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	DEVELOPMENT, APPROVAL AND AMENDMENT OF BOARD PROCEDURES

	Administrative Procedure #:APT002


These administrative procedures outline the practices to be followed by Board regarding development, approval and subsequent amendment of board administrative procedures. 
 SEQ CHAPTER \h \r 1DEFINITION
An administrative procedure is a protocol for implementation which complements policy. It is the primary written document used by the Superintendent to direct staff and it covers all the basics for administrative and office personnel including recordkeeping, filing, and forms. An administrative procedure delineates the normal method of tackling things. It is approved by Director of Education after consideration and input by senior administration. 
 SEQ CHAPTER \h \r 1REFERENCES
NIL
 SEQ CHAPTER \h \r 1PROCEDURES
1.    Formulation: To ensure effective implementation of procedures, the Director of Education or designate(s) will endeavour to inform and consult with groups affected by proposed procedures or amendments to existing procedures prior to finalizing the change. 

2.    A member of Senior Administration will present a draft of the appropriate administrative procedure for the consideration and input of Senior Administration before approval can be given by the Director.
3. 
Implementation: Upon a procedure being adopted or amended by the Director, it will be numbered for insertion in the Procedures manual. The Director of Education will ensure that responsibility for the implementation of the procedure is delegated to the appropriate person(s) or group(s) and the contents of the procedure are communicated effectively.

4. 
Review: Administrative Procedures are subject to regular review in a timely manner to ensure that they adequately meet the needs of the Board. 

5.    Administrative procedures are divided into the following categories based on generic school board functions and numbered sequentially: (sample numbering and topics are included below)

	Business Administration & Finance
	APBXXX
	Budget, School-generated funds, Purchasing Procedures, Credit cards, Travel and Business Expenses


	Community Relations

	APCXXX

	Community Use of School, Use of School Facilities and Advertising


	Education , Schools & Students

	APEXXX
	Home Instruction, Field Trips, Prior Learning Assessment, Special Education, Cooperative Education, Reporting, Transportation, School Admissions, Safe Schools, Code of Conduct, Bullying Prevention, 


	Facilities, Equipment & Plant
	APFXXX
	Classroom Furniture & Equipment, False Alarms, Maintenance & Repairs

	Health & Safety


	APHXXX

	Inclement Weather, Workplace Violence, 

Early Return to Work, Harassment

	Information Technology

	APIXXX

	Use of Internet, School Computers, Cell Phones


	Personnel & Employee Relations

	APPXXX

	Police Record Check, Retirement Gratuity,
Teacher Performance Appraisal (for Experienced Teachers), Retirement Gratuity, Hiring of Staff, Pay Equity



	Trustee
	APTXXX
	Board procedures/policies


Sample NCDSB administrative procedure format 

	POSTINGS FOR ACADEMIC POSITIONS

	Administrative Procedure #: APPXXX


These administrative procedures outline the practices to be followed by Board regarding the ………………. (Statement identifies the purpose or intent of the AP)
DEFINITIONS (if applicable)
REFERENCES (Bd policy, legislation, collective agreement, forms)
 SEQ CHAPTER \h \r 1PROCEDURES
1. The Manager of Human Resources will ensure

a) 

b)

 2. HR will prepare an internal job posting ………

Director of Education:

Glenn Sheculski
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