little; 

3 = moderately well 

4 = quite well; little room for 

improvement 

5 = very well; almost no room 

for improvement 

Then, for those where you 
have indicated 0-2, jot down 
your thoughts on why you 
responded this way and 
what changes you suggest. 

Leadership Performance Dimension 
The Board is responsible for ensuring the strategic direction of the school; for being the voice of the members to the 
organization; and for taking an explicit approach to governance. 

0 1 2 3 4 5 

1. The board is actively involved in the periodic review of the mission and vision of the school.       

2. The Board is actively involved in the strategic planning process, including setting the direction and goals.       

3. The Board approves specific annual objectives, strategies and budgets.       

4. The school has an effective, relevant planning process.       
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5. The Board understands the most significant risks (and opportunities) facing the school.       

6. The Board ensures that the COO has in place an effective system to identify and manage risks.       

7. The Board decides on the school’s governance principles and practices.       

8. The Board sets broad strategic results-oriented policies (versus operating procedures.)       

9. The Board effectively monitors administration’s compliance with major Board approved policies.       

10. The Board has specifically delegated authority levels to the COO, in writing, clearly.       

11. The school has documented the delegation of authorities governing approval and reporting limits and levels.       

12. The Board thinks and acts independently of, and is not unduly influenced by, administration.       

13. Overall, the school has a clear and useful strategic plan.       

14. Overall, the school’s governance is rigorous and effective.       

15. Overall, the Board excels in providing strategic leadership to the school.       

16.        

17.        

Financial Performance Dimension 
The Board is responsible for ensuring the financial results of the school and for the efficient use of capital. 0 1 2 3 4 5 

18. The Board approves objectives and policies for the school’s financial performance.       

19. The Board approves specific financial objectives and targets each year.       

20. The Board regularly reviews and approves the financial reports and statements of the school.       

21. The Board asks probing and informed questions about the financial results and disclosures.       

22. The Board promotes and ensures a culture of openness and transparency at the organization.       
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23. The Board receives and understands measures of the financial performance of other OACS schools.       

24.        

Parent/Member Performance Dimension 
The Board is responsible for ensuring effective, open member relations with the society; for understanding and meeting the 
legitimate needs and expectations of the society membership; for engaging and promoting the renewal and sustainability of 
the membership. 

0 1 2 3 4 5 

25. The Board receives and uses measures of the society’s member satisfaction and loyalty.       

26. The organization employs an effective system to identify and understand member needs and expectations.       

27. The school excels in educational quality and practices.       

28. The school excels in tuition setting practices.       

29. The school excels in providing a safe and caring environment.       

30. The Board ensures an effective two-way communication system with the members and parents.       

31. The school excels in member and parent relations.       

32. Members understand the financial and operational performance of the school.       

33. Members understand the strategic, long-term performance of the school.       

34. The Board promotes and ensures open democratic participation by the membership in decisions of the society.       

35. Members have an effective role in selecting and electing the right mix of people/skills to the board.       

36. Members have an effective role in holding the Board accountable for governance, leadership & performance.       

37. Members attend in good numbers, and actively participate in annual and other membership meetings.       

38.        
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Community Performance Dimension 
The Board is responsible for ensuring the school behaves in a socially responsible manner; for engaging and promoting the 
interests and welfare of the local community; for cooperating with other Christian schools. 

0 1 2 3 4 5 

39. The Board ensures that a code of conduct is in place.       

40. The Board monitors compliance with the code of conduct to ensure it is being followed by all.       

41. The Board has an effective system to identify and deal with conflicts of interest among board members.       

42. The school is a model citizen in our community.       

43. The Board understands and takes into account the impact of its decisions on all stakeholders.       

44. The Board ensures an effective two way communication system with all stakeholders.       

45. The school excels in stakeholder relations.       

46.        

47.        

Process Performance Dimension 
The Board is responsible for ensuring the internal structure, systems and processes within the school are working effectively; 
for employing committees when they can better accomplish aims and strategies; for overseeing the performance of the COO; 
and for ensuring an effective system of internal control. 

0 1 2 3 4 5 

48. The Board approves policies for the school’s quality and value performance.       

49. The Board has clear terms of reference for its roles, duties and responsibilities.       

50. The Board readily knows how well it is fulfilling its responsibilities and achieving its objectives.       

51. The Board understands and respects the distinction between its responsibilities and those of administration.       

52. The Board operates smoothly and respectfully as a team unit.       

53. The Board meets the right number of times each year.       
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54. The Board meets for the right length of time each meeting.       

55. The Board has access to outside professional advice if necessary.       

56. Deliberations and discussions at board meetings are strategic and focus on priority issues.       

57. Discussions at board meetings are open, respectful and air opposing views effectively.       

58. The Board’s decisions are wise, timely, useful and consistent with approved objectives and policies.       

59. The Board uses an annual calendar to plan meetings, address issues and align with planning and reporting cycles.       

60. The Board’s minutes are clear and useful.       

61. The Board receives the right information it needs to fulfil its responsibilities, including board packages.       

62. The Board receives the information it needs to fulfil its responsibilities in a timely manner.       

63. The Board ensures it receives the appropriate information from administration to fulfil its duties.       

64. The Board ensures an effective system of internal controls is in place.       

65. The Board ensures an effective system to track results (to planned objectives) is in place.       

66. The Board monitors results compared to planned, prior and peer performance.       

67. The Board formally evaluates the performance of the COO following the procedure and timelines approved in policy.       

68. The Chair of the Board understands and fulfils his/her responsibilities well.       

69. The Chair of the Board and the COO have a strong, positive working relationship.       

70. Each board member carries out their individual responsibilities effectively.       

71. The Finance Committee has clear terms of reference that provide it sufficient latitude to perform.       

72. The Finance Committee has the right number and mix of members.       
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73. The Finance Committee functions smoothly and effectively.       

74. The Finance Committee selects the external auditor (membership vote) and ensures its independence.       

75. The Finance Committee ensures internal controls are effective and reports on these to the Board.       

76. The Finance Committee carries out its duties effectively and reports clearly to the Board.       

77. The Contract Partnership Committee has clear terms of reference that provide it sufficient latitude to perform.       

78. The Contract Partnership Committee has the right number and mix of members.       

79. The Contract Partnership Committee functions smoothly and effectively.       

80. The Contract Partnership Committee carries out its duties effectively and reports clearly to the Board.       

81. The Executive Committee has clear terms of reference that provide it sufficient latitude to perform.       

82. The Executive Committee has the right number and mix of members.       

83. The Executive Committee functions smoothly and effectively.       

84. The Executive Committee carries out its duties effectively and reports clearly to the Board.       

85. The Executive Committee has strong, positive working relationship with the COO.       

86. The Board has the right committee structure and makes good use of committees.       

87. The Board and the COO have a positive and effective working relationship.       

88.        

89.        

Learning Performance Dimension 
The Board is responsible for ensuring that the school is adequately prepared for change; for encouraging a culture of learning 
and innovation; for ensuring the succession of effective, skilled leadership; and for promoting learning among the 
membership and community. 

0 1 2 3 4 5 
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90. The Board is proactive and anticipatory, rather than being reactive and passive.       

91. The Board has the right mix of skills, experience and expertise to effectively govern the school.       

92. The Board has strong diversity of representation (gender, heritage, etc.)       

93. The Board is representative of the membership.       

94. The Board is the right size.       

95. The Board has agreed on the best way(s) to promote the election of skilled, competent and representative board 
members in the future (e.g. member education, skills profiles, pool of candidates, nominating, mentoring). 

      

96. The Board has an effective orientation program for newly elected directors.       

97. The Board encourages effective ongoing director development for experienced directors.       

98. The Board succession and development plans are designed to meet identified needed competencies.       

99. The Board formally evaluates its own performance on a regular basis.       

100. The Board empowers and encourages the COO.       

101. The Board promotes and ensures the professional development of the COO.       

102. The Board promotes and encourages the recruitment and retention of high potential and high performance 
employees (through the COO). 

      

103. The Board promotes and encourages the development of all employees (through the COO).       

104. Overall, the Board is contributing to the success of the school.       

105. Overall the Board is performing well.       

106.        

107.        
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The Board believes that the recruitment and selection of School personnel is a shared 
responsibility between the Board and the COO. 
 
The Board further believes strong central leadership and administration at the School is 
essential to the effective and efficient operation of the school system. 
 
Specifically 
 
1. The Board, in the case of the COO, or the COO or designate, in all other instances, 

will assume the sole responsibility for initiating the advertising process. 
 

2. The Board has the sole authority to recruit and select an individual for the position of 
COO. 
 

3. The COO is delegated full authority to recruit and select staff for all central office 
positions including the senior administration level of Vice Principal and Administrative 
Assistant. 

 
4. The COO is delegated full authority to recruit and select staff for all other school-

based positions. 
 
4.1. Teacher interview panels must consist of a minimum of three members (any 

combination of principal, vice-principal, teacher or school society member). 
 
4.2. All other position interview panels must consist of a minimum of two members 

(any combination of principal, vice-principal, teacher or school society member). 
 
5. All offers of employment shall be conditional on the successful applicant providing a 

criminal record check that is acceptable to the COO. Additionally, the COO may 
require documentation certifying that the candidate is medically fit for the position. 
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Background 
 
Personnel who are committed to the goals of Christian education and demonstrate 
professionalism and expertise in their area of responsibility represent one of the most 
important components of the School. The School further believes that hiring and 
retaining quality staff members is enhanced by fair and consistent employment practices. 
 
All personnel appointed to the staff of the School shall be of exemplary character, shall 
adopt a personal lifestyle in accord with the teachings of the Christian Church, and 
possess competency in the skills required for the position to which they are being 
appointed. It is understood that all staff have been hired to assist with carrying out the 
mission and mandate of the School. 
 
Procedures 
 
1. The COO or designate is responsible for the development, implementation, 

administration, and assessment of employment practices. These practices must be 
consistent with employment legislation, Board Policy and Administrative Procedures. 

 
2. All offers of employment will be conditional on the receipt of current criminal record 

checks. 
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Background 
 
For the official purposes of the School, the School Office shall maintain a personnel and 
payroll file on each employee. 
 
Procedures 
 
1. The employee's personnel file may contain: 
 

1.1. Pre-employment materials, including correspondence associated with the 
applications, curriculum vitae, transcripts, letters of reference, and placement 
documents. 

 
1.2. Copies of letters relating to School actions respecting the employee, including 

initial appointment, sabbatical leaves, leaves of absence, administrative 
appointments, evaluations, etc. 

 
1.3. Correspondence pertaining to the employee. 

 
1.4. Materials respecting professional development and performance. 

 
2. A personnel file shall not contain any anonymous items. 
 
3. Upon written request to the COO or designate, the employee, or his/her duly 

authorized representative shall have the right to examine the contents of his/her 
personnel file. Such examination shall be in the presence of the COO or designate. 
The employee shall not be allowed to remove the personnel file, or any original part 
thereof, from School office. 

 
4. Access to personnel files is restricted to the COO or designate. 
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5. The employee shall have the right to include written comments regarding the 

employee’s perception of the accuracy of the meaning of any of the contents of the 
personnel file. 

 
6. The employee may add relevant documents to the file. 
 
7. Requests for access to a personnel file, or to information contained in a personnel 

file, shall be dealt with in accordance with this policy and the Freedom of Information 
and Protection of Privacy Act to the extent that it may apply. 
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Background 
 
The School believes that the community has a right to educational services which are 
conducted with efficiency, impartiality, and integrity. It is this special obligation which 
demands that there not be any conflict of interest between the private interests of 
employees and their responsibility to the public. 
 
Definitions 
 
Conflict of Interest is a situation in which an employee whose private interests, or the 
private interests of a relative or an associate, might benefit from the employee’s actions 
or influence as an employee of the School. 
 
Associate means individual or organization with whom the employee has any personal or 
pecuniary interest. 
 
Nepotism means favouritism shown to relatives in bestowing employment or conferring 
privileges. 
 
Relative means child, sibling, parent, parent-in-law, or spouse. 
 
Family status means the status of being related to another person by blood, marriage or 
adoption. 
 
Procedures 
 
1. Respecting outside employment, employees may take supplementary employment, 

including self-employment unless such employment: 
 

1.1. Causes an actual conflict of interest; 
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1.2. Interferes with regular employment duties; 
 

1.3. Involves the use of School premises, equipment, or supplies; 
 

1.4. Causes the employee to hold pecuniary interests that are in conflict of interest. 
 
2. Where it appears that a conflict of interest might arise in taking supplementary 

employment, or through pecuniary interest, it is the duty of the employee to notify the 
COO, in writing, as to the nature of employment. 

 
3. Employees shall not accept monetary or other payment in addition to normal salary 

or expenses for duties which they normally perform in the course of their 
employment. 

 
4. Employees who own, or have pecuniary interests in, businesses that may act as a 

supplier to the School shall be strictly governed by Ontario government regulations 
on tendering and are required to notify the School of their financial interest in a 
company at the time of submitting a tendered bid. 

 
5. Products and materials developed as part of an employee’s regular duties shall be 

the property of the School. 
 
6. No employees, or potential employees, will be shown favouritism by a member of 

their immediate family. 
 
7. While no individual, on the basis of marital status or familial relationship alone, will be 

denied employment in the School, employment practices are to be carried out in 
such a way as to avoid a potential nepotism situation. 

 
7.1. Employees are disqualified from participating with the decision process with 

reference to hiring, placing or promoting relatives. 
 

7.2. A relative of the applicant may not directly supervise a selection committee 
member. 

 
7.3. If a selection committee determines that the appointment of the candidate of its 

choice would result in a potential nepotism situation, the committee shall advise 
the COO. The COO will then deal with the situation in accordance with this 
policy and human rights legislation. 

 
8. It is recommended that family members not work in the same school wherein one 

family member is in a supervisory position. An individual assessment of the 
circumstances of each such potential nepotism situation shall be made prior to any 
employment decision being approved by the COO. 

 
9. Employees who find themselves in a potential or actual conflict of this policy have a 

duty to notify their supervisor immediately upon becoming aware of such potential or 
actual conflict.  
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Background 
 
The School requires that employees wishing to resign from the employ of the School do 
so in accordance with the provisions of provincial statutes and School administrative 
procedures. 
 
Procedures 
 
1. The employee wishing to resign from employment with the School shall submit a 

letter of resignation to the COO specifying the last day of performance of assigned 
duties. 

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

2.1. Ensure that the period of notice given by the employee is in accord with the 
conditions of employment; 

 
2.2. If in accord, accept, in writing, the resignation; 

 
2.3. Report, as information, the resignation to the Board; and 

 
2.4. Forward a copy of the letter accepting the resignation, to the finance committee. 

 
3. If, upon receiving a letter of resignation, the COO believes that the period of notice 

does not comply with the conditions of employment, the COO may: 
 

3.1. Require of the employee the appropriate period of notice; or 
 
3.2. Accept the resignation as offered; and 

 
3.3. Forward a copy of the letter accepting the resignation, to the finance committee. 
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4. In the event an employee is absent from work for undisclosed reasons for a period of 

two weeks, the position will be considered abandoned and therefore vacant. 
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Background 
 
Teacher recruitment and selection must ensure that teachers hired for the School are 
highly skilled, committed to Christian education and dedicated to the service of students. 
It is understood that teachers are hired to assist the School in carrying out its mission, 
and must be credible representatives of the Christian faith tradition and effective 
teachers of the faith through their areas of expertise and the example they set.  
 
The major goal of the staffing procedures is to strive to staff the School with highly 
proficient teachers and administrators in an open, fair, efficient and effective manner that 
provides the best educational program for students. Maintaining a clear focus on our 
students enables us to make decisions in their best interests during the staffing process. 
 
Procedures 
 
1. Determining Staff Preferences and Intentions 
 

1.1. A teaching staff must submit a Statement of Intention form to the COO by 
February 15th stating their plans for the following year. 

 
1.2. Teachers returning from a leave of absence will be assigned in accordance with 

the Ontario labour laws and contract schedules. 
 
2. Teachers on Interim Contracts 
 

2.1. Teachers on an interim contract will have their positions declared open. (Note: 
All teachers who are offered an interim contract of employment should be 
advised that their positions will be declared open at the commencement of the 
staffing cycle for the next school year.) 

 
3. Determining Staffing Levels 
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3.1. Staffing levels for the forthcoming school year will be established by the COO of 
the school. Board policy and School administrative procedures will be followed, 
where applicable, regarding staff reductions that require in-school re-
assignments and terminations. The COO is responsible for the in-school re-
assignment of teachers. 

 
4. Teachers on Probationary Contracts 
 

4.1. Teachers on a probationary contract who receive a successful evaluation may, 
at the sole discretion of the COO or designate, be offered a continuing contract. 

 
5. Advertising, Recruitment and Selection 
 

5.1. Open teaching positions may, time permitting, be advertised. 
 
5.2. The major consideration in the selection of successful candidates shall be 

student, program and School needs. Consequently, specific criteria to be 
considered may include but are not limited to: 

 
5.2.1. Performance evaluations; 
 
5.2.2. Information from reference checks; 

 
5.2.3. Professional experience, practicum experience, and post-secondary 

education; 
 

5.2.4. Commitment to Christian education, including a current pastoral 
reference; 

 
5.2.5. Instructional contributions the candidate may provide to the classroom 

and school; 
 

5.2.6. Out-of-classroom contributions the candidate may provide to the school; 
 

5.2.7. Opportunity for professional growth; 
 

5.2.8. Commitment to career-long learning; 
 

5.2.9. The need for balanced staffing in terms of applicable criteria identified 
above; and 

 
5.2.10. Other considerations deemed relevant by the COO or designate. 

 
5.3. All interviewed candidates will be contacted with regard to the outcome of the 

interviews. 
 
5.4. All written contract offers (i.e. full-time and part-time probationary, interim, 

continuing and temporary) will be made by the COO or designate. 
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6. Administrative Positions 
 

6.1. School-based administrative vacancies will be open competitions and 
advertised, time permitting. 

 
6.2. All administrative positions will be filled by Christian candidates. 

 
6.3. Preference will be given to candidates for the COO who have had successful 

teaching and/or administrative experience in Christian schools in Ontario. 
Preferred minimum academic qualifications shall be a Graduate Diploma in 
Educational Administration, Religious Education or its equivalent in graduate 
studies. Preference shall be given to experienced teachers and/or administrators 
who hold a Master’s Degree in Education and/or Religious Education. 

 
6.4. Preference will be given to candidates for the vice-principal position who have 

had successful teaching and/or administrative experience in Christian schools in 
Ontario. Preferred minimum academic qualifications shall be commencement of 
or completion in a graduate studies program. Preference shall be given to 
experienced teachers and/or administrators who hold a Graduate Diploma or 
Master’s Degree in Education and/or Religious Education.  
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Background 
 
The COO is responsible for implementing the Teacher Growth, Supervision and 
Evaluation Policy and monitoring teachers’ performance relative to the Teaching Quality 
Standard. 
 
Procedures 
 
1. The COO shall provide the Board with a written, signed and dated document which 

verifies that supervision of professional staff is being carried out in the school. 
 
2. This document shall be provided annually to the Board before May 31 of each school 

year. 
 
3. The document must contain the following parts: 
 

3.1. A statement that supervision is being carried out and in what ways. 
 
3.2. A statement that verifies that the findings of supervision have been shared and 

discussed with the involved professionals. 
 
4. The format of the document can be created to suit the school. 
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Background 
 
The substitute teacher is expected to respect Christian faith, values and teaching of the 
Church, to follow a personal life style that is exemplary to students, parents and 
colleagues both at school and in the community, and to recognize the uniqueness of 
every student in the school. 
 
The School expects the substitute teacher to provide a high standard of teaching in a 
manner which will give optimum benefit to all students in the school. 
 
Procedures 
 
1. The substitute teacher shall be responsible to the COO of the school. 
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Background 
 
The COO appoints a secretary and a bookkeeper or one person to act as Secretary-
Bookkeeper. The Secretary-Bookkeeper is an executive officer of the School, primarily 
charged with the responsibility of administering business services to and for the School 
under the direction of the COO, and in accordance with approved operating policies, 
goals and objectives of the School. 
 
The Board shall employ a Secretary who shall be responsible for the performance of 
such duties as are prescribed by the COO. The Bookkeeper shall be responsible to the 
Finance Committee and shall report on any matter affecting the financial operations of 
the School. 
 
Procedures 
 
1. The Secretary will report directly to the COO. 
 
2. The Bookkeeper is responsible for the administration and supervision of all financial 

affairs of the School, in accordance with Board policy. 
 
3. Specific duties shall be outlined in a job description developed for the position of 

Secretary-Bookkeeper. 
 
4. The COO is responsible for initiating recruitment procedures for a Secretary-

Bookkeeper in the event of a vacancy. 
 
5. The COO is responsible for notifying the Board of the appointment. 
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As Christians, we accept the teaching of the Protestant Christian Church. Our Christian 
faith permeates all that we do. The Board believes that the teaching of our Christian faith 
and the evidence of practical applications must be shown in the culture of the School. 
The adults employed by our School serve as models of faith for our students, teaching 
and leading by example. Our time, talent and treasure are gifts given to us by God to be 
used wisely in sharing with others. 
 
The Board will assist, promote, encourage and support Christian faith formation for staff. 
It is an expectation that staff and students participate in the religious life of the school 
and that every aspect of the School is permeated with faith. Students will have the 
opportunity to serve through community service and the promotion of justice. 
 
Training and support will be provided for teachers to permeate faith into the curriculum.  
Staff will also be provided with opportunities for enhancement and development of faith 
among the community and within the school. 
 
Specifically, 
 
1. All employees must undertake to follow, both in and out of the work situation, a 

lifestyle and deportment in harmony with Christian teaching and principles. They 
must proclaim Christian philosophy through their actions, both within the School and 
outside it. See the “Moral Code for Teachers” in the teacher’s contract. 

 
2. An employee shall at no time conduct him/herself, either professionally or personally, 

in such a manner so as to bring the School or its representatives, or the Board into 
public disrepute or ridicule. 

 
3. All Christian employees are expected to be in good standing with the Church and are 

expected to be an active member of a Protestant Christian church community. 
 
4. All Christian teachers are expected to be knowledgeable about Christianity and be 

able to integrate the teaching of our faith throughout the curriculum. 
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Background 
 
The School recognizes the partnership role that parents and the community play in the 
education of our School’s children. The School also believes that the appropriate use of 
parent and community volunteers can enhance the quality of educational experiences 
offered students. 
 
The School encourages the use of parent and community volunteers in the school to 
support and enhance educational programs. 
 
Definitions 
 
Volunteer means a person who assists the school and/or students either in curricular or 
extra-curricular activities and students volunteering outside their school, but does not 
include guest speakers, presenters, or visitors to the school. 
 
Criminal record means a statement of all convictions registered under any federal act or 
regulation and for which an official pardon granted under section 3 of the Criminal 
Record Act has not been granted. 
 
Criminal record check means a certified disclosure of a criminal record background 
completed by a law enforcement agency. 
 
Procedures 
 
1. Volunteers may engage in a variety of roles including: 
 

1.1. Resource Volunteers - persons who have a relevant area of experience and 
expertise and who are involved on a short-term basis to enhance the education 
program. Their visits are planned, supervised and evaluated by a certified 
teacher. 

 



TITLE POLICY NUMBER PAGE 2 of 2 

Volunteers 411 Effective 14/06/2010 
 

1.2. Support Service Volunteers - persons who directly or indirectly assist teachers or 
groups of teachers in achieving educational objectives by providing non-
educational services. 

 
2. Volunteers will be governed by regulations determined by the COO regarding the 

internal operations of the school and by School procedures. 
 
3. The recruitment, selection, assignment and evaluation of volunteers must be made 

by the COO and the cooperating teacher. A pre-service orientation will be provided 
by the COO or designate. 

 
4. Volunteers will be considered agents of the Board under the School Insurance Act 

while engaged in their volunteer tasks. 
 
5. All volunteers must complete a Volunteer Registration Form. 
 
6. All applicants for volunteer positions must declare a criminal record. 
 
7. Applicants for volunteer positions must submit a criminal record check. In some 

cases, the COO may waive this requirement with a notation to this effect placed on 
the application. 

 
8. The COO is responsible for establishing and implementing a procedure to screen 

volunteers and ensure that they function with students in a manner consistent with 
the mission, goals and values of the School. 
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Background 
 
The School recognizes that students benefit from the opportunity to be involved in 
school sponsored and approved extra/co-curricular activities. The School also 
recognizes that the involvement of qualified adult volunteers or, in particular instances, 
student coaches may be beneficial/necessary for these activities to take place. 
 
The School supports the use of responsible and qualified adult volunteers to supervise 
or coach extra/co-curricular school clubs or teams. The School also supports the use of 
student coaches providing there is authorized adult supervision at all times. 
 
Procedures 
 
1. All volunteers must comply with Policy 40: Volunteers. 
 
2. The COO may choose to delegate coaching/supervision responsibilities to a 

volunteer who is not a teacher. 
 
3. All volunteer coaches/supervisors must be under the direction of an employee of the 

School, preferably a teacher. 
 
4. The COO or designate is responsible for ensuring that the volunteer 

coach/supervisor is suitably qualified and capable of providing the required service. 
Volunteers must meet the requirements of Policy 40: Volunteers. 

 
5. The COO or designate is expected to provide an orientation session for volunteers. 

At this session, philosophy will be discussed, guidelines established and procedures 
clarified. 

 
6. The COO or designate is ultimately responsible for maintaining order and discipline 

at all club/team activities. 
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7. The COO or designate, in providing an orientation for volunteers, is to be prepared to 

discuss the following: 
 

7.1. Philosophy; 
 
7.2. Playing time (if a team); 

 
7.3. Supervision expectations; 

 
7.4. Discipline procedure and referral; 

 
7.5. Communication with the home; 

 
7.6. Finances/fundraising; 

 
7.7. Transportation procedures; 

 
7.8. Use of school facilities and equipment. 

 
8. Prior to a team or club being coached or supervised by someone other than a 

teacher, the COO or designate shall communicate that to parents and guardians. 





http://www.e-laws.gov.on.ca/html/statutes/english/elaws_statutes_90o01_e.htm
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The Board believes that the operation of the school’s educational programs should be 
largely funded by tuition paid by parents. The Board recognizes that fundraising for and 
in the name of the school makes Christian education more affordable for all. The Board 
also recognizes the value of the school carrying out extra-curricular activities and 
projects aimed at extending and enhancing school program offerings which often require 
additional financial support. Similarly, the Board recognizes the educational value of 
student involvement in fundraising activities in support of worthwhile charities. 
 
The Board permits the school to supplement available funds for school related activities 
through fundraising initiatives. The Board permits school support of the fundraising 
initiatives of registered charitable organizations. This policy pertains to fundraising 
organized or specifically allowed by school staff and does not pertain to initiatives of the 
fundraising groups of the society. 
 
Specifically, 
 
1. School Sponsored Fundraising Activities: For fundraising activities sponsored directly 

by the school, the following applies: 
 
1.1. Student participation must be voluntary; 
 
1.2. Fundraising activities shall not detract from the curricular program; 
 
1.3. Fundraising activities must have adequate adult supervision and not place 

students at risk; and 
 
1.4. The purpose of the fundraising activities and the intended use(s) shall be made 

known to students and parents in advance. 
 
2. Fundraising Activities Sponsored by Charitable Organizations: For fundraising 

activities sponsored by charitable organizations, the following applies: 
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2.1. Fundraising and canvassing initiated by a legally recognized society falls outside 
the School or the Board. 

 
2.2. When participating officially in fundraising activities sponsored by registered 

societies the following applies: 
 
2.2.1. Student participation must be voluntary; 
 
2.2.2. The activity cannot detract from the school’s curricular program; and 
 
2.2.3. The purpose(s) of the fundraising activities and intended use(s) must be 

made known to students and parents. 
 
3. The COO or designate must approve use of the school name for fundraising 

purposes. 
 
4. The Board prohibits any school related fundraising activities tied to gambling or the 

acceptance of profit derived there from. 
 
5. Assistance in establishing budgets, proper accounting records and the maintenance 

thereof will be provided by the COO or designate. 
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The Board shall graciously accept all cash donations for the advancement of education 
by issuing receipts which may enable the donor to claim the donation as a tax deduction. 
 
Specifically, 
 
1. All cash donations received as donations eligible for income tax deduction must meet 

the requirements of Canada Revenue Agency and be for the advancement of 
education, specifically: 
 
1.1. To supplement the educational budget for the school; 
 
1.2. To purchase library and religious materials; 
 
1.3. To improve recreational facilities; 
 
1.4. To upgrade the computer program; 
 
1.5. To enhance the student enrichment programs. 
 
1.6. To provide for tuition assistance for those families struggling with the costs of 

Christian education. 
 
2. The following types of payments cannot be considered as donations eligible for 

income tax deduction: 
 
2.1. Tuition fees or other payments for which any right, privilege, benefit, or 

advantage may accrue to the donor; 
 
2.2. Payments for rentals or usage of books, facilities, transportation services, 

equipment, musical instruments, or other instructional resources which are 
normally paid for by way of a fee; 
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2.3. Payments which cannot be identified as having been made by a particular 
donor; 

 
2.4. Donations of services; 
 
2.5. Donations of old clothes, furniture, home baking, hobby crafts or property of little 

or nominal value; 
 
2.6. Amounts paid for school fundraising events; and 
 
2.7. Amounts paid for admissions to concerts, athletic events, graduations or similar 

activities. 
 
3. All donations must be for application within the Jarvis Community Christian School or 

to the benefit of students of the school. 
 
4. All funds received shall be processed through the Board’s regular accounting 

system, specifically identified and appropriately recorded. 
 
5. Receipts for income tax purposes shall not be issued for donations of less than $10. 
 
6. This policy shall remain in effect only for that period of time that the Board continues 

to qualify for Canada Revenue Agency tax exempt status as a charitable 
organization. 

 
7. Any changes to this policy are to be made only after a Finance Committee review of 

the Canada Revenue Agency guidelines. 
 
8. All donations received are to be forwarded to the Finance Committee for 

consideration as a valid donation for the advancement of education. Any donation 
may be refused, if, in the opinion of the Finance Committee or Board, it is not in the 
best interest of the Jarvis Community Christian School or is not of a charitable 
nature. 

 
9. All proposed uses for the amount to be donated must be submitted to the Finance 

Committee for its approval before any commitment is made to the donor(s). 
 
10. All approved donations shall be disbursed as directed by the donor for the activity 

approved, as soon as possible. In the case of donations being received without 
specific instructions for their use, the Finance Committee will apply those funds to 
the general operating budget.  

 
11. After consultation with the donors, the Board may transfer restricted funds to the 

unrestricted account when the funds are inadequate for the purpose named or when 
the request is no longer appropriate.  

 
12. A statement indicating the above intent shall be included on a form signed by the 

donor making the restricted gift. 
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13. The Finance Committee shall issue official receipts in the format prescribed by the 

Canada Revenue Agency. 
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Background 
 
The annual budget is the financial component of the School's operating plan. The budget 
is not the plan itself but a mechanism to achieve the goals and objectives of the plan. 
 
Each school year the COO will assist the Finance Committee with preparing for Board 
consideration and adoption a detailed estimate of the revenues and expenditures 
required to operate the programs of the school. 
 
Procedures 
 
1. Input from the Board and committees will be sought with respect to School budget 

priorities for the upcoming year. 
 
2. The budget will reflect the annual goals and objectives set by the Board. 
 
3. The objective of the Board is to achieve value within a balanced budget for the 

School. 
 
4. In consultation with staff and in accordance with guiding principles and formulae for 

allocating resources, the COO will develop and submit an estimate of the revenues 
and expenditures required to operate the programs of the school to the Finance 
Committee by a specified date, prior to the budget year. 

 
5. The Finance Committee shall submit a preliminary School annual budget to the 

Board in accordance with budget timelines. 
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Background 
 
The approved budget provides the COO clear direction from the Board with regard to the 
allocation and expenditure of funds. 
 
The Board believes that the responsibility for School budget implementation rests with 
the COO. School budget implementation is the responsibility of the COO. 
 
Procedures 
 
1. The budget, once approved, will serve as a financial guideline for the operation of the 

School and as a limit for discretionary expenditures unless approval of the Board is 
received. 

 
1.1. The final School budget allocations may not be changed without the prior 

approval of the Board. 
 
1.2. In the event that the School has a significantly higher/lower enrolment on 

September 30 than that projected in the budget, the school revenues and 
expenditures will be adjusted as required by the Board. 

 
2. The COO is responsible for ensuring the budget is implemented in accordance with 

Board policy and guidelines. 
 
3. The Secretary-Bookkeeper is responsible for maintaining a financial monitoring 

system (including the school budget) and generating required financial reports to 
keep the COO informed as to the budget status. 

 
4. The Finance committee will make regular reports to the Board concerning the status 

of the School's revenues and expenditures. 
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5. The COO is responsible for ensuring the school budget is implemented considering 

staff input and in accordance with Board policy. 
 
6. The Secretary-Bookkeeper is responsible for ensuring acceptable accounting and 

auditing procedures are utilized for School accounts. 
 
7. An annual audited financial report to the society members will be made available. 

Copies of the audited financial statement will be made available to individual 
members of the society as requested. 

 
8. The Finance Committee will be responsible for the investment of funds that are 

surplus to immediate requirements in investment vehicles that are authorized by law.  
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Background 
 
The School believes that its financial affairs must be managed in a manner consistent 
with the trust placed in the Board by the society membership. Adequate accounting 
records and procedures for verifying those records through Compilation Engagements 
are seen as an integral part of the School’s operations. 
 
Procedures 
 
1. The School’s financial systems and records will be subject to an external review of 

the books. 
 

1.1. The Board shall appoint an external person to review the books for the 
subsequent fiscal period at the Membership Meeting each fall. 

 
2. Accounting procedures will follow generally accepted accounting practices. 
 
3. The Treasurer will ensure that adequate control mechanisms are in place to 

guarantee the integrity of the School’s financial transactions and records. 
 

4. Financial records of school-generated funds will be maintained in accordance with 
the format prescribed by the Secretary-Bookkeeper. 
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Background 
 
The School has a responsibility to establish purchasing procedures that will result in 
quality purchases within the financial constraints of the School. 
 
The School has a responsibility to establish purchasing procedures that will obtain 
maximum value for every purchase, to purchase competitively, and to consistently use 
responsible purchasing practices. 
 
Procedures 
 
1. The School will attempt to obtain the maximum value for each dollar expended 

consistent with good educational and purchasing practices. Consideration will be 
given to the supplier’s reputation, experience, the ability to deliver or perform within 
the time specified, and the ability to provide after-sales maintenance, warranties and 
service or other criteria deemed to be relevant to the purchase. Past experience on 
previous orders will also be considered. 

 
2. All other factors being equal, the School’s policy is to purchase from local, provincial 

and Canadian suppliers in that order of preference. 
 
3. All items purchased through the COO, or directly by individuals in the name of the 

school, will become the property of the School. 
 
4. No person shall canvas, sell or offer to sell goods, services or merchandise to a 

teacher or a student in the school without the prior consent of the COO. 
 
5. The Secretary-Bookkeeper is responsible for establishing and maintaining 

purchasing procedures 
 
6. General Considerations: Tenders and Quotes 
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6.1. There will be a full and open competition among vendors. The COO will facilitate 
the obtaining of quotations and purchases. 

 
6.2. All purchases of goods greater than 100,000 dollars and construction in excess 

of 250,000 dollars must go to public tender. 
 
Aggregate Value of the 
Goods or Service 

Unit Price Method of Quotations 

Less than $1,999 Less than $500 Oral or written 
 

$2,000 - $24,999 $500 - $4999 Three written 
$25,000 - $100,000 $5000 or more Three written bids and approved 

by the Board 
Goods and services 
greater than $100,000 

 Solicited by one or more of the 
following: 
• Request for Proposal (RFP) 
• Request for Information (RFI) 
• Newspaper advertisement 
• Electronic Tendering System 

Construction in excess of 
$250,000 

 Solicited by one or more of the 
following: 
• Request for Proposal (RFP) 
• Request for Information (RFI) 
• Newspaper advertisement 
• Electronic Tendering System 

 
6.3. The lowest bid consistent with the specifications will normally be accepted. 

However, a tender other than the lowest may be accepted if the reasons in 
support of such action are deemed by the COO to be in the best interests of the 
School. 

 
6.4. Full and open competition among vendors will be waived only in special 

circumstances, such as: 
 

6.4.1. Equipment, supplies, materials, or services are urgently required to 
continue essential service; 

 
6.4.2. A product or vendor is of a proprietary nature and obtainable from only 

one source; and 
 

6.4.3. The purchase price has an aggregate value of less than $1000, except for 
building repairs, for which the limit shall be increased to $10,000. 

 
6.5. For immediate emergency repairs necessitated through fire, water, sewage, 

wind or electrical damage, the COO and Bookkeeper shall take whatever action 
is necessary to restore operations. The Board shall be advised when any 
emergency action is necessary to restore operations. The Board shall be 
advised of any emergency action taken resulting in expenditure in excess of the 
operating budget. 
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6.6. A record of the tenders or quotations on each article or service for which prices 

are called shall be retained. 
 

6.7. The name of the successful bidder and the price on each tender call shall be 
made available on request. 

 
6.8. For construction and maintenance work, upon receipt of a requisition and 

supporting tender information, a purchase order authorizing the work shall be 
issued. 
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Background 
 
Changes in school programs or requirements can result in surplus or obsolete furniture, 
equipment or materials. 
 
The School supports the development and use of an orderly process to dispose of 
surplus or obsolete equipment, furniture and materials. 
 
Procedures 
 
1. The COO will periodically review the inventory of equipment, furniture and materials 

in the school to determine whether items are obsolete or surplus to the school needs. 
 
2. A list of equipment, furniture and materials no longer required by the school will be 

disposed of by the COO. 
 
3. Revenues derived from the sale of surplus goods will be placed in the appropriate 

school account. 
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Background 
 
The Board recognizes that the cost of school programs will exceed the expected income 
from tuition. Therefore the need to carry out fundraising activities is recognized. 
 
Procedures 
 
1. The COO is responsible for approving: 
 

1.1. All in school initiated fundraising activities; and 
 
1.2. Official school participation in the fundraising activities of a charitable 

organization or registered society. 
 
2. Fundraising projects are subject to appropriate accounting and auditing procedures. 
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Background 
 
A Records Management program will be maintained to provide control over the quality 
and quantity of information produced by the School, from its creation until its disposal, for 
legal, fiscal and historical purposes. Proper custody, storage and disposal of records 
shall comply with statutory requirements. 
 
Procedures 
 
1. Records management covers a broad spectrum of records such as accounting, 

purchasing, corporate, insurance, personnel, property and student records. 
 
2. The Records Management program shall consist of a Subject File Classification 

Guide and a Retention and Disposal Schedule. 
 
3. Departments shall be responsible for the filing of records according to the 

Classification Guide, and for the disposal of records in accordance with the Retention 
and Disposal Schedule. 

 
4. Electronic records must conform in the same manner as hard copy records. 
 
5. The Retention and Disposal Schedule shall be consistent with federal and provincial 

legislation. 
 

5.1. Records to be retained until any such time that the School ceases operations 
include: 

 
5.1.1. Original Board minutes and bylaws 
 
5.1.2. Board election and by-election results 

 
5.1.3. Annual Education Results Reports 
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5.1.4. Architectural blueprints/building specifications, design and construction 
reports, facility construction contracts and construction progress reports 

 
5.1.5. School land titles, easements and leases 

 
5.1.6. School capital submissions 

 
5.1.7. School budgets and audited financial statements 

 
5.1.8. Teacher Retirement Fund Annual Report 

 
5.1.9. Grievances 

 
5.2. Records to be retained twenty (20) years after termination of employment or 

retirement or until the employee reaches the age of 70 include: 
 

5.2.1. Payroll/Personnel files 
 

5.3. Destruction of Records 
 

5.3.1. Each department is responsible for properly packaging and labelling the 
records stored at the School Office and for advising the School Office 
annually of records to be shredded. 

 
5.4. Electronic data records shall be formatted to be deleted. 
 
5.5. The School Subject File Classification Guide and Retention Schedule is to be 

updated annually or as required. 
 
6. The following records and documents will be kept on file at the School office and be 

made available to members of the Society upon request: 
 

6.1. Approved minutes of all regular Board meetings; 
 
6.2. Records of the proceedings of all Board committee meetings; 

 
6.3. The annual budget approved by the Membership; 

 
6.4. All legal agreements entered into by the Board (exclusive of student or 

employee records or contracts); 
 

6.5. Records of the status of all Board accounts; 
 

6.6. Audited financial statements for previous year’s operations; and 
 

6.7. The agenda of any public meeting or Board meeting. 
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7. An appropriate per page photocopying charge will be levied to any member 

requesting copies of the above noted documents. 
 
8. The Secretary-Treasurer is responsible for the maintenance of required minutes and 

records. 
 
9. The Secretary-Treasurer is responsible for establishing and implementing 

procedures to respond to requests from electors for public documents and records. 
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Background 
 
Programs may be reviewed and evaluated for the purpose of ensuring that program 
goals and objectives are being pursued and achieved in an efficient and effective 
manner. 
 
Procedures 
 
1. The COO has the primary responsibility for the evaluation of programs in the school. 
 
2. Evaluations will be used to make decisions in regard to: 
 

2.1. The maintenance, modification or discontinuation of existing programs 
 
2.2. The need for the development and implementation of other programs 

 
2.3. The ways in which existing or proposed objectives can be achieved in a more 

efficient manner. 
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Background 
 
The school exists to provide a Christian education for all students of the school 
appropriate to their educational requirements.  
 
The School shall enrol all of its students. 
 
Definition 
 
A student of the school is one who: 
 
1. Is a professing Christian; or 
 
2. Has at least one parent who is a professing Christian; or 
 
3. Under the authority of the Child Welfare Act, has been placed in a Christian foster 

home where the foster parent is resident of the School; and 
 
4. Is six years of age or older prior to January 1 of the current school year; 
 
5. In the case of a junior kindergarten student, is 4 years of age or older prior to 

January 1 of the current school year; 
 
6. In the case of senior kindergarten student, is 5 years of age or older prior to January 

1 of the current school year; 
 
Students who do not comply with the conditions outlined above are considered non-
resident students. 
 
Procedures 
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1. The COO, is responsible for determining if there are sufficient resources and facilities 

to accommodate students subject to the following criteria: 
 
A program that is suitable to the educational needs of the student must be available.  
 
Sufficient qualified staff must be available. 
 
Sufficient classroom space and learning resources must be available. 
 
The COO will determine whether the parents of students are desirous of a Christian 
education for their child, whether the parents agree to allow their child to become fully 
integrated into the spiritual life of the school. 
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Background 
 
The Education Act requires the School to establish and maintain student records for 
each student enrolled and make these available to appropriate individuals. 
 
The School requires that a record be maintained for each student, containing such 
information as is directly useful in facilitating the student’s education. 
 
Procedures 

1. Types of records kept include: 
 

Ontario Student Record containing: 
 

• Student identification - birth date, legal name, address, 
phone number, etc.; 

• Student status - grade, class, program; 
• Record of academic progress; 
• Scores obtained on standardized tests; 
• Teacher anecdotal comments; and 

 
 Record of special services including: 
 

• Educational assessments/tests administered; 
• Individual education plans; 
• Consultation/interview reports/notes; 
• Case histories; and 
• Other relevant documents 

 
Report Cards - standard school format. 
 
Community Health Records - A public health record is maintained for 

each student in the local health unit. 



TITLE POLICY NUMBER PAGE 2 of 3 

Student Records 603 Effective 09/02/2010 
 

 
2. Access to Student Records 
 

The Education Act provides for unrestricted access to all student records 
for: 
 

• Students 16 years of age or older; 
• Parents or legal guardians; and 
• Individuals with access to the student under an order made 

under the Divorce Act (Canada). 
 

Access to a student’s Ontario Student Record without written permission 
of parent(s), guardians or adult students is available to: 
 

• Professional staff members as required to meet their 
professional responsibilities to the student; 

• Research personnel approved by the COO subject to 
guaranteed pupil anonymity; and 

• Officers of the Court acting on a duly executed court order. 
 

Access to a student’s Ontario Student Records with the written consent of 
the parent/guardian or adult student is available to: 
 

• Prospective employers; 
• Post secondary educational institutions; 
• Courts where a court order has not been provided; 
• Social service agencies/government departments; and 
• Police and probation officers. 

 
Access to student records by educational and other agencies: 
 

Inquiries for assistance in locating children: 
 

• Information should not be given out without written consent 
of the parents/guardian or student (independent); 

 
• Inquiries for assistance for locating children should be 

referred to the COO. 
 

Student records are available only to staff and the administrator 
who have responsibilities related to the student's education; 
 
To facilitate transfers, copies of student records and promotion 
reports may be forwarded to the receiving school principal upon 
written request; and 
 
Standardized test results and reports are to remain confidential to 
the School administration and staff. 
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A parent, guardian or student may review a student record only in the 
presence of a staff member. When parents, guardians or students request 
an opportunity to review a test, assessment or psychological report, a 
qualified professional staff member must be present to interpret the 
information to ensure that it is clearly understood. 
 

3. Maintenance of Student Records 

Student records are not to be given to the student, parent or guardian. 
 
In the event that a parent, guardian or student is of the opinion that the 
contents of the student record are inaccurate, a written request is to be 
made to the COO to have the record rectified. If the complainant is not 
satisfied with the action taken, the decision may be appealed through the 
established appeal procedures. 
 
The COO is responsible for ensuring that accurate, complete records are 
kept for each student and that these records are updated annually 

 
4. To facilitate transfers between schools, records are to be forwarded to the 

receiving principal upon written request. 
 
5. Student records are to be retained by the school for a seven (7) year period after 

the student’s potential graduation date. 
 

6. Student health records other than information which parents wish to have placed 
on the student’s record are the responsibility of the local health unit. All requests 
for health-related records are to be referred to the health unit. 
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Background 
 
Naming a school, a portion of a school, or a school system facility is a matter that 
deserves thoughtful attention. 
 
Procedures 
 
1. The Board shall authorize the formation of a committee for the naming of a school or 

a portion of a school. 
 
2. The committee may have representation from the community at large, school 

administration, the local teaching staff, parents, and the students. 
 

2.1. The community at large may include representation from historical societies, 
senior citizens, or groups who may have an interest in being represented. 

 
2.2. Each representative group shall be limited to a maximum of two members. 

 
2.3. The committee shall determine the process that will be followed in soliciting input 

in the naming process. 
 
3. The names considered shall: 
 

3.1. Have significance for the students, parents and the community of the particular 
facility; 

 
3.2. Be easily identifiable with the facility; 

 
3.3. Not be in conflict with the names of other facilities in the surrounding districts; 

 
3.4. Be appropriate in terms of copyright and trademark provisions. 
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4. Where possible, new facilities shall be assigned names before construction begins. 
 
5. The Board is responsible for approval of names of all School-owned facilities. 
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Background 
 
The COO has a responsibility to establish priorities and a system of inspection for 
maintenance of playground equipment and structures within the School. This policy will 
ensure the School playground equipment and structures are managed in a safe, efficient 
manner. 
 
The Playground Equipment and Structure Procedure entails three categories. 
 
1. Inspections 
 
2. Maintenance 
 
3. New Structures 
 
Any playground that is on School-owned land shall be part of this policy. 
 
Procedures 
 
1. Inspections 
 
The School will conduct two types of inspections: 
 

1.1. Detailed Comprehensive Inspection 
 
A Certified Canadian Playground Safety Inspector shall conduct a detailed 
comprehensive inspection at least once per year. 

 
1.1.1. Parameters 
 

1.1.1.1. The parameters used for detailed inspection shall be those 
outlined in CAN/CSA-Z614-98 or the most current CSA Standards. 
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1.1.1.2. The criteria used for assessing these parameters will be based on 

safety, budget, and liability. 
 

1.1.2. Defects 
 

1.1.2.1. All hazards shall be classified on a 4 point rating system: 
 

• Major – requiring repair within 48 hours 
 
• Moderate – serviceable 

 
• Minor – serviceable, but low priority, watch for deterioration 

 
• No work required at this time 

 
1.1.2.2. Any playground equipment/structures requiring immediate 

attention shall be noted and forwarded to the COO for repairs. 
 
1.1.2.3. Results of the inspection shall be recorded on a Playground 

Inspection Report. 
 

1.2. Maintenance Inspections 
 

1.2.1. Maintenance inspections shall be conducted monthly during the school 
year. 

 
1.2.2. Weather conditions and playground usage may dictate more frequent 

playground inspections and these shall be determined by the COO. 
 
The School does rely on the general public to assist in identifying hazards. 
 
2. Maintenance 
 

2.1. Prior to replacement of playground equipment components/structures the School 
will consider: 

 
• Other viable options for repair 
 
• Level of service 

 
• Cost 

 
• Age 

 
2.2. All repairs shall adhere to the same rating system as identified previously in this 

procedure as they relate to hazards identified under Section 1.1.2.1 of this 
procedure. 
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3. New Structures 
 

3.1. All new playground structures are required to meet or exceed the current CSA 
Standards at the time of installation. 

 
3.2. In addition to the CSA Standard all new playground structures shall adhere to 

the School’s Specifications for Playground Equipment as outlined in the 
appendix to this procedure. 

 
3.3. Playground Suppliers 

 
3.3.1. The School will only consider “suppliers” from manufacturers that meet all 

standards and specifications as set out in this procedure. All suppliers must 
be pre-approved by the School. 

 
3.3.2. Playground suppliers must provide a Certificate of Compliance to current 

CSA Standards for all playgrounds supplied by them before and after 
installation. 
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Appendix: 
 
PLAYGROUND EQUIPMENT/STRUCTURES SPECIFICATIONS 
 
All construction, development and/or maintenance of playground equipment, structures 
and associated landscaping shall comply with the following standards in addition to the 
CAN/CSA Z614-98. 
 
1. Wood structural posts shall not be used on School property. All wood used shall be 

pressure treated. 
 
2. Fully enclosed spiral tube slides will not be used. 
 
3. Protective surfacing shall be a minimum of 12” of washed white sand and/or 7mm 

washed round gyra rock, in accordance with CSA Standards regarding critical height 
and protective surface zones. 

 
4. Retaining borders may be used around all play equipment. Site conditions will 

determine type, size and need if required. 
 
5. Swing hangers shall be equipped with means of lubrication and all wearing parts 

shall be easily replaced (i.e. sleeves, ‘s’ hooks, eyes, etc.). 
 
6. Swing seats shall be constructed with a metal or aluminium core. 
 
7. If site furniture is installed, it shall be constructed of coated metal and include 

table(s), and/or bench(es), and refuse container(s). Landscaping around playground 
sites shall be completed in accordance with development standards and acceptable 
planting practices. 

 
8. Prior to installation of new playground equipment the grade and elevation of the site 

shall be determined and steps shall be taken to insure the site is well above grade 
and the site will not hinder drainage in this or adjacent areas. 

 
9. New playgrounds shall not be installed on old playground sites unless the sites have 

been excavated and brought back to grade, or a proper drainage system is installed. 
 
10. All designated play surfaces shall not exceed a maximum of 9’0” in height. 
 
11. Playground equipment manufacturers shall be selected on the basis that they meet 

the standards and specifications in indicated in the policy 3.3 
 
12. A Certificate of Compliance is required from the manufacturer and certified CSA 

Playground Inspector upon completion of construction (CSA Standard). 
 
These specifications are subject to change and/or revisions at any time. 
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Background 
 
The COO has been given the responsibility for implementing policy and procedures, 
which includes maintaining the Board Policy Handbook and the Administrative 
Procedures Manual and their dissemination to the appropriate members of the School. 
 
Procedures 
 

1. The COO will ensure that the Board Policy Handbook and the Administrative 
Procedures Manual will be available on the School website so that all directors, 
staff members, students, parents and society members have access to all Board 
Policies and Administrative Procedures. 

 
2. It shall be the responsibility of the COO to convey and interpret policy and 

administrative procedures to his/her staff. 
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Background 
 
The School has an obligation to keep the membership accurately informed about School 
activities. One mechanism for achieving this objective is the use of print, radio and 
television media. 
 
The School strives to foster quality relationships with the media and to establish a 
climate of communication that is open, ethical, credible and professional. 
 
Procedures 
 
To maximize media opportunities and to enhance the position of the school, the 
following procedures shall apply: 
 
1. In all cases of media communications, the provision of the Freedom of Information 

and Protection of Privacy Act and Board Policy must be respected. 
 
2. The Board Chair or the COO shall issue news releases on behalf of the School. 
 
3. All news releases or other forms of communication regarding any School operation, 

including school issued communications, must be accurate, complete and timely. 
 
4. In the event of a critical incident at the school, all media communications are to be 

directed to School office. In such cases, direct on-site communication by students 
and staff with the media is to be coordinated through the COO or Board Chair and 
are otherwise discouraged. 

 
5. Only individuals designated as official corporate spokespersons may serve as 

spokesperson for the School. The following individuals are designated as official 
corporate spokespersons: 

 
• Board Chair – addresses Board policies and decisions 
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• COO – addresses School operation and actions 
• Experts or specialists designated by the COO or Board Chair 

 
6. Regular school newsletters are to be sent home for families with children enrolled in 

the School. 
 
7. The COO or designate is authorized to contact the local media to provide for 

coverage of special school events.  
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Background  
 
As the elected representatives of the Jarvis District Christian School society, the 
directors have an obligation to ensure that there is effective communication with the 
membership of the society.  
  
Procedures 
 
The Board of Directors shall: 
 

1. Provide the membership of the society with timely, accurate, clear and complete 
information about its policies and initiatives. 
 

• The Board has a duty to explain its policies and decisions, and to inform 
the membership of its priorities for the membership. 
 

• To ensure that the Board speaks with one voice, only the Board Chair or 
his/her delegate is authorized to engage in official communication with the 
membership. 
 

2. Employ a variety of ways and means to communicate. 
 

• Board information must be broadly accessible throughout the society. 
Information must be accessible so members of the society, may be aware 
of, understand, respond to and influence the development and 
implementation of policies and initiatives. 
 

• The Board must treat sensitive information with the discretion it requires. 
 

3. Identify and address communication needs and issues routinely in the 
development, implementation and evaluation of policies.  
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• Communication enables the exchange of information; society members 
and the Board rely upon this for an effective partnership. Internal and 
external communication requirements must be identified and met when 
planning, managing or reviewing policies or initiatives. 
 

4. Consult the membership, listen to and take account of their interests and 
concerns when establishing priorities and developing policies. 
 

• In a democracy, listening to the public, researching, evaluating and 
addressing the needs of the membership is critical to the work of the 
Board. The dialogue between members and their Board must be 
continuous, open, inclusive, relevant, clear and reliable. Communication 
is a two-way process. 
 

• The membership is encouraged to bring concerns to the Board to ensure 
that the Board is aware of them. 
 

5. Encourage employees to communicate openly with the membership about 
policies and initiatives they are familiar with and for which they have 
responsibility. 
 

• Employees serve the public interest best by communicating openly about 
policies and initiatives they help to administer, while treating sensitive 
information with the discretion it requires. 
 

6. Ensure all committees of the Board work collaboratively to achieve coherent and 
effective communication with the public. 
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Background 
 
In an organization with several levels of bureaucracy, it is important for elected officials, 
administrative staff and stakeholders to understand the formal lines of communication 
within the organization. This facilitates effective resolution of problems and prevents 
various levels of the organization from giving “mixed messages” or working at “cross 
purposes”. 
 
The School supports the maintenance of a viable communication system that recognizes 
the following chain of command: 
 
Staff member > COO > Board 
 
Procedures 
 
1. Staff members wishing to inform the Board members about activities and events in 

the school will do so through the COO. 
 

2. Staff members may bring information of significant importance (examples would be 
suspected fraud or illegal activities) to the attention of the Board of Directors without 
opening themselves up to reprisals. 

 
3. Directors or administrators receiving complaints from parents, groups or community 

members will respect the preceding lines of communication. 
 
4. Directors, administrators and staff will respect the established lines of communication 

associated with the work of Board-appointed committees. 
 
5. When dealing with complaints the following procedures shall normally be followed: 
 

5.1. encourage the plaintiff to first discuss the complaint directly with the person 
against whom the complaint is made; 
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5.2. if the matter is not resolved to the satisfaction of the plaintiff, the next level of the 

structure is to be contacted, e.g., if the complaint is with a teacher, the COO is to 
be the next contact, if the complaint is with the COO, the Board is to be 
contacted; 

 
5.3. failing a resolution by the COO, the plaintiff is encouraged to write a letter to the 

Board explaining his/her concern, along with their suggestion for resolution. 
 
6. The COO will ensure that staff is aware of and follow these established channels of 

communication. 
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Background 
 
The School recognizes that while wishing to maintain positive relations with the greater 
community, they are often under pressure to accommodate commercial, political, or 
religious interests. 
 
The School believes that public access to the School is to be for the purpose of 
enhancing the students’ education and the school culture. The School acknowledges its 
responsibility to parents and to the Board to ensure that students and staff are not 
subjected as a captive audience to advertising or canvassing of a commercial, political, 
or religious nature. 
 
Procedures 
 
1. Advertising on school property is to be discouraged and the COO shall exercise 

discretionary authority over any advertising requests. 
 
2. The School cannot enter into contracts with commercial advertisers without COO or 

Board approval. 
 
3. Advertising on school buses is prohibited. 
 
4. No person shall be admitted to the school to promote the sale of goods and services 

without the approval of the COO. 
 
5. The COO may approve the attendance at school of a representative of a political 

party where the educational program of the school would be enhanced. The COO 
shall try to ensure that all individual representatives shall have similar opportunities. 

 
6. The names and addresses of students, teachers, and staff members shall not be 

released or furnished to unauthorized persons. 
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Background 
 
The political election process in Ontario and Canada normally occurs every three to five 
years. 
 
Schools are often called upon to serve as centers for the electioneering activities during 
a campaign. Because schools hold a communication avenue to a wide adult audience, 
schools are sometimes subject to solicitations from aspiring politicians who wish to send 
materials home through the schools. 
 
Procedures 
 
1. Campaigning in JCCS by individual candidates or parties for municipal, school 

board, provincial or federal elections is prohibited except that: 
 

1.1. Schools may organize all-candidate forums for educational purposes; 
 
1.2. School space may be rented after hours by a candidate or party on a 

commercial use basis; and 
 

1.3. Political candidates and/or their representatives may speak to classes, groups, 
or assemblies preferably during non-school hours, provided the attendance is by 
invitation and is voluntary, and provided all parties are given equal opportunity. 

 
2. The posting or distribution of campaign materials associated with elections on lands 

or within buildings owned by the School is prohibited, except that campaign materials 
may be: 

 
2.1. Posted and distributed in that portion of a school rented for a campaign meeting 

or being used for an all-candidates forum; however, all political materials must 
be removed from school premises at the end of any such meeting; 
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2.2. Used as classroom teaching resources on the condition that support for an 
individual candidate or political party is not solicited; and 

 
2.3. Posted regarding school board elections as directed by the Board. 

 
3. Political campaign materials and political literature in general may not be distributed 

through the school or sent home to parents although it may be used directly with 
those students attending meetings described in procedure 1 above. 

 
4. Political candidates and/or their representatives shall not have access, during school 

hours, to school classes or assemblies on behalf of their candidacy or on behalf of 
their party/constituency for the purpose of solicitation of support. 

 
5. The COO shall ensure that all staff members have been advised of these 

procedures. 
 
6. The COO shall report to the Board any unusual circumstances that may originate 

from these procedures. 
 
7. The COO may be requested to rule on extraordinary requests within the parameters 

of these administrative procedures. Any such occurrence will be reported to the 
Board as information. 
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Background 
 
Promoting a safe and caring school requires the support and assistance of all members 
of the school community. The School’s goal is to develop responsible, caring and 
respectful members of a just, peaceful and democratic society. Student self-discipline 
and appropriate conduct is an essential part of a positive school climate. A positive 
school climate contributes to the prevention and reduction of misbehaviour in school. 
The COO and teachers under the direction of the COO are to maintain order and 
discipline in the school, on school grounds and during activities sponsored or approved 
by the School. School staff need to operate in loco parentis, whereby they act in a 
relation to students as responsible caring parents. As well, in exercising their authority, 
staff must always consider the best educational interests and fundamental rights of all 
students. 
 
The School expects students and staff to model and reinforce socially responsible and 
respectful behaviours so that teaching and learning can take place in a safe and caring 
environment. 
 
Procedures 
 
1. The School shall: 
 

1.1. Ensure the best educational interests of the students are the paramount 
consideration in the exercise of their authority; 

 
1.2. Ensure that the school is safe and caring; 

 
1.3. Develop, implement and continually evaluate policy, programs and practices to 

prevent and respond to incidents that disrupt teaching and learning; 
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1.4. Act in a manner that is legally, professionally, educationally sound and 
consistent with the Gospel values; and 

 
1.5. Model beliefs, principles, values and intellectual characteristics consistent with 

our Christian philosophy and encourage students to do the same. 
 
2. The COO shall: 
 

2.1. Ensure that students in the school have the opportunity to meet the standards of 
education as set by the Ontario Ministry of Education; 

 
2.2. Develop an action plan to ensure we have a safe and caring school 

environment. 
 

2.3. Model beliefs, principles, values and intellectual characteristics consistent with 
our Christian philosophy and encourage students to do the same. 

 
3. Teachers shall: 
 

3.1. Create and maintain environments that are conducive to student learning; 
 
3.2. Establish learning environments wherein students feel physically, 

psychologically, socially and culturally secure; 
 

3.3. Be respectful of students’ human dignity; 
 

3.4. Seek to establish a positive professional relationship with students that is 
characterized by mutual respect, trust and harmony; and 

 
3.5. Model beliefs, principles, values and intellectual characteristics consistent with 

our Christian philosophy and encourage students to do the same. 
 
4. School Council members and/or parents shall: 
 

4.1. Consult with the COO on matters related to student conduct, discipline and 
consequences; 

 
4.2. Encourage students to promote self-discipline and a positive school climate; and 

 
4.3. Model beliefs, principles, values and intellectual characteristics consistent with 

our Christian philosophy and encourage students to do the same. 
 
5. Students shall: 
 

5.1. Demonstrate desirable personal characteristics such as respect, responsibility, 
fairness, honesty, caring, loyalty and commitment to democratic ideals; and 

 
5.2. Conduct themselves so as to reasonably comply with the following code of 

conduct: 
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5.2.1. Be diligent in pursuing their studies; 
 
5.2.2. Attend school regularly and punctually; 

 
5.2.3. Comply fully with everyone authorized by the Board or COO to provide 

education programs and other services; 
 

5.2.4. Comply with the rules of the school; 
 

5.2.5. Account to their teachers for their conduct; and 
 

5.2.6. Respect the rights of others. 
 
6. Students will be afforded the following: 
 

6.1. Information on the code of conduct by which they are expected to comply; 
 
6.2. Opportunities to explain and present evidence on incidents; and 

 
6.3. Decisions made as objectively as possible and based on all facts presented. 
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Background 
 
The School recognizes that all procedures for the collection and storing of information by 
school BOARD/STAFF AND VOLUNTEERS in the course of affairs and procedures 
regulating the release of information to other parties must follow provisions of the 
Freedom of Information and Protection of Privacy Act (FOIP). 
 
The purposes of FOIP administrative procedures are to: 
 

1. Allow any person a right of access to the records in the custody or under the 
control of the school BOARD/staff and volunteers subject to limited and specific 
exceptions as set out in the Act; 

 
2. Control the manner in which a school may collect personal information from 

individuals, to control the use that the School may make of that information and 
to control the disclosure by the school of that information; 

 
3. Allow individuals, subject to limited and specific exceptions as set out in the Act, 

a right of access to personal information about themselves that is held by the 
School. 

 
4. Allow individuals a right to request corrections to personal information about 

themselves that is held by the School. 
 

5. Provide for independent reviews of decisions made by the School under the Act 
and the resolution of complaints under the Act. 

.  
Procedures 
 

1. The COO has been named the Head of the School for the purposes of this 
legislation. 
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2. The COO or designate shall act in the capacity of FOIP Coordinator for the 

School. 
 

3. The COO shall be the site coordinator for the purposes of the Act. The COO is 
responsible to ensure the protection of personal information at the School. 

 
4. All persons making requests for the release of information shall be notified as to 

appeal provisions under this Act. 
 
Personal Information 
 

5. No personal information may be collected unless information relates directly to 
and is necessary for an operating program or activity of the School. 

 
6. The School may use or disclose personal information only for the purpose for 

which it was collected or compiled or for a use consistent with that purpose, or if 
the individual the information is about has identified the information and 
consented to the use, or for purposes referred to in the Freedom of Information 
and Protection of Privacy Act. 

 
7. The School has a duty to maintain accurate and complete personal information 

that is used to make decisions about the individual. Under the Act an individual 
has the right to request a correction when the applicant believes an error or 
omission has been made. 

 
Publications and Databases 
 

8. All publications, following release, will be available in the school office, for review 
by members of the school community. 

 
9. Databases and data files are records. 

 
Public Access 
 

10. The school provides access to school publications. 
 
11. Persons requesting information must first contact either the COO or school office, 

whichever is responsible for creating or maintaining the information in question. 
 

 
12. Access to information through the Freedom of Information and Protection of 

Privacy Act is intended as a last resort-if other attempts to acquire information 
have failed. 

 
13. If the requested information is not available from the school, then the person 

requesting the information may apply to the designated Coordinator with his/her 
request. 
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