YELLOWKNIFE CATHOLIC SCHOOLS
Board Policy Handbook
Last Updated November 2019

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 Superintendent and the delegation of authority from the Board to the Superintendent, it
includes the following as policies:
1.
2.

Foundational statements which provide guidance and direction for all activities
within the District;
Directions for how the Board itself is to function and how individual trustees 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 policy-making; and

5.

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

This Board Policy Handbook is intended to be supplemented by an Administrative Procedures
Manual; the primary written document by which the Superintendent directs staff. The Manual
must be entirely consistent with this Handbook.
The development of two separate and distinct documents is meant to reinforce the distinction in
this District between the Board’s responsibility to govern and the Superintendent’s executive or
administrative duties.
It is to be noted that the electronic versions of both the Board Policy Handbook and the
Administrative Procedures Manual, as well as any other handbooks/manuals referenced, are
always the most current documents available.
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Policy 1

DISTRICT FOUNDATIONAL STATEMENTS
Mandate
The mandate of the Board of Trustees of Yellowknife Catholic Schools is to provide a system of
education that will meet the needs of all learners and will reflect the gospel values of Jesus
Christ and is in accordance with the legislated requirements set by the Government of the
Northwest Territories.
Mission Statement
Yellowknife Catholic Schools is a family of learners: developing faith, celebrating culture,
supporting diversity, teaching critical thinking and inspiring service to others.
Vision Statements
Through Christ we value: “Living the Faith”, Forgiveness, Compassion, Honesty, Truth, Love,
Respect and Service
Beliefs
The Board understands and supports the integral role played by the District in the development
of pride in, and understanding of one’s own culture; in addition to respect for and understanding
of the culture and heritage of others.
1. Yellowknife Catholic Schools is a Catholic, Christ-centered community that strives to
nurture excellence in education and in the spiritual, intellectual, emotional, social and
physical development of all learners.
2. Yellowknife Catholic Schools is part of the Catholic community within the broader
community of the District and must encourage liaison between schools, the parish, the
home and community activities.
3. Yellowknife Catholic Schools has an indivisible link with the Catholic parish community
and, as such, shares in the mission of the church. The schools of the District and the
parish shall maintain close liaison and share, or participate in, each other’s programs.
Yellowknife Catholic Schools shall:

·

Support Catholic goals within and beyond the diocese.

·

Encourage and support speakers and selected charities.

·

Encourage ecumenism within the community.

·

Cooperate in joint ventures with church and community organizations.

4. All students must take instruction in religious education and attend school-based
religious celebrations.
5. In order to provide a safe and secure learning environment, physical, verbal, emotional,
social and sexual aggression will not be tolerated within the District.
6. In order to maintain a strong and vibrant Catholic environment throughout the District,
practicing Catholics that are qualified and suitable will be given primary preference for
positions.
7. In order to reflect the nature of the community that is served by the District, qualified and
suitable northern candidates will be given secondary preference.
8. Staff and students are encouraged to conserve the use of electrical energy, fuel and
water in District facilities as part of the global effort to conserve resources and improve
the physical environment. Only by fully integrating environmental conservation with
economic planning can we hope to achieve a healthy sustainable future for our children
and ourselves.
9. The Internet and local/wide area networks are valuable tools for students to learn about
their world.
10. A healthy lifestyle forms an important part of the overall well-being and success of our
students and staff.

Logo

The logo is the official visual representation of the District. The crucifix exemplifies the existence
and influence of Christ in our District. The figure of the book is there to represent all the great
books of learning, including the Bible. The sun represents the people who live in Yellowknife and
the Land of the Midnight Sun. In essence, the logo tries to show that the home – represented by
the sun; the school – represented by the books; and the Church – represented by the Crucifix;
must come together in Catholic education. It also shows that people (the home, the school, the
Church) are more important than the objects.

Reference: Section 5, 7, 11, 75, 78, 117, 118, 119 Education Act
Reviewed and Updated: February 2015

Policy 2

ROLE OF THE BOARD
As the body elected by the voters and the ratepayers that support Yellowknife Catholic Schools,
the Board of Trustees of Yellowknife Catholic Schools, is responsible for the development of the
educational goals and policies, in keeping with the requirements of government legislation and
the values of the Catholic faith.
Areas of Responsibility
1. Accountability to the Territorial Government
The Board shall
1.1

Act in accordance with all statutory requirements of the Government of the
Northwest Territories to implement educational standards and policies.

1.2

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

2. Accountability to the Catholic Faith
The Board shall
2.1

Make decisions that reflect Catholic values and beliefs in accordance with
Canon Law.

2.2

Ensure that a strong Faith Development component is provided for all
students and staff.

2.3

Be visible and active within the Catholic faith community.

2.4

Be involved in and supportive of parish functions.

2.5

Live in accordance with the District mission statement as approved by the
Board.

3. Accountability to the Community
The Board shall
3.1

Make decisions that take into consideration the interests of the entire District.

3.2

Establish processes and provide opportunities for community input.

3.3

Report District results on an annual basis.

3.4

Develop appeal procedures for and hear appeals as required by statute
and/or Board policy.

3.5

Model a culture of respect and integrity.

3.6

Proactively work to build community support for Catholic education.

3.7

Annually approve a communications strategy.

4. Strategic Plan
The Board shall
4.1

Provide overall direction for the District by establishing mission, vision,
strategic priorities and key results.

4.2

Identify corporate Board priorities at the outset of the annual strategic
planning process.

4.3

Approve annually the Strategic Plan process and timelines.

4.4

Approve the revised Strategic Plan annually, establishing goals and desired
results.

4.5

Approve the annual budget.

4.6

Monitor progress toward the achievement of student outcomes and other
desired results.

4.7

Evaluate annually the effectiveness of the District in achieving annual
established goals and desired results.

4.8

Approve the Annual Report and provide for its distribution to the public.

5. Policy
The Board shall
5.1

Approve and identify areas for which Board policy is required and identify
desired outcomes.

5.2

Monitor policy impact to determine if policy has created the desired change.

5.3

Determine policies which outline how the Board is to function.

5.4

Delegate authority to the Superintendent and define responsibilities.

6. Board/Superintendent Relations
The Board shall
6.1

Select the Superintendent.

6.2

Provide the Superintendent with clear corporate direction including directions
stemming from the approved Strategic Plan.

6.3

Delegate, in writing, administrative authority and identify responsibility subject
to provisions and restrictions in Territorial legislation and regulations.

6.4

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

6.5

Annually evaluate the Superintendent in regard to the Superintendent’s job
description and additional Board direction in accordance with the approved
process.

6.6

Review compensation as per contract.

6.7

Interact with the Superintendent in an open, honest, respectful and
professional manner.

7. Political Advocacy
The Board shall
7.1

Develop a yearly plan for advocacy that will include key messages and
strategies.

7.2

Meet with government agencies and neighboring educational governing
authorities to advance the District’s and mutual interests.

8. Board Development
The Board shall
8.1

Develop an annual work plan with timelines.

8.2

Evaluate annually the Board’s performance including role as a Catholic Board
(as per Appendix B).

8.3

Develop a yearly plan to improve or enhance individual trustee and Board
effectiveness, which may include: Roles, Processes and Issues.

8.4

Ensure those new to the Board are provided appropriate orientation
opportunities.

8.5

Use the available ASBA and ACSTA resources.

8.6

In the year of the election, host a preliminary orientation session for all active
candidates prior to the organizational meeting.

9. Fiscal Accountability
The Board shall
9.1

Determine the basis for annual resource allocations.

9.2

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

9.3

Approve the annual budget and ensure resources are aligned with the
Strategic Plan.

9.4

Ensure audit report is received annually and quality indicators are met.

9.5

Approve the audited financial statements of the District.

9.6

Monitor the fiscal management of the District with timely monitoring reports
that would alert the Board to unusual circumstances.

9.7

Develop and maintain clear and enforceable internal controls for the
protection of District assets and resources.

9.8

Develop and maintain a capital plan in order to provide the best possible
facilities for the delivery of its educational programs.

9.9

Solicit advice from the Superintendent in setting the mandates for collective
bargaining negotiation.

9.10

Ratify memoranda of agreement with bargaining units.

9.11

Annually review and approve all excluded employee contracts.

Selected Responsibilities
The Board shall:
1. Approve the acquisition and disposal of land and buildings.
2. Approve international travel for students as per the following guidelines:
a. Location of trip
a. Are there any safety concerns to be considered?
b. Date of trip
a. How many school days will be missed?
b. Is the trip being planned during crucial academic times? (i.e. exam
preparation time)
c. What impact may this trip have on academic program delivery?
c. Student participation
a. How many students is this open to?
b. Is it for a special interest group or is it open to all students?

d. Educational value
a. Is it directly related to course work? (i.e.: Marine Biology)
b. Do students have to do any pre or post trip learning activities?
e. Costs / implications to community
a. How are the costs being covered for the trip?
b. What other trips are being planned for the year?
3. Name schools and other District-owned facilities.
4. Approve the District school-year calendar.

Reference: Section 5, 7, 11, 19, 40, 70, 75, 78, 81, 82, 97, 98, 117, 118, 119, 130, 131, 148 Education Act
Reviewed and Updated: June 2019

Policy 2 Appendix A

Yellowknife Public Denominational District Education Authority
Appendix A: Performance Assessment Guide
Role Expectation:

Evaluation Evidence

Quality Indicators

●
●
●
●

●

Accountability to the
Territorial Government
The Board shall:
4.1 Act in accordance with
all statutory
requirements of the
Government of the
Northwest Territories to
implement educational
standards and policies
4.2 Perform Board
functions required by
governing legislation
and existing Board
policy

●
●
●
●
●
●
●

Strategic Plan
Annual Report
Budget
Audited Financial
Statements
Published academic
results
Superintendent’s
evaluation
Policy review
District litigation status
Relevant correspondence
Board self-evaluation
questionnaires
Board role

●

●

●

●

Statutory obligations are
fully met in a timely
manner
Legislated functions are
performed in an exemplary
fashion
All resident students are
provided an education
program consistent with
the School Act and the
statutory regulations
Non-resident students are
provided an education
program consistent with
the School Act and the
statutory regulations, at
the sole discretion of the
Board, and subject to
preservation of the right
and authority of the Board
to provide a complete
Catholic education and
environment
Board governance policies
and bylaws clearly specify
required Board functions

Policy 2 – Appendix B
Yellowknife Public Denominational District Education Authority
Appendix B: Performance Assessment Guide
Role Expectation:

Evaluation Evidence

Quality Indicators

●
●

●

Accountability to the
Catholic Faith
The Board shall:
2.1 Make decisions that
reflect Catholic values and
beliefs in accordance with
Canon Law
2.2 Ensure that a strong
Faith Development
component is provided for
all students and staff
2.3 Be visible and active
within the Catholic faith
community
2.4 Be involved in and
supportive of parish
functions

●

●
●

●
●

Policy review
Superintendent’s
evaluation
Participation in local and
provincial faith
development initiatives
Participation in parish
activities
Catholic education issue
identification and
resolution efforts
Relevant correspondence
Board self-evaluation
questionnaire results
○ Board role

●

●

●

2.5 Live in accordance
with the District mission
statement as approved by
the Board
●

All actions and policies of
the Board have been
guided by the teachings of
the Catholic church
Catholic education
leadership by the
Superintendent is
monitored and evaluated
by the Board
The Board is actively
engaged in local and
provincial faith
development opportunities
The Board is and its
trustees are actively
engaged in diocese and
parish activities Catholic
education issues are
addressed proactively
through coordinated action
by the Board and its
stakeholders
The Board models its
mission statement

Yellowknife Public Denominational District Education Authority
Appendix B: Performance Assessment Guide
Role Expectation:

Evaluation Evidence

Quality Indicators

●
●
●

●

Accountability to the
Community
The Board shall:
3.1 Make decisions that
take into consideration
the interests of the
entire District
3.2 Establish processes
and provide
opportunities for
community input
3.3 Report District results
on an annual basis
3.4 Develop appeal
procedures for and
hear appeals as
required by statute
and/or Board policy
3.5 Model a culture of
respect and integrity
3.6 Proactively work to
build community
support for Catholic
education
3.7 Annually approve a
communications
strategy

●
●
●
●
●
●
●
●
●

Board minutes
Briefing notes and reports
Public meetings/focus
groups/surveys
Satisfaction survey data
Annual Report
Audited Financial
Statements
District publications
Appeal processes in place
Media reports
Superintendent’s
evaluation
Relevant correspondence
Board self-evaluation
questionnaire results
○ Board role
○ Community
engagement

●
●

●
●

●

●

●

●

Decisions are based on
relevant data and are
representative of the will of
the community and quality
education
Mechanisms for community
input are readily available
Processes are established
to communicate Board
decisions to its constituents
Information is disseminated
to appropriate public
Appeal hearing processes
are transparent and
cognizant of due process
The Board and individual
trustees interact with the
community in a transparent
and respectful manner
The Board promotes
positive public engagement
with the District
The Board and individual
trustees are visible in the
community
A communications strategy
is approved annually

Yellowknife Public Denominational District Education Authority
Appendix B: Performance Assessment Guide
Role Expectation:

Evaluation Evidence

Quality Indicators

●
●
●
●
●
●
●
●

●

Strategic Plan
The Board shall:

4.1 Provide overall
direction for the
District by
establishing mission,
vision, strategic
priorities and key
results
4.2 Identify corporate
Board priorities at the
outset of the annual
strategic planning
process
4.3 Approve annually the
Strategic Plan
process and timelines
4.4 Approve the revised
Strategic Plan
annually, establishing
goals and desired
results
4.5 Approve the annual
budget
4.6 Monitor progress
toward the
achievement of
student outcomes
and other desired
results
4.7 Evaluate annually the
effectiveness of the
District in achieving

●
●
●

Foundational statements
Annual goals and priorities
Strategic Plan
Budget
Capital Plan
Facilities Master Plan
Annual Report
Semi-annual Strategic
Plan Reports
Superintendent’s
evaluation
Relevant correspondence
Board self-evaluation
questionnaire results
○ Board role

●

●

●

●

●

Foundational statements
for the District are
established which allow it
to move forward to a future
that continues to enhance
student learning and to
achieve the District’s
educational goals.
Planning processes allow
for development with
appropriate stakeholder
input
Annual educational goals
and priorities which move
the District forward are
established
Within available resources,
the approved budget
reflects the Board’s goals
and priorities
The allocation of resources
reflects an effort to ensure
student achievement
District performance and
achievement is monitored,
evaluated and reported

annual established
goals and desired
results
4.8 Approve the Annual
Report and provide
for its distribution to
the public

Yellowknife Public Denominational District Education Authority
Appendix B: Performance Assessment Guide
Role Expectation:

Evaluation Evidence

Quality Indicators

●

●

Policy
The Board shall:
5.1 Approve and identify
areas for which Board
policy is required and
identify desired
outcomes
5.2 Monitor policy impact
to determine if policy
has created the
desired change
5.3 Determine policies
which outline how the
Board is to function
5.4 Delegate authority to
the Superintendent
and define
responsibilities

●
●
●
●
●

Policy development and
review
New policies
Revised policies
Board motions summary
Superintendent’s evaluation
Board self-evaluation
questionnaire results
○ Board role

●

●

●

Established policies
facilitate smooth, effective
provision of quality
educational services for
the District
Policy impact is regularly
evaluated to determine if
policy is producing the
desired results
Board governance
policies clearly specify
required Board functions
and implementation
standards
The Superintendent’s
roles and responsibilities
are clearly outlined in
Board policy

Yellowknife Public Denominational District Education Authority
Appendix B: Performance Assessment Guide
Role Expectation:

Evaluation Evidence

Quality Indicators

Board/Superintendent
Relations
The Board shall:
6.1 Select the
Superintendent.
6.2 Provide the
Superintendent with
clear corporate
direction including
directions stemming
from the approved
Strategic Plan
6.3 Delegate, in writing,
administrative authority
and identify
responsibility subject to
provisions and
restrictions in Territorial
legislation and
regulations
6.4 Respect the authority of
the Superintendent to
carry out executive
action and support the
Superintendent’s
actions, which are
exercised within the
delegated discretionary
powers of the position
6.5 Annually evaluate the
Superintendent in
regard to the
Superintendent’s job
description and
additional Board
direction in accordance

●
●
●
●
●

Hiring process
Policy review
Board motions summary
Superintendent’s evaluation
Board self-evaluation
questionnaire results
o Board role
o Board/Superintendent
relations

●

●

●

●

●

●

●

The Board has absolute
and final authority in
Superintendent selection
Clear corporate direction is
provided to the
Superintendent
The Superintendent has
been delegated
responsibility for all
executive functions
together with
commensurate authority
The Chief Executive
Officer role of the
Superintendent is
respected
The Superintendent is
supported in actions
exercised within the
delegated discretionary
powers of the position
The Superintendent is
evaluated annually, fairly
and thoroughly in relation
to specific roles and
responsibilities and Board
direction
The Superintendent’s
compensation package is
reviewed annually with due
consideration for fairness,
equity and economic
conditions

with the approved
process
6.6 Review compensation
as per contract
6.7 Interact with the
Superintendent in an
open, honest,
respectful and
professional manner

●

The Board interacts with its
Superintendent in an
honest and respectful
manner

Yellowknife Public Denominational District Education Authority
Appendix B: Performance Assessment Guide
Role Expectation:

Evaluation Evidence

Quality Indicators

●
●

●

Political Advocacy
The Board shall:
7.1 Develop a yearly plan
for advocacy, which
will include key
messages and
strategies.
7.2 Meet with government
agencies and
neighboring
educational governing
authorities to advance
the District’s and
mutual interests.

●
●
●

●

Board Work Plan
Meetings with MLAs,
Ministers, municipal
partners
Relevant correspondence
Media releases
Active participation in
territorial/provincial and
national organizations
Board self-evaluation
questionnaire results
o Board role

●

●

●

Strategies for political
advocacy are developed
The Board participates in
advocacy processes at the
local, provincial and
national levels
The Board conveys key
messages regularly to
MLAs, municipal partners,
Catholic agencies and the
media
The Board conveys key
messages to MPs when
appropriate

Yellowknife Public Denominational District Education Authority
Appendix B: Performance Assessment Guide
Role Expectation:

Evaluation Evidence

Quality Indicators

●
●

●

Board Development
The Board shall:
8.1 Develop an annual
work plan with
timelines
8.2 Evaluate annually the
Board’s performance
including role as a
Catholic Board (as per
Appendix B)
8.3 Develop a yearly plan
to improve or enhance
individual trustee and
Board effectiveness,
which may include:
Roles, Processes and
Issues
8.4 Ensure those new to
the Board are provided
appropriate orientation
opportunities
8.5 Use the available
ASBA and ACSTA
resources

●
●
●

Board Work Plan
Board strategic planning
sessions
Board workshops
Conference/Activity
Reports
Board self-evaluation
questionnaire results
o Board role
o Interpersonal Working
Relationships

●

●

●

●

●
●

●

An annual work plan is
established
An annual Board
self-evaluation, which
defines a positive path
forward and identifies
areas for future emphasis,
is completed
A yearly plan for
Board/trustee
development is developed
Individual trustees
participate in conferences
and other activities to
further Board and trustee
effectiveness
Planning sessions and
workshops are scheduled
to enhance Board
effectiveness
Orientation opportunities
are provided
Available ASBA and
ACSTA resources are
utilized
Interactions amongst
trustees demonstrate
respect, understanding
and integrity

Yellowknife Public Denominational District Education Authority
Appendix B: Performance Assessment Guide
Role Expectation:

Evaluation Evidence

Quality Indicators

●
●
●
●

●

Fiscal Accountability
The Board shall:
9.1 Determine the basis
for annual resource
allocations
9.2 Approve budget
assumptions and
establish priorities at
the outset of the
budget process
9.3 Approve the annual
budget and ensure
resources are aligned
with the Strategic Plan
9.4 Ensure audit report is
received annually and
quality indicators are
met
9.5 Approve the audited
financial statements of
the District.
9.6 Monitor the fiscal
management of the
District with timely
monitoring reports that
would alert the Board
to unusual
circumstances
9.7 Develop and maintain
clear and enforceable
internal controls for the
protection of District
assets and resources

●
●
●
●
●
●

Monthly Financial Reports
Internal Auditor’s Reports
External Audit Report
Audited Financial
Statements
Annual Report
Collective Agreements
Board Work Plan
Relevant correspondence
Superintendent’s
evaluation
Board self-evaluation
questionnaire results
o Board role

●
●
●

●

●

●
●
●

●

The basis for resource
allocations within the
District is established by
the Board
Budget assumptions are
understood by the Board
Needs are determined and
prioritized
Within available resources,
the approved budget
reflects the Board’s goals
and priorities
Capital and facility plans
allow for suitable student
and program
accommodation
Quality indicators for
financial operations are
established by the Board
and confirmed by internal
and/or external audits
An external auditor is
appointed
Resources are used
efficiently and effectively
Variance analyses and
year-end projections are
received on a monthly
basis
Successful completion and
execution of collective
agreements have occurred

9.8 Develop and maintain
a capital plan in order
to provide the best
possible facilities for
the delivery of its
educational programs
9.9 Solicit advice from the
Superintendent in
setting the mandates
for collective
bargaining negotiation
9.10 Ratify memoranda of
agreement with
bargaining units
9.11 Annually review and
approve all employee
contracts

Reference: Section 5, 7, 11, 19, 40, 70, 75, 78, 81, 82, 97, 98, 117, 118, 119, 130, 131, 148 Education Act

Policy 3

THE ROLE OF THE TRUSTEE
The role of the trustee is to contribute to the Board as it carries out its mandate to achieve its
mission and goals.
The Board of Trustees of the Yellowknife Public Denominational District Education Authority is a
corporation under Section 82 of the Education Act. The decisions of the Board, in a properly
constituted meeting, are those of the corporation. A trustee acting individually has only the
authority and status of any other citizen of the District. A trustee 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 trustee are those of the Board, which is then responsible for
them.
Yellowknife Catholic Schools exists to offer Catholic families a distinct faith-based education.
The trustees are empowered by the community to fulfill both the educational requirements set
forth by the government and the vision of the faith community for its Catholic schools.

Specific Responsibilities of Individual Trustees
1. At the beginning of each term of office, take the Oath of Office and receive the
Commissioning of the Bishop or Parish Priest.
2. Participate in, and contribute to, the decisions of the Board in order to provide the best
solutions possible for the education of the students.
3. Participate in committee work on an equitable basis.
4. 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.
5. Participate in professional development opportunities in order to ensure that the
appropriate skills, knowledge and understandings are acquired.
6. Attend all meetings of the Board, and other expected functions, unless unable to do so
because of illness or other unavoidable causes and will always report to the Board Chair,
if unable to attend.

7. Become familiar with District policies and procedures, meeting agendas and reports in
order to fully participate in Board business.
8. Bring issues regarding the school system to the Board so that they may be discussed
and proper direction given to the Superintendent.
9. Refer administrative matters to the Superintendent. The trustee, upon receiving a
complaint from a parent, community member or Parents Advisory Council about school
operations, will refer the parent, community member or Parents Advisory Council back to
the school and will inform the Superintendent of this action.
10. Refrain from visiting schools for the purpose of gathering information on matters before
the Board unless directed to do so by the Board.
11. Direct staff, who bring issues to their attention, to their respective supervisors and the
established channels of communication in the District.
12. Provide an example to the Catholic community by active participation in the communal
life of the parish and through a personal lifestyle that reflects the teachings of Christ”.
13. Become familiar with, and adhere to, the Trustee Code of Conduct (see Policy 4).
14. Stay current with respect to territorial, national and international educational issues and
trends.
Orientation
As a result of elections or appointments, the Board may experience changes in membership. To
ensure continuity and facilitate a smooth transition from one Board to the next following an
election, trustees 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 trusteeship. All trustees
are expected to attend all aspects of the orientation program.
1. The District will offer an orientation program for all new trustees that provides information
on:
1.1

Role of the trustee and the Board;

1.2

Board policy, agendas and minutes;

1.3

Organizational structures and procedures of the District;

1.4

Existing District initiatives, annual reports, budgets, financial statements and
long-range plans;

1.5

District programs and services;

1.6

Board’s function as an appeal body; and

1.7

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

2. The District will provide financial support for trustees to attend Alberta School Boards
Association and the Alberta Catholic School Trustees Association sponsored orientation
seminars.
3. The Board Chair and Superintendent are responsible for ensuring the development and
implementation of the District’s orientation program for new trustees. The Superintendent
shall provide each trustee with access to the Board Policy Handbook and the
Administrative Procedures Manual at the organizational meeting following a general
election or at the first regular meeting of the Board following a by-election.
4. Incumbent trustees are encouraged to help new trustees become informed about the
history, functions, policies, procedures and issues.

Reference: Section 40, 41, 78, 81, 82, 89, 91, 92, 94, 96, 97, 117, 118, 119, 121, 122, 123, 124, 125 Education Act
Reviewed and Updated: May 2014

Policy 3 – Appendix

SERVICES AND MATERIALS PROVIDED TO TRUSTEES
Trustees shall be provided with the following services and materials as necessary while in office:
1. Reference
●
●
●
●

●
●
●
●
●

Copy of the Education Act, the Regulations and related documents
Board Policy Handbook and Administrative Procedures Manual
Board Benefits material
Copy of current District documents
○ Strategic Plan
○ Budget
○ Capital Plan
○ Annual Report
○ Audited Financial Statements
○ Collective Agreements
○ Communications Plan
School year and meeting calendars
Current telephone listings of schools and principals
List of Parent Advisory Council officials
Alberta School Boards Association (ASBA) membership services
Alberta Catholic School Board Trustees Association (ACSTA) membership services

2. Communications/Public Relations
●
●
●
●

Name tags, business cards, lapel pins and district paraphernalia
Individual and Board photographs
Notification of significant media events
Key messages as required

3. Administrative/Secretarial Services Through the Superintendent
●
●
●

Access to interoffice mail
Conference registration, travel and accommodation arrangements
E-mail address service support

Reference:

Section 78, 117, 118, 119, 121, 122, 123 Education Act

Reviewed and Updated: December 2012

Policy 4

TRUSTEE CODE OF CONDUCT
The Education Act, Section 96 (3), requires that the Board establish a code of conduct for its
members. In keeping with this directive a code of conduct has been adopted that outlines
expectations for responsibilities of the office, responsibilities to the community, relations with
staff and conflict of interest. The code of conduct recognizes the need to establish high moral
standards and Christian values to guide Trustees, and recognizes that Trustees are the
children’s advocates and their 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.
Responsibility of the Office
Trustees, in order to discharge the duties of their office with integrity will:
1. Recognize and defend the corporate authority of the Board.
2. Respect the confidentiality appropriate to all issues and statements made during
closed sessions of the Board.
3. Adhere to and support all Board policies.
4. Recognize that the primary function of the Board is to establish overarching strategic
direction and policies for the school district by which the schools are to be
administered and that the administration of the educational program and conduct of
school business shall be left to the employed Superintendent and the staff.
5. Work diligently to ensure that the District is fiscally secure and operating in the best
interests of those we serve.
6. Devote time, thought and study to the duties of a Trustee so that they may render
effective and creditable service.
7. Participate in debate and discussions utilising accurate, substantiated and
well-researched positions.
8. Work with fellow Trustees in a spirit of harmony and cooperation in spite of
differences of opinion that arise during vigorous debate on points of issue.
Responsibility to the Community
Recognizing that fellow citizens have entrusted Trustees, through the electoral process, with the
educational development of the children and youth of the community, Trustees of the Board of

Yellowknife Catholic Schools, representing all supporters of the Yellowknife Catholic Schools’
community, and responsible to this electorate through the democratic process will:
1. Uphold their fiduciary responsibility to Yellowknife Catholic Schools, which can be
defined as the duty to act in its best interests, by acting honestly and in good faith.
2. Provide an example to the community of Yellowknife Catholic Schools by active
participation in the communal life of the parish and through a personal lifestyle that
reflects the teachings of Christ.
3. Recognize that Trustees are leaders in Catholic education, who realize that the
future welfare of the community, the territory and of Canada depends in the largest
measure upon the quality of Catholic education provided in schools to fit the needs of
every learner.
4. Work together with fellow Trustees to effectively communicate with the electorate all
the facts about our schools.
5. Provide leadership to the community through setting goals and developing policies
for the educational program and by regularly evaluating these in the light of the
needs and expectations of the community.
Conflict of Interest
For the purpose of the Education Act and this Code of Conduct, a Trustee has a pecuniary
interest in a matter if;
1. The matter could have financial consequences for the Trustee, directly or indirectly;
2. The matter could have financial consequences for the Trustee’s spouse, child,
mother of father (by birth or adoption) residing in the same home as the Trustee;
3. The Trustee:
a. Is a shareholder, director or senior officer of a corporation that does not offer
its shares to the public and has a pecuniary interest in the matter or;
b. Has a controlling interest in or is a director of senior officer of a corporation
that offers its shares to the public, and that has a pecuniary interest in that
matter
c. The Trustee is a partner of a person, is part of a firm, or is in the employment
of a person or firm that has a pecuniary interest in the matter, unless the
interest:
d. Is held in common, generally, with other residents of the City of Yellowknife,
or
e. Is so remote or insignificant that it could not reasonably be regarded as likely
to influence the member

With this in mind, and recognizing that public confidence in the Board requires that Trustees
conduct themselves with unquestioned integrity, credibility and honesty, Trustees will:
1. Recognize their obligations to follow and respect the conflict of interest provisions of
the Education Act.
2. Declare publicly when a Trustee has a pecuniary interest.
3. Withdraw from involvement in any decision-making where a pecuniary interest exists
including refraining from any comments and discussions in any venue
4. Remove themselves from Board proceedings when the matter they have a pecuniary
interest is discussed.
5. Disclose pecuniary interest whenever the matter arises or if the Trustee is not at that
meeting, at the next meeting the Trustee attends even if the matter has already been
decided.
6. Avoid soliciting business or contracting with Yellowknife Catholic Schools as a
supplier of materials, equipment or services.
Bias
Trustees may also be affected by interests other than the pecuniary interests described above
under Conflict of Interest. Bias occurs when a Trustee is so affected by personal relationships
or other external interests that the Trustee is or is reasonably seen to be incapable of
persuasion.
Trustees will:
1. Manage and avoid bias to ensure objective consideration of issues.
2. Commit to consider information received from all sources and base their personal
decision upon all available facts in every case, unswayed by partisan bias of any
kind, and abide by the final majority decision of the Board.
3. Declare a conflict (for bias reasons) and not participate in the decision where the
Trustee’s personal connection to the matter would create an apprehension of bias in
an informed member of the public, undermining the public’s confidence in the
impartiality of decisions of the Board.
Relations with Staff
Trustees are expected to maintain effective relationships with Yellowknife Catholic Schools’
administration and staff by:
1. Understanding their role in the strategic direction of Yellowknife Catholic Schools and
not involving themselves in the discharging of duties and workplace responsibilities
within the authority of administration and staff.

2. Manage the succession planning and transition of the superintendent position and
strive to ensure the effective and timely hiring of a professional administrator and
leader when the position of superintendent is vacant.

Reference: Sections 40, 41, 78, 81, 82, 89, 91, 92, 94, 96, 97, 117, 118, 119, 121, 122, 123, 124, 125 Education Act
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Policy 4 – Appendix
TRUSTEE CODE OF CONDUCT SANCTIONS
1. Trustees shall conduct themselves in an ethical and prudent manner in compliance with
the Trustee Code of Conduct, Policy 4. The failure by Trustees to conduct themselves in
compliance with this policy may result in the Board instituting sanctions.
2. A Trustee who believes that a fellow Trustee has violated the Code of Conduct may seek
resolution of the matter through appropriate conciliatory measures prior to commencing
an official complaint.
3. In particular, the Trustee Code of Conduct requires that Trustees shall respect the
confidentiality appropriate to issues of a sensitive nature. Failure to comply with this
requirement constitutes a failure of security.
4. An individual Trustee may bring a suspected breach of security to the attention of the
Board Chair. If unresolved, the suspected breach of security will go to an in-camera
meeting of the Board. If by majority vote at a public meeting, the Board agrees that a
failure has occurred, the failure shall be recorded by the Board and the following
procedure shall be invoked:
a. The Board Chair shall request that the Superintendent or designate (as Head of
the District under the Access to Information and Protection of Privacy Act),
appoint an independent investigator to review this matter. This request may occur
only after such issue has been discussed at an in-camera meeting of the Board.
A motion shall be presented at the next public meeting of the Board. The
independent investigator shall conduct an investigation and submit a report of
findings and recommendations to the Board Chair and to the Superintendent.
b. The Board Chair shall present at a closed meeting of the Board, the report of the
independent investigator. At this time, the Trustee in question shall have an
opportunity to present any additional, relevant information.
c. If it is determined by a majority vote of the Board that a willful violation of security
has occurred, for a first occurrence, a motion to write a letter of censure marked
“Personal and Confidential” is required to be discussed at an in-camera meeting
of the Board. A motion shall be presented at the next public meeting of the
Board.
d. For subsequent occurrences, a motion of censure against the Trustee in question
may be brought directly to a public meeting of the Board. This motion shall be
approved by a majority vote of Trustees present at such a meeting.

5. A violation of all sections of the Code of Conduct other than matters of confidentiality shall
result in:
a. The Board Chair writing a letter of censure marked “Personal and
Confidential” to the Trustee in question. This occurs only after having such
action at an in-camera meeting of the Board. A motion shall be presented at
the next public meeting of the Board
b. For a subsequent occurrence, at a public meeting of the Board, a motion of
censure shall be presented against the Trustee in question; and/or
c. For third and subsequent occurrences, at a public meeting of the Board, a
motion to remove the Trustee in question from one (1), or more, of all Board
appointments may be presented.
6. If a Trustee is disqualified under Section 92 or 124 of the Education Act from remaining as
a Trustee of the Board and does not resign as provided for under Section 91 and required
under Section 92 or 124, the Board may by resolution declare the Trustee to be
disqualified from remaining a Trustee.
7. There may be violations deemed to be so extreme that the Board may omit steps in the
process defined above.

Reference: Sections 40, 41, 78, 81, 82, 89, 91, 92, 94, 96, 97, 117, 118, 119, 121, 122, 123, 124, 125 Education Act
Reviewed and Updated April 2018

Policy 5

THE ROLE OF THE CHAIR
The Board of Trustees shall annually, at the November meeting, or at any time determined by
the Board, select one (1) of its members to serve as Chair for a period of one (1) year.
The primary responsibility of the Chair is to provide leadership to ensure the effective operation
as a Board in order to achieve the goals established for the District in a competent manner.
Specific Responsibilities
1. Be responsible to enact the duties prescribed for the position under the Education Act.
2. Ensure that the Board operates in accordance with its own policies and procedures.
3. Prior to each Board meeting, confer with the Vice-Chair and the Superintendent on the
items to be included on the agenda, the order of these items and to become thoroughly
familiar with them.
4. Perform the following duties during Board meetings:
4.1

Conduct meetings in accordance with the rules and procedures established
by the Board and where those are silent, Bourinot’s Rules of Order.

4.2

Ensure that each trustee has a full and fair opportunity to be heard and
understood by the other members of the Board in order that collective opinion
can be developed and a corporate decision reached.

4.3

Direct the discussion by trustees to the topic being considered by the Board.

4.4

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

4.5

Decide questions of order and procedure, subject to an appeal to the rest of
the Board. The Chair may speak to points of order in preference to other
members.

4.6

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

4.7

Extend such hospitality to trustees, officials of the Board, the press,
delegations and members of the public as is appropriate.

4.8

Prepare and distribute a welcoming letter for PACs in advance of the annual
October Board meeting.

5. Keep informed of significant developments within the District.
6. Work with the Superintendent in organizing a professional development workshop for
trustees early in each school year.
7. Work closely with the Superintendent and add a political perspective to issues and
concerns in regular communication. The Chair enunciates Board policy and intent and
the Superintendent defines process and procedures.
8. Initiate contact with other elected officials, including MLA’s, in order to advocate on
behalf of the Board.
9. Act as the official spokesperson for the Board and confine any remarks to existing Board
policy or corporate positions. The Chair may delegate this responsibility if and when
necessary.
10. Act as a signing officer for the District.
11. Approve the Superintendent’s expense claim and purchase card statements for
payment.
12. Act as an ex officio member of all committees of the Board.
13. Attend graduations, school concerts and other District activities in order to represent the
Board. The Chair may delegate specific responsibility to the Vice-Chair or any other
trustee if necessary.
14. The Chair may delegate specific responsibility to the Vice Chair or any other trustee if
necessary.
15. Be responsible for ensuring the development and implementation of the Board’s
orientation program for newly elected/appointed trustees.
16. Address inappropriate behaviour on the part of a trustee.
Reference: Section 90, 94, 96, 117, 118, 119 Education Act, Conduct of Business Regulations
Reviewed and Updated: May 2018

Policy 6

THE ROLE OF THE VICE-CHAIR
The Vice-Chair shall be elected by the Board of Trustees at the November meeting, and
thereafter at any time determined by the Board, for a one (1) year term.
Specific Responsibilities
1. Act on behalf of the Chair, as required and have all the powers, duties and
responsibilities of the Chair.
2. Assist the Chair in ensuring that the Board operates in accordance with its own policies
and procedures and in providing leadership to the Board.
3. Prior to each Board meeting, confer with the Chair and Superintendent on items to be
included on the agenda, the order of these items and become thoroughly familiar with
them.
4. Ensure that the Board engages in annual assessments of its Superintendent, and of the
Board’s effectiveness.
5. May be assigned other duties and responsibilities by the Chair.

Reference: Section 90, 94, 96, 117, 118, 119 Education Act, Conduct of Business Regulations
Reviewed and Updated: December 2013

Policy 7

BOARD OPERATIONS BYLAW
The Board believes that its ability to discharge its obligations in an efficient and effective manner
is dependent upon the development and implementation of a sound organization design. In
order to discharge its responsibilities to the electorate of the District, the Board shall hold
meetings as often as is necessary. A quorum, which is a simple majority of the number of
trustees, must be present for every duly constituted meeting. The Board has adopted policies so
that the business of the Board can be conducted in an orderly and efficient manner.
The Board believes that its fundamental obligation is to preserve, if not enhance, the public trust
in education, generally, and in the affairs of its operations in particular. Consistent with its
objective to encourage the general public to contribute to the educational process, Board
meetings will be open to the public. Towards this end, the Board believes its affairs must be
conducted in public to the greatest extent possible. No person shall be excluded from a public
session except for improper conduct.
The Board believes there are times when public interest is best served by private discussion of
specific issues in "in-camera" sessions. The Board believes it is necessary to protect individual
privacy and the Board's own position in negotiating either collective agreements or contracts
and therefore expects to go in-camera for issues dealing with individual students, individual
employees, land, labour, litigation or negotiation.
The Board further believes having members of the public make presentations at Board meetings
can enhance public interest.
The Board also believes that public forums dealing with specific educational topics and held on
a regular basis in the District can enhance communications and the effectiveness of the Board.
1. Elections
Trustees are currently elected at large from within the municipal boundaries of the City of
Yellowknife.
2. Organizational Meeting
2.1

An organizational meeting of the Board shall be held annually, immediately
prior to the regularly scheduled meeting in November. The first official
meeting of the Board following a general election shall be an organizational
meeting.

2.2

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

2.3

Each trustee will take the oath of office immediately following the call to order
of the organizational meeting after a general election. Special provisions will
be made for a trustee taking office following a by-election.

2.4

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

2.5

The organizational meeting shall, in addition:
2.5.1

Elect a Vice-Chair;

2.5.2

Establish a schedule (date, time and place) for regular meetings
and any additional required meetings for the ensuing year;

2.5.3

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

2.5.4

Appoint Board representatives to the various Boards or
committees of organizations or agencies where the Board has
regular representation, as appropriate;

2.5.5

Review trustee conflict of interest stipulations and complete
disclosure of information requirements; and

2.5.6

Address other organizational items as required.

In the organizational meeting following a general election, items 2.5.3 and 2.5.4 may
be deferred until the subsequent monthly meeting.
3. Regular Meetings
The Board shall hold one meeting per month from September to June, or as otherwise
necessary to deal adequately with Board matters. Regular Board meeting dates and times
shall be as established at the June regular meeting or at such other time as the Board shall
determine, for the upcoming school year.
3.1

All meetings will ordinarily be held in the District Office.

3.2

All trustees shall notify the Board Chair or the Superintendent if they are
unable to attend a Board meeting.

3.3

All trustees who are absent from three consecutive regular meetings shall:
3.3.1

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

3.3.2

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

Failure to attend may result in disqualification as a trustee.
3.4

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

3.5

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

4. Special Meetings
4.1

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

4.2

Special meetings of the Board will only be called when the Chair or the
majority of trustees are of the opinion that an issue must be dealt with before
the next regular Board meeting.

4.3

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

4.4

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

4.5

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

5. Closed (In-Camera) Sessions
The Education Act uses the term “closed” for non-public meetings. The term “in-camera” is
most commonly used.
The Board may, by resolution, schedule an in-camera meeting at a time or place agreeable
to the Board or recess a meeting in progress for the purpose of meeting in-camera. Such
resolutions shall be recorded in the minutes of the Board, including the general topic to be
discussed, and shall specify those individuals eligible to attend in addition to trustees and
the Superintendent. Such resolutions must be supported by a two-thirds majority of the
trustees in attendance.
The Board may convene in-camera only to discuss matters of a sensitive nature, including:

5.1

Individual students;

5.2

Individual employees;

5.3

Matters relating to negotiations;

5.4

Acquisition/disposal of real property;

5.5

Litigation brought by or against the Board;

5.6

Matters that the Board considers as confidential.

Such sessions shall be closed to the public and press. The Board shall only discuss the
matter(s) that gave rise to the in-camera meeting. Board members and other persons
attending the session shall maintain confidentiality and shall not disclose the topic or
substance of the discussion at such sessions.
The Board shall, during the in-camera session, adopt only such resolution as is required to
re-convene the Board in an open, public meeting.
5.7

Once out of camera, the Board will report briefly on the topics discussed
respecting the confidentiality principles of in-camera.

6. Agenda for Regular Meetings
The Superintendent, by the second Wednesday of each month or at such other time as the
Board determines, is responsible for preparing an agenda for Board meetings in consultation
with the Board Chair and the Vice Chair.
6.1

The order of business at a regular meeting shall generally be as follows:
6.1.1

Call to Order

6.1.2

Motion to Go In Camera

6.1.3

Motion to Come Out Of Camera

6.1.4

Opening Prayer

6.1.5

Approval of the Agenda

6.1.6

Conflict of Interest

6.1.7

Approval of Minutes

6.1.8

Report of In Camera

6.1.9

Delegations

6.1.10

Superintendent’s Report

6.1.11

Committee Reports

6.1.12

Old Business

6.1.13

New Business

6.1.14

Agenda Items For Next Board Meeting

6.1.15

Information Items

6.1.16

Closing Prayer

6.1.17

Adjournment

Items scheduled for a specific time shall be clearly identified on the agenda.
6.2

The agenda will be supported by copies of letters, reports, contracts and
other materials as are pertinent to the business that will come before the
Board and will be of value to the Board in the performance of its duties. Each
action item will include a clear recommendation.

6.3

Items may be placed on the agenda in one (1) of the following ways:
6.3.1

By notifying the Board Chair, Vice Chair or Superintendent prior to
the establishment of the agenda.

6.3.2

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

6.3.3

As a request from a committee of the Board.

6.3.4

Emergent issues that require Board action may arise after the
agenda has been prepared. The Board Chair, at the beginning of
the meeting, shall ask for additions to and/or deletions from the
agenda prior to agenda approval. Changes to the agenda may be
made by a majority of those present.

6.4

The agenda package, containing the agenda and supporting information, will
be available to each trustee on the Friday prior to the Board meeting.
Subsequently, emergent information may be provided at the meeting; and
further, the Superintendent shall advise the Chair regarding the emergent
nature of such information.

6.5

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

6.6

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

6.7

The list of agenda items shall be posted on the District website and be
available in the District Office. Any elector may inspect the agenda and
request a copy.

6.8

Agenda packages, minus the confidential material, will also be provided to
principals, the NWTTA President, Parent Advisory Council Chairs, members
of the Yellowknife press, and be made available to the members of the public
interest upon request.

7. Minutes for Regular or Special Meetings
The Board shall maintain and preserve by means of minutes a record of its proceedings and
resolutions.
7.1

7.2

The minutes shall record:
7.1.1

Date, time and place of meeting;

7.1.2

Type of meeting;

7.1.3

Name of presiding officer;

7.1.4

Names of those trustees and senior administration in attendance,
those trustees excused from attendance, and those trustees
absent;

7.1.5

Approval of agenda;

7.1.6

Approval of preceding minutes;

7.1.7

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

7.1.8

Names of persons making the motions;

7.1.9

A brief summary of the circumstances which gave rise to the
matter being debated by the Board;

7.1.10

Points of order and appeals;

7.1.11

Appointments;

7.1.12

Receipt of reports of committees;

7.1.13

Declaration of all votes on a motion;

7.1.14

Individual trustee declaration of vote; and

7.1.15

The times of departures and re-entries of trustees during a
meeting.

7.1.16

Copies of presentations from delegations

The minutes shall:
7.2.1

Be prepared as directed by the Superintendent;

7.2.2

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

7.2.3

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

7.2.4

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

7.2.5

Be maintained in a safe location.

7.3

The Superintendent or designate shall ensure, upon acceptance by the
Board, that appropriate initials are appended to each page of the minutes,
and that appropriate signatures and the corporate seal of the Division are
affixed to the concluding page of the minutes.

7.4

The Superintendent or designate will establish a codification system
identifying resolutions determined by the Board, and maintain a file of all
Board minutes.

7.5

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

7.6

The approved minutes of a regular or special meeting shall be posted to the
website as soon as possible following approval. The Superintendent or
designate is responsible to post the approved minutes.

7.7

All committees of the Board, unless otherwise directed, shall prepare and
submit records of their meetings to the Board.

8. Motions
All motions require a seconder, except for motions to approve the agenda and minutes of
previous meetings.
8.1

Notice of Motion

A trustee may present a notice of motion.
The notice of motion serves the purpose of officially putting an item on the agenda of
the next or future regular meeting and gives notice to all trustees of the item to be
discussed. A notice of motion is not debatable and may not be voted on.
A trustee may also provide the Chair, Vice-Chair or Superintendent with a written
notice of motion and ask that it be placed on the agenda of the next regular meeting
and be read at the meeting. The trustee need not be present during the reading of
the motion.
If the Chair wishes to make a motion he/she is to vacate his/her seat as Chair and
ask the Vice-Chair to preside.
8.2

Discussion on Motions

The custom of addressing comments to the Board Chair is to be followed by all
persons in attendance.
A Board motion or a recommendation from administration must generally be placed
before the Board prior to any discussion taking place on an issue. When a motion

originates from the floor, the mover of the motion shall provide a written copy of the
motion to the Board Chair. Once a motion is before the Board and until it is passed or
defeated, all speakers shall confine their remarks to the motion or to the information
pertinent to the motion. Any trustee, including the Board Chair, may submit motions.
8.3

Speaking to the Motion

The mover of a motion speaks first and every trustee shall have an opportunity to
speak to the motion before any trustee is allowed to speak a second time.
If the Board Chair wishes to speak on a motion, he/she is to vacate his/her seat as
Chair and ask the Vice-Chair to preside. The Chair will normally speak just prior to
the last speaker who will be the mover of the motion.
The mover of the motion is permitted to close debate on the motion.
As a general guide, a trustee should not speak longer than five (5) minutes on any
motion. The Board Chair has the responsibility to limit the discussion by a trustee
when such a discussion is repetitive or digresses from the topic at hand, or where
discussion takes place prior to the acceptance of a motion.
No one shall interrupt a speaker, unless it is to ask for important clarification of the
speaker’s remarks, and any such interruption shall not be permitted without
permission of the Board Chair.
Should a trustee arrive at the meeting after a motion has been made and prior to
taking a vote, the trustee may request further discussion prior to the vote. The Board
Chair shall rule on further discussion.
Only the Board Chair may call the question. The Board Chair may choose to call the
question once he/she feels that sufficient debate has taken place.
8.4

Reading of the Motion

A trustee may require the motion under discussion to be read at any time during the
debate, except when a trustee is speaking.
8.5

Recorded Vote

All Board votes on items, except for those taken by secret ballot, will be recorded as
follows:
8.5.1

Minutes will indicate if vote is unanimous

8.5.2

If the vote is not unanimous, then the dissenting voters will be
identified and recorded in the minutes

8.5.3

When a member is attending via electronic means, all votes will be
made vocally so all can hear.

Required Votes

The Board Chair, and all trustees present, unless excused by resolution of the Board
or by the provisions of the Education Act, shall vote on each question. Each question
shall be decided by a majority of the votes of those trustees present except as may
otherwise be required. A simple majority of a quorum of the Board will decide in
favour of the question. In the case of an equality of votes, the question is defeated. A
vote on a question shall be taken by open vote, expressed by a show of hands,
except the vote to elect the Board Chair or Vice-Chair, which is by secret ballot.
8.6

Debate

In all debate, any matter of procedure in dispute shall be settled, if possible, by
reference to Bourinot’s Rules of Order. If this reference is inadequate, procedure
may be determined by motion supported by the majority of trustees in attendance.
9. Delegations to Board Meetings
The Board will meet with delegations at regular Board meetings in accordance with the
following procedures.
9.1

A representative of the group shall contact the Board Chair or the
Superintendent at least ten (10) days prior to the meeting requesting an
opportunity to make a presentation to the Board. The request shall contain
the purpose for which the presentation is being requested. Exceptions to the
notice period may be made with the unanimous consent of the trustees
present.

9.2

The presentation by a delegation shall be an item on the Board agenda.

9.3

Prior to the presentation, the Board Chair shall clarify the procedures to be
followed and the procedures by which the Board’s decision shall be rendered
and communicated.

9.4

Topics upon which the delegation wishes to speak must be within the
jurisdiction of the Board and not deal with personal complaints about school
personnel. Other channels provide for Board consideration and disposition of
issues involving individuals and the delegation will be made aware of these.

9.5

Delegations appearing before the Board shall be permitted to speak for a
maximum of ten (10) minutes; following which up to ten (10) minutes may be
allowed for trustee questions for clarification.

9.6

Delegations must provide a written copy of the petition, brief or digest of
information to the Board in a minimum of seven days prior to the meeting. A
written copy of the presentation must be presented at the Board meeting to
be included in the minutes.

9.7

Any business relating to the presentation by a delegation shall be dealt with at
the next meeting of the Board unless the trustees present at the meeting
unanimously determine otherwise.

9.8

If, in the opinion of the Board, there appears to be an emergency situation,
the Board shall have the authority to modify these requirements.

10. Electronic Devices
The Board expects that anyone wanting to use recording devices at a public Board meeting
shall obtain prior approval of the Board Chair who will advise the Board.
Electronic devices should only be used for the purposes of the meeting.
11. Trustee Compensation and Expenses
To compensate trustees for their time, contribution and expenses, the Board approves the
establishment of a trustee remuneration program.
11.1
The honoraria for trustees shall be:
11.1.1 $11,950.03 for the Board Chair
11.1.2 $10,157.53 for the Vice Chair
11.1.3 $8,829.06 for the Trustee
These numbers are adjusted annually in accordance with the consumer price index on
November 1st.
11.2

Pro-rata deductions may be made for absences.

11.3

Questions by trustees relating to expense claims are to be directed to the Board
Chair.

11.4

Heating Fuel Plan (as per the agreement with selected vendor).

11.5

Life Insurance ($250,000 - $500,000).

11.6

Travel expenses consistent with District travel procedures.

11.7

Access to the Employee Family Assistance Program.

11.8

Per Diem honoraria (as per teacher substitute rate), as approved by the Board,
for special meetings of the board and committees, attendance at scheduled
meetings of negotiating committee bargaining sessions, attendance at meetings
as appointed board representatives on external organizations and attendance at
Alberta School Board Association (ASBA) Fall Meeting / AGM in Edmonton.

11.9

Reasonable cost of childcare whilst attending Trustee meetings or functions.

11.10

The cost of providing special transport for disabled trustees.

11.11

Professional Development to a maximum of $1800 per term will be allocated to each
Trustee to attend conferences and conventions as approved by the Board. This
amount will be terminated by the end of the third year of office if not utilized.

11.12

Trustees will be presented with a farewell gift equivalent of $50 for each year of
service that can be taken in the form of a gift certificate to a local business of
their choice or cash.

12. Trustee Matters
12.1

12.2

Conflict of Interest
12.1.1

Each trustee is expected to be conversant with the Conflict of
Interest Act and the Education Act.

12.1.2

The trustee is solely responsible for declaring themselves to be in
a possible conflict of interest:

12.1.3

The trustee shall make such declaration in the open meeting prior
to the Board or a committee of the Board discussing the subject
matter which may place the member in a conflict of interest.

12.1.4

Upon making such declaration, the trustee shall request the
recording secretary to record the declaration in the minutes and
the secretary shall do so.

Disqualification of a Trustee

The conditions under which a trustee may be disqualified from remaining on the
Board are defined in the Education Act, Section 92.
12.3

Resignation of a Trustee

A trustee may resign by submitting a written resignation to the Board Chair. The
trustee ceases to hold office at the meeting at which the resignation is received.
12.4

Filling a Trustee Vacancy

In the event that a trustee resigns prior to the completion of their term, the Board
Chair, under the direction of the Board, may choose to fill the vacancy. The decision
to fill and the method to do so must be approved by the majority of the remaining
trustees through a motion.
13. Board Self-Evaluation
13.1

The annual Board self-evaluation process will complement the
Superintendent evaluation process described in the document entitled
Superintendent Evaluation Process, Criteria and Timelines.

13.2

The purpose of the Board self-evaluation is to answer the following questions:

13.3

13.4

13.2.1

How well have we fulfilled each of our defined roles in relation to
our mission, goals and objectives as a Board this past year?

13.2.2

How do we perceive our interpersonal working relationships?

13.2.3

How well do we receive input and how well do we communicate?

13.2.4

How well have we adhered to our annual work plan?

13.2.5

How would we rate our Board-Superintendent relations?

13.2.6

How well have we adhered to our governance policies?

13.2.7

What have we accomplished this past year? How do we know?

The principles upon which the Board self-evaluation is based are as follows:
13.3.1

A learning organization or a professional learning community is
focused on the improvement of practice.

13.3.2

A predetermined process for evaluation strengthens the
governance functions and builds credibility for the Board.

13.3.3

An evidence-based approach provides objectivity.

The components of the Board self-evaluation are:
13.4.1

Review of Board Role Performance

13.4.2

Monitoring Interpersonal Working Relationships

13.4.3

Monitoring Board Representation/Communication

13.4.4

Review of Annual Work Plan Completion

13.4.5

Monitoring Board-Superintendent Relations

13.4.6

Review of Board Motions

13.4.7

Review of Board Governance Policies

13.4.8

Creating a Positive Path Forward

14. Annual Meeting of Voters and Ratepayers
The Board shall, as soon as practical after the beginning of the new school year, call a
meeting of voters and ratepayers of the District to present the Annual Report of the
operation of the District for the previous year.

Reference: Section 82, 89, 90, 91, 92, 93, 94, 95, 96, 99, 117, 121, 122, 123, 124, 125 Education Act, Conflict of
Interest Act, Local Authorities Elections Act, Income Tax Act (Canada)
Reviewed and updated: January 2018

Policy 8

BOARD COMMITTEES
Committees are established by the Board to assist in the governance of the District. The role
and responsibilities of the committees are as follows:
1. To recommend action to the Board.
2. To streamline Board meetings by dealing with items referred to them that are within the
scope of responsibility for that specific committee. Committees will detail specific
concerns and summarize the findings to the Board for consideration.
3. To keep information confidential until it has been addressed by the Board in a public
forum.
Committee membership shall be selected each year at the organizational meeting. Trustees
have an obligation to attend duly called committee meetings. When unavailable to attend,
trustees must advise the committee’s Chair who may attempt to get another trustee to attend
the meeting.
The Chair of each committee shall be responsible to ensure that committee members are made
aware of the issues and provided with the necessary information.
All committees exist at the pleasure of the Board.

A. STANDING COMMITTEES
Standing committees are those that are established by the Board as being necessary to assist
in the proper governance of the District. Committees have no decision-making powers nor can
they direct any action by themselves. A committee can only bring a recommendation before the
Board, which has the power to adopt, amend or reject the recommendation. Facilities and
Finance Committees will meet jointly once a month, or as needed, with a shared agenda.
Specifically
The following are the standing committees of the Board.
1. Committee of the Whole

1.1

Purpose
·
·

1.2

To allow the Board to explore matters to much greater depth than can
be accomplished in a scheduled regular meeting of the Board.
To review, evaluate and make recommendations on policy issues.

Membership
·
·

All trustees.
Superintendent and other administrative support determined by the
Superintendent.

2. Finance Committee
2.1 Purpose
·

To review a draft of the operating budget for the school year for Board
consideration and to monitor the revenues and expenditures of the
District.

2.2 Membership
Three (3) trustees and administrative support as determined by the
Superintendent.

·

3. Facilities Committee
3.1 Purpose
· To review and make recommendations to the Board on facilities,
maintenance, improvement and construction.
3.2 Membership
Three (3) trustees and administrative support as determined by the
Superintendent.

·

4. Negotiating Committee
4.1

Purpose
·

·

4.2

To negotiate the collective agreements with teachers and support staff,
represent the Board at joint consultations with the NWTTA and UNW,
and to promote and participate in joint training initiatives.
To promote effective and harmonious labour and employee relations
within the District.

Membership
·

Three (3) trustees and administrative support as determined by the
Superintendent.

B. AD HOC COMMITTEES
An ad hoc committee may be established by the Board for a specific task. As soon as an ad hoc
committee has completed its work it shall be disbanded.

C. COMMITTEE CHAIR RESPONSIBILITY
1. The Committee Chair will be selected by the members of the committee annually at the
first meeting and shall perform the following duties:
1.1

Conduct the meeting.

1.2

Ensure that each member of the committee has had a full and fair opportunity
to be heard and understood by the other members of the committee.

1.3

Ensure that the members of the committee are provided with all of the
necessary information.

1.4

Bring any committee recommendations back to the Board.

1.5

Interact with the other committee chairs in order to share information that has
implications for the work of other committees.

Reference: Section 78, 117, 118, 119 Education Act
Reviewed and Updated: November 2019

Policy 9

BOARD REPRESENTATIVES
The Board may appoint trustees to represent the Board on various external agencies. Such
representation is established at the discretion of the Board.
Considerations
Consideration will be given to the following when the Board is asked to appoint a member to an
external board or agency, or seeks to have a member appointed to an external board or agency:
·

The objectives of the external board or agency are in keeping with the objectives and
priorities of the Board

·

Representation on the external board or agency will raise the profile of the Board, the
District or Catholic education

·

Representation on the external board or agency will result in a direct or indirect
benefit to the Board, the District or Catholic education

·

Cost

·

Time commitment

Expectations
The following are the expectations of the appointee to an external board or agency:
·

The trustee represents the Board on the external board or agency, and takes
direction from the Board

·

The trustee will regularly attend meetings of the external board or agency.

·

The trustee will report back to the Board on the activities of the external agency on a
regular and ongoing basis

·

The trustee will advise the Board immediately if the external board or agency will be
discussing an issue that is of direct interest to, or will affect, the Board. The trustee
will seek input from the Board before voting on any such issue.

Evaluation
The Board will conduct an annual review of the merits of membership on the external board or
agency.

Assignments
The following external boards and agencies will have a board appointee as identified at the
annual organizational meeting of the Board in November of each year:
1. Alberta Catholic School Trustees’ Association (ACSTA) Board of Directors
1.1

Purpose
●

1.2

Powers and Duties
●
●
●

1.3

Attend ACSTA Board of Directors meetings.
Represent the Board’s position and interests at ACSTA Board of Directors
meetings
Communicate to the Board the work of the ACSTA Board of Directors

Membership
●

1.4

To represent the Board on the ACSTA Board of Directors to discuss
Catholic Education issues

One trustee

Meetings
●

ACSTA sponsored meetings are typically held in Edmonton five times a
year

2. Alberta School Board Association (ASBA) General Meetings
2.1

Purpose
●

2.2

Powers and Duties
●
●
●

2.3

To represent the Board to discuss resolutions brought forward to the
meetings

Attend meetings
Represent the Board’s positions and interests at the meetings
Communicate to the Board the work of the ASBA

Membership
All trustees

2.4

Meetings
●

At least once per year

Reference: Section 78, 117, 118, 119 Education Act

Reviewed and Updated: June 2012

Policy 10

POLICY MAKING
The Board is responsible for the development of the educational policies and goals in keeping
with the requirements of government legislation and Catholic values. In order to meet its
responsibility, the Board shall establish and maintain written policies that express its
philosophical beliefs in support of Catholic education and provide effective guidelines for the
actions of the Board and the Superintendent.
The Board shall be guided in its approach to policy making by ensuring adherence to the
requirements necessary to provide a Catholic education and compliance with the Education Act
and the legislation of the Territorial Government.
Board policies shall provide an appropriate balance between the responsibility of the Board to
develop the broad guidelines to guide the District and to provide the opportunity to utilize the
professional training and experience in the administration of the District.
The Board shall adhere to the following stages in its approach to policy making:
1. Planning
The Board in cooperation with the Superintendent shall assess the need for a policy and
identify the critical attributes of such a policy.
2. Development
The Board may develop the policy itself or could delegate the responsibility for development
to the Superintendent or a committee.
3. Implementation
The Board is responsible for the implementation of policies governing its own processes.
The Board and Superintendent share the responsibility for implementation of policies
relating to the Board-Superintendent relationship. The Superintendent is responsible for the
implementation of the other policies.
4. Evaluation
The Board, in cooperation with the Superintendent, shall evaluate each policy in a timely
manner in order to determine whether or not it is meeting its intended purpose.
Specifically

1. Any person or party may present a proposal for a policy in writing to the Superintendent.
The proposal shall contain a brief statement of purpose or proposed change.
2. The Superintendent will present the proposal to the Board for initial consideration. The
Board shall determine the need for policy development and provide direction as to the
nature of the desired policy.
3. The Board will give each policy proposal three readings in public session as follows:
3.1

First Reading

The policy proposal is presented and discussed by the Board. The Board may
determine the manner and timeline for receiving input from interested parties.
3.2

Second Reading

The policy proposal is discussed further by the Board taking into consideration any
input received and any amendments arising from such input.
3.3

Third Reading

Final approval of the policy.
4. Every policy of the Board shall have three (3) distinct separate readings and
opportunities for trustees to debate before the policy is finally passed.
4.1

Normally, first reading involves the introduction of a new policy or an
amendment to a current policy.

4.2

Before second reading, when relevant, the Superintendent shall report to the
Board on the general impact, cost and ease of implementation of the
proposed policy.

4.3

When appropriate, the Superintendent shall seek legal advice on the intent
and wording of the policy.

4.4

It is at the stage of third reading where policies are approved.

4.5

No more than two (2) readings of any policy proposal may be given at any
one (1) meeting of the Board unless all the trustees are present and
unanimously agree to give the policy a third reading.

5. Only those policies which are adopted and recorded in the minutes constitute the official
policies of the Board.
6. In the absence of existing policy, the Board may make decisions, by resolution, on
matters affecting the administration, management and operation of the District. Such

decisions carry the weight of policy until such time as specific written policy is
developed.
7. The Board may request the Superintendent to change an administrative procedure to a
draft Board policy and will provide the rationale for the same.

8. The Superintendent shall develop administrative procedures as specified in Policy 11 –
Board Delegation of Authority and may develop such other procedures as deemed
necessary for the effective operation of the District. These must be in accordance with
Board policies.
9. The Board may also delete a policy and subsequently delegate the Superintendent
authority over this area. The Superintendent may choose to then develop an
administrative procedure relative to this matter.
10. The Superintendent must inform the Board of any changes to administrative procedures.
11. The Superintendent is responsible for communicating District policies within the District;
for monitoring District policies on an ongoing basis; for reporting the outcomes of policy
decisions to the Board; and for making recommendations to the Board for revision.
12. The Board shall review each policy annually at its self-evaluation.

Reference: Section 78, 117, 118, 119 Education Act, Section 2, Conduct of Business Regulations
Reviewed and updated: April 2010

Policy 11

BOARD DELEGATION OF AUTHORITY
The Education Act allows for the Board to delegate certain of its responsibilities and powers to
others.
The Board authorizes the Superintendent to do any act or thing or to exercise any power that
the Board may do, or is required to do, or may exercise, except those matters which, in
accordance with territorial legislation, cannot be delegated. This delegation of authority to the
Superintendent specifically:
·

Includes any authority or responsibility set out in the Education Act and regulations
as well as authority or responsibility set out in other legislation or regulations;

·

Includes the ability to enact Administrative Procedures required to carry out this
authority; and

·

Includes the ability to sub-delegate this authority as required.

Notwithstanding the above, the Board reserves to itself the authority to make decisions on
specific matters requiring Board approval. This reserved authority of the Board is set out in
Board policies, as amended from time to time.
Further, the Board requires that any new territorial, regional or local obligations must be initially
brought to the Board for discussion and determination of decision-making authority.
Specifically
1. The Superintendent is directed to develop an Administrative Procedure to fulfill Board
obligations created by any territorial or local legislation which are not covered through
Board policy.

Reference: Section 78, 117, 118, 119 Education Act
Reviewed and updated: April 2010

Policy 12

ROLE OF THE SUPERINTENDENT
The Superintendent is the Chief Executive Officer and the Chief Education Officer and is
accountable to the Board of Trustees for the conduct and operation of Yellowknife Catholic
Schools. All Board authority delegated to the staff of the District is delegated to the
Superintendent who reports to and is accountable to the corporate Board for the following:
Within these specific areas of responsibility, the Superintendent shall:
1. Catholic Education Leadership
1.1

Model Yellowknife Catholic Schools mission, values and beliefs.

1.2

Provide an example to the Catholic community by active participation in the
communal life of the parish and through a personal lifestyle that reflects the
teachings of Christ.

1.3

Ensure students and staff provided opportunities for spiritual development
within the District.

1.4

Develop and maintain positive and effective relations with the diocese and the
parish.

1.5

Ensure celebration of District Catholicity.

1.6

Ensure a focus on social justice.

1.7

Encourage staff to participate in and support Catholic functions within the
parish.

1.8

Work with administrators to form an active faith community of students, staff
and supporting organizations.

2. Student Wellbeing and Learning
2.1

Ensure that each student is provided with a safe and caring environment that
fosters and maintains respectful and responsible behaviors.

2.2

Ensure the safety and well being of students while participating in school
programs or while being transported to or from school programs on
transportation provided by the District.

2.3

Ensure the facilities adequately accommodate District students.

2.4

Provide leadership in all matters relating to education in the District.

2.5

Ensure students in the District have the opportunity to meet the standards of
education set by the Minister.

2.6

Ensure students in the District write Alberta Achievement Tests.

2.7

Ensure academic excellence, in a faith-based context.

2.8

Implement education policies established by the Minister of Education,
Culture and Employment (Minister) and the Board.

2.9

Monitor and assess school-based programs.

2.10

Sustain and support a culture of student success through the deployment of
YCS practices that encourage cultural awareness and a safe and nurturing
learning environment.

2.11

Ensure Indigenous and non-Indigenous students work together to understand
the history and culture of the NWT.

2.12

Support an inclusive learning environment that addresses the learning needs
of all students.

3. Fiscal Responsibility
3.1

Ensure the fiscal management of the District is in accordance with the terms
or conditions of any funding received by the Board under the Education Act or
any other applicable Act or regulation.

3.2

Ensure the District operates in a fiscally responsible manner, including
adherence to Canadian Public Sector Accounting Standards and accounting
policies determined by the Department of Education, Culture and
Employment.

3.3

Ensure the Board has current and relevant financial information.

3.4

Encourage investigation of grant opportunities.

3.5

Manage, authorize expenditures and complete reporting requirements of
assigned operational budgets, categorical grants, and special projects.

3.6

Prepare the District’s annual budget with the support of the Assistant
Superintendent of Business

3.7

Review all accounts payable batches and authorize payment.

3.8

Approve bi-monthly accounts payables and payroll if the Assistant
Superintendent of Business is not available.

3.9

Prepare the Operating and Annual report and submit to the Department of
Education, Culture and Employment.

3.10

Operate in a fiscally prudent and responsible manner.

3.11

Attend all meetings of the YCS Pension Committee.

3.12

Review and approve the annual audited financial statements and meet with
the auditors as needed.

4. Human Resources Management
4.1

Have overall authority and responsibility for all personnel-related issues
except: the mandates for collective bargaining and those personnel matters
precluded by legislation, collective agreements or Board policy.

4.2

Be responsible for recruiting, interviewing and hiring of all new staff in
accordance with the YCS priority hiring guidelines

4.3

Meet with new staff as part of the staff orientation process.

4.4

Supervise staff in a manner that preserves a distinctly Catholic environment in
the District

4.5

Monitor and support the performance of all staff, and ensure appropriate
evaluation processes are in place.

4.6

Ensure staff are evaluated as per collective bargaining agreements and
employment contracts.

4.7

Ensure professional development and training sessions are available for staff.

4.8

Participate in the collective bargaining process as a key member of the
management team.

4.9

Directly supervise the work of the Executive Assistant and senior
administrative staff.

4.10

Review, code and authorize substitute lieu and leave forms.

4.11

Approve leave requests as per collective bargaining agreements.

4.12

Ensure job descriptions for all positions are maintained.

4.13

Provide leadership to school principals to ensure that hiring policies are
followed.

4.14

Participate in the evaluation of Union of Northern Workers (UNW) positions
on the Hay Plan.

4.15

Ensure planning, monitoring, and appraisal of employee work results by
supporting principals and supervisors.

4.16

Ensure legal compliance by monitoring and implementing applicable human
resource federal and territorial requirements; conducting investigations;
maintaining records; representing the organization at hearings.

4.17

Maintain historical human resource records.

4.18

Consult with representatives of the Northwest Territories Teachers
Association (NWTTA) and Union of Northern Workers (UNW) on a regular
basis to review issues related to the collective agreement.

4.19

Work with team on Return to Work program and long-term disability.

4.20

Review and approve employee benefit program.

4.21

Ensure a WCSS approved health and safety program is in place.

5. Policy/Administrative Procedures
5.1

Work with the Board in the establishment of Board policies.

5.2

Provide leadership in the planning, development, implementation and
evaluation of administrative procedures.

6. Superintendent / Board Relations
6.1

Engage in and maintain positive, professional working relations with the
Board.

6.2

Respect, honor and facilitate the Board’s role and responsibilities.

6.3

Provide the information and counsel that the Board requires to perform its
role.

6.4

Keep the Board informed on sensitive issues in a timely manner.

6.5

Prepare the monthly board report for the board meetings.

6.6

Prepare agenda for the Board of Trustees committee meetings.

6.7

Prepare the agenda for the Regular monthly Board meeting in collaboration
with the Chair and Vice Chair.

6.8

Attend all meetings of the Board of Trustees and committees of the Board of
Trustees.

6.9

Provide the draft Annual Report to the Board for approval prior to release to
the public.

6.10

Represent the Board, when so directed, at meetings in which YCS has an
official interest.

7. Strategic Planning and Reporting
7.1

Collaborate with the Board on the strategic plan.

7.2

Collaborate with the Board to ensure the required budget, capital and
communication plans are completed.

7.3

Implement plans as approved.

7.4

Report regularly on results achieved.

7.5

Promote a common vision and establish effective communication to build
support, unity and trust among the Board, administrators, staff and
community stakeholders.

7.6

Ensure that all funding reports are properly submitted.

8. Organizational Management
8.1

Demonstrate effective organization skills resulting in District compliance with
all legal, Ministerial and Board mandates and timelines.

8.2

Report to the Minister with respect to matters identified in and required by the
Education Act.

8.3

Effectively handle emergencies and deal with crisis situations in a
team-oriented, collaborative and cohesive fashion.

9. Communications And Community Relations
9.1

Ensure transparent, effective internal and external communications are
developed and maintained.

9.2

Participate actively and foster involvement of staff in community affairs in
order to enhance and support the District’s mission.

9.3

Represent the school district to the government, staff, students and the
general public.

9.4

Act as spokesperson for the District to the media.

9.5

Ensure the District responds to parent and community concerns.

10. Leadership Practices
10.1

Practice positive leadership.

10.2

Develop and maintain positive and effective relations with territorial, regional
and municipal government departments and agencies.

10.3

Provide leadership in the development of a collaborative decision-making
model that assures input from appropriate individuals and groups and provide
feedback to all those affected by the decisions.

Policy 12 – Appendix A

SUPERINTENDENT EVALUATION
Process, Criteria and Timelines
Background
The purpose of evaluation will be the increased effectiveness of the management of Yellowknife
Catholic Schools.
The evaluation process, criteria and timelines:
1. Recognizes that the Superintendent is the Chief Executive Officer. The Superintendent is
held accountable for work performed primarily by other senior administrators, e.g., fiscal
management.
2. Provides for both accountability and growth, and the strengthening of the relationship
between the Board and the Superintendent. The evaluation will affirm specific
accomplishments and will identify growth areas. Some growth goals will address areas of
weakness while others will identify areas where greater emphasis is required due to
changes in the organization.
3. The Superintendent is an active participant in the evaluation, and has the ability to address
concerns and affect change.
4. Emphasizes the need for and requires the use of evidence for evaluation purposes.
Evaluations are most helpful when the evaluator provides concrete evidence of strengths
and/or weaknesses. Evidence sources should be clearly identified, while the quality
indicators describe expectations in regard to that evidence.
5. Is aligned with and based upon the Superintendent’s roles and responsibilities.
6. Is linked to the District’s priorities. The Strategic Plan directly links the Superintendent’s
performance to the continuous improvement framework and reporting process, which
includes the District’s goals.
7. Sets out standards of performance. The first review period and subsequent evaluation set
out initial standards. When growth goals are identified, additional standards will need to be
set to provide clarity of expectations and a means of assessing performance.

8. Is also a performance-based assessment system. Such an evaluation focuses on
improvement over time. The second and subsequent evaluations take into consideration
previous evaluations and an assessment of the Superintendent’s success in addressing
identified growth areas.
9. Uses multiple data sources. Objective data such as audit reports and student achievement
data are augmented with subjective data. Interviews with staff may be conducted as part of
the evaluation.
10. Elicits evidence to support subjective assessments. This must be the case when the Board
provides feedback regarding Board agendas, committees and Board meetings, etc.
11. Ensures Board feedback is provided regularly. Such feedback will be timely, supported by
specific examples, and will focus on areas over which the Superintendent has authority.
Timelines for Evaluations
Evaluations will be conducted each year.
Criteria for Evaluations for New Incumbents
The criteria for the first evaluation will be established once the incumbent is selected, before the
end of the first applicable evaluation period. In subsequent evaluations, the criteria will be those
defined by the roles of the position, plus any growth goals provided by the incumbent or the
Board in its written evaluation report(s). Such growth goals may be areas requiring remediation
or actions which must be taken to address trends, issues or external realities such as an
increased emphasis on capital construction due to an increased number of approvals.

Policy 13

APPEALS REGARDING STUDENT MATTERS
A.

ALL STUDENT MATTERS EXCEPTING EXPULSION

The Board is required to attempt to resolve disagreements that may arise between a student
and/or their parent/guardian and the education staff of the District relating to any decision that
significantly affects the education, health or safety of a student.
Specifically
1. The student and/or their parent/guardian shall notify the Principal in writing that they
disagree with a decision that significantly affects the education, health or safety of that
student.
2. The written notice shall be given to the Principal within a reasonable time from the date
that the student and/or their parent/guardian were unable to resolve the disagreement
with the individual who made the decision.
3. If the Principal is unable to resolve the disagreement with the decision within five (5)
school days from the time of receipt of written notice, then the Principal shall notify the
student and/or their parent/guardian in writing that they may refer the disagreement to
the Superintendent. The Principal shall refer all unresolved issues to the Superintendent
for information.
4. The Superintendent shall attempt to resolve the issue.
5. Should the issue not be resolved, the Superintendent shall communicate the result of
this initial appeal, as well as the rationale for the decision, to the Board in a timely
fashion, in writing, and also inform the student and/or their parent/guardian of their right
to request to have the disagreement reviewed by the Board as per sections 38-43 of the
Education Act.
6. The Board Chair shall then arrange to hold a hearing as soon as possible for the
purpose of attempting to resolve the disagreement.

7. All hearings are closed to the public due to the confidential nature of the information
being discussed.
8. The Superintendent will advise the student and/or parent/guardian of the location, date
and time of the review.
9. The review will be conducted as follows:
9.1

B.

The Chair will outline the purpose of the review, which is to provide:
9.1.1

The Board with the means to receive information and review all of
the facts and evidence related to the decision, and

9.1.2

An explanation of the process through which the disagreement
may be resolved.

9.2

Minutes of the hearing will not be taken. Recording of the meeting by any
party will not be allowed due to privacy issues.

9.3

The Superintendent will provide background on the decision.

9.4

The student and/or parent/guardian will be given the opportunity to state the
reasons for the disagreement and to respond to any information provided by
the individual who made the decision.

9.5

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

9.6

The Board will meet without the respective parties to the disagreement and
attempt to determine what might be done to resolve the disagreement.

9.7

Should the Board require additional information both parties shall be
requested to return in order to provide the requested information.

9.8

The Board shall advise the student and/or parent/guardian of its decision in
writing and advise that they may appeal the disagreement to the appeal
committee if they find the resolution unacceptable. The appeal committee
members will be selected by the Board Chair and the appellant in accordance
with the regulations.

9.9

The Board shall provide the student and/or parent/guardian with a copy of the
Education Appeal Regulation and direct their attention to Section 5 of the
Regulation.

STUDENT EXPULSION

The Education Act provides the student and/or the student’s parent/guardian with the
opportunity to make a representation at a hearing to deal with the expulsion of the student from
a school.

Specifically
1. The Board may expel a student from its schools for a school term, the remainder of a
school term or the school year, in accordance with the provisions of the Education Act.
2. The Board shall ensure that the student and/or their parent/guardian are provided with
the appropriate copies of the relevant sections of the Education Act and the Education
Appeals Regulations.
3. A student and/or their parent/guardian may request that the Minister review the decision
of the appeal committee in the event of a student expulsion.
4. The decision of the Minister is final.

Reference: Section 22, 27, 33, 34, 35, 36, 38, 39, 40, 41, 43 Education Act, Education Appeals Regulations
Reviewed and updated: May 2016
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STUDENT DISCIPLINE
The Board is required to develop an environment that promotes responsibility, respect, civility
and academic excellence in a safe learning and teaching environment. All students, parents,
teachers and staff have the right to be safe and feel safe in their school community. With this
comes the responsibility to be law-abiding citizens and to be accountable for actions.
A positive school climate exists when all members of the school community feel safe, included
and accepted and actively promote positive behaviors and interactions. A whole-school
approach, which involves all members of the school community, is important in supporting a
positive school climate. This approach develops respectful and caring relationships between
staff, between students and between staff and students. The Board recognizes that progressive
discipline makes use of a continuum of prevention programs, interventions, supports and
consequences that build skills for healthy relationships and promote positive behaviors.
While school-based discipline is normally associated with actions by a student that take place in
a school, within a school setting or while engaged in a school-related activity, behavior by a
student outside of school, the school setting or school-related activities may also be cause for
school disciplinary action, if such behavior is adjudged, by the school principal in consultation
with his/her Superintendent, to have a negative impact on the school climate,

The Superintendent shall ensure that:
The Superintendent shall ensure that:
1.1 All staff members are required to become familiar with the appropriate sections of the
Education Act dealing with student conduct and responsibilities.
1.2 All staff members are required to become familiar with the appropriate sections of the
Education Act dealing with disciplining of students.
1.3
Each school is required to develop and implement its own discipline procedures that are
consistent with the Education Act, Board Policy, and the District's’ mission statement,
beliefs and values. The principal shall ensure that all students and parents are made
aware of the school’s discipline procedures.
2.
The school discipline procedures shall be submitted annually to the Superintendent.
3.
A parent and/or student who wishes to have a decision made at the school level reviewed
shall have the right to request the Superintendent resolve the matter in accordance with
Policy 13 – Appeals Regarding Student Matters.
4.
The Board delegates to the Superintendent the authority to review and approve all
student suspensions in excess of five days to a maximum of 20 days.

Reference: Section 22, 27, 33, 34, 35, 36, 38, 39, 40, 41, 43 Education Act
Reviewed and updated: October 2014
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STUDENT ATTENDANCE
In order for students to be successful in their studies and educational program, regular and
punctual attendance is required. The Education Act requires every student between the ages of
six (6) and sixteen (16) as of December 31 in the academic year, to attend a school program
regularly and punctually. The Academic Year and School Attendance Regulations require the
Board, through policy, to encourage and promote regular and punctual attendance of students
at school.
Specifically
1. The Superintendent shall ensure that each school has attendance procedures that have
been developed by the Principal in conjunction with the staff and parents and meets
territorial requirements and Board policy.
2. Each school’s procedures shall include:
2.1

A requirement for recording the daily attendance of each student.

2.2

A requirement that the parents be notified when a student has been absent.

2.3

A provision for encouraging students to be prompt and punctual.

3. The Superintendent shall report to the Board at the end of each school year on the daily
attendance record.

Reference: Section 22, 27, 29 Education Act, Academic Year and School Attendance Regulations
Reviewed and updated: April 2010
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REMOTE PARTICIPATION IN BOARD MEETINGS
Common practice will be that Board members attend meetings physically. Occasionally,
circumstances may prevent a Board member from being physically present at a Board
meeting. Board members who cannot appear in person at a board meeting (whether
regular, committee or special meeting) may attend through the use of electronic
communication as approved by the Board Chair. This must be done in a way that the
absent member can hear all other members and vice versa. Attendance in this manner
counts as if the Board member were physically present in the meeting.
The following guidelines must be adhered to:
16.1
16.2
16.3

16.4
16.5
16.6

16.7

The official meeting of the Board will require a quorum of board members be
physically present.
A board member may participate via remote means except for hearings such
as expulsions or parent appeals.
A request to participate in a meeting via remote means must be put forth to
the Board Chair one week prior to the meeting. Remote attendance will be
limited to extenuating circumstances and will be kept to the rare occasion.
The one-week notice will be waived for special meetings.
The minutes of the meeting will reflect that a member participated remotely
and the remote location.
The remote board member attending must ensure they are the sole occupant
in the room from which they are participating.
The remote board member will be a voting participant. All votes involving a
remote member will require a roll-call vote, except for approval of agenda
and minutes.
If the Board Chair attends a meeting remotely, the Board Vice-Chair will
conduct the meeting.

Reviewed and updated: December 2012
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SOCIAL MEDIA
For the purposes of these guidelines, social media refers to online technology that allows
communication and sharing of information or resources over the Internet. These guidelines are
intended to help Trustees use social media safely, responsibly and successfully.
The Board recognizes that the use of social media is optional and that Board members may use
social media to support Yellowknife Catholic Schools (YCS).
Social Media interactions are expected to align with the Yellowknife Catholic Schools Board
Policy Handbook. When interacting on the Internet, users are expected to behave as they
would in any other environment where they represent their school/employer as per the Trustees’
Code of Conduct.
Authorization
1. Board authorization is not required for Trustees to open a personal social media
account.
2. Trustees are not required to open a separate Trustee account.
3. Board Policies apply to social media use relating to the Board of Trustees.
4. Trustees are encouraged to maintain clear distinctions between personal and
professional social media use.
Terms of Use
1. If a concern is raised about a Trustee account, the Board Chair may address any activity
that may negatively impact the Board, staff and students.
2. If a social media post from a Trustee account generates media attention and/or legal
questions, Trustee will follow Policy 3 – Role of the Trustee.
3. Trustee accounts should be public and not require requests.
4. Posting of confidential student information is prohibited.
5. All users must respect copyright and fair use guidelines.
6. Be mindful of all equity and inclusivity-related Board policies and the Northwest
Territories Human Rights Code when posting content.

Personal Responsibility
1. Whether in person or on social media, Board Trustees will abide by YCS Board Policies,
specifically:
●
●
●

Policy 2: Role of the Board
Policy 3: Role of the Trustee
Policy 4: Trustee Code of Conduct

2. Trustees are responsible for the accounts they maintain.
3. Trustees should act on the assumption that all postings are in the public domain.
4. All users are personally responsible for the content/information they publish online.
5. Posted information must identify that the information is representative of your views and
opinions and not necessarily the views and opinions of the District.
6. Trustees should ensure that posted content is consistent with the work performed for the
District.
Use of Photos and Imagery
1. Trustees shall ensure the appropriate consent is received before posting images of
students.
2. As a courtesy, verbal consent should be obtained from any adult (teacher, parent,
volunteer, other board staff member) whose photo, video footage and/or work is posted
on social media.
3. Editing of district logos, slogans, and other branding is prohibited.
Maintenance and monitoring responsibilities
1. At the discretion of the Board Chair, Trustee social media accounts may be run by one or
more Trustees.
2. It is important that members who create Trustee social media accounts monitor these
accounts.
3. It is expected that Trustees respond to questions in accordance with YCS Board
Policies.
4. Trustees are responsible for moderating all content published on all social media
technologies.

Considerations
1. Always respect the privacy and confidentiality of student information and adhere to
existing policies.
2. Trustees should be aware of the effect their actions may have on their images, as well
as the image of YCS. The information that employees post or publish may be public
information for a long time.
3. YCS staff and students may follow your account.
4. Reposts, likes and favourites are perceived as endorsements. These interactions should
be carefully considered.
Reviewed and Updated: January 2020

