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Adopted June 7, 1999
Revision Date October 13, 2015
Review Year 2020

Background/Purpose:

In 1994, Alberta Education established Charter Schools to encourage innovative approaches to student
learning within the public school system. Charter Schools are expected to offer unique educational
programs, teaching methods, or learning environments.

Policy Statement:

VISION STATEMENT: Aurora Charter School is the best choice for traditional public education in Alberta.

Guidelines:

Aurora School will provide a traditional approach to student learning. Aurora School’s program will be
knowledge-based, systematic, sequential, and will provide an enhanced curriculum. This will be done in
whole-group, teacher-led classrooms, supported by a structured and disciplined learning environment.
From this learning context, Aurora School will provide innovative ways to address student learning.

Accountability:
Monitored annually by the Board of Directors.

References:
Aurora School Charter
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Adopted October 2, 1997
Revision Date October 13, 2015
Review Year 2020

Background/Purpose:

A clear statement of purpose is critical for the effective and efficient operation of a school. The mission
statement defines the purpose of the school and assists with setting objectives and making decisions.
The School Act requires that charter schools have a mission statement.

Policy Statement:

MISSION STATEMENT: Provide an orderly and structured environment, with properly sequenced teacher-
directed instruction and strong home/school partnerships, where average children can excel in an
academically oriented program.

Accountability:
Monitored annually by Board of Directors.

References:
Aurora School Charter
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Category: A. Foundations and Philosophy

Code: BP 1020 Policy Name: Philosophy and Purpose
Issue Date October 2, 1997
Revision Date October 13, 2015
Review Year 2020

Background/Purpose:
Aurora School’s philosophy statement outlines the fundamental beliefs of the school in relation to its
mandate. It focuses on maximizing the potential of each student.

Policy Statement:

It is the philosophy of Aurora School that average children, when presented with an orderly and
structured environment, and in the presence of properly sequenced teacher-directed classroom
instruction, can excel in an academically-oriented program.

Guidelines:
1. The purpose of Aurora School is:
a. to assist and encourage students of average ability and beyond to develop the highest level of
academic and creative prowess possible.
b. to help develop in students a lifelong love of learning and a pursuit of physical and mental
wellbeing.
c. to produce responsible citizens who recognize the value of hard work and enterprise.
d. to develop in students a desire to be productive, law-abiding and loyal employers and
employees.
e. to develop in students effective communication skills.
f. to ensure students are prepared upon graduation to enter the global economy.

Accountability:
Monitored annually by the Board of Directors.

References:
Aurora School Charter
AR 1020: Philosophy and Purpose
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Issue Date October 2, 1997
Revision Date October 13, 2015
Review Year 2020

Background/Purpose:
To provide direction for realizing the Vision, Mission and Philosophy of Aurora School.

Definitions:

Goals are broad statements of the major priorities of the school. They assist the Board, the
administration and the staff to discharge their responsibilities in a direction that meets the mandate of
Aurora School. Objectives are more specific statements of the desired outcomes Aurora School wishes

to achieve.

Policy Statement:
The Aurora School Board supports the Student Learning Outcomes of Basic Education in Alberta. In
addition, the Board supports the Goals of Aurora School as stated in the Aurora School Charter:

Aurora School Charter Goals
1. To have an enhanced language arts program
2. To have an enhanced mathematics program

The primary student learning outcomes of Aurora School are:

1. that students, on average, are reading above grade level in Language Arts.
2. that students, on average, are achieving above grade level in Mathematics.

Accountability:
Monitored annually by the Board of Directors.
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Code: 2030

AURggf S_"ARTER Category: B. Aurora Charter School Governance
SCH D. and Operations

EDUCATION

POLICIES MANUAL Policy Name: Communication Plan

2 2006 Resolution: #06-05-25-01
Revised: Dec. 7 2006 Resolution: #06-12-07-02
Revised: March1 2013 Resolution: #13-03-18-03

BACKGROUND

Aurora’s desire is to be an active participant and contributor to the educational community in
Edmonton.

POLICY STATEMENT

Aurora School has a unique approach to educating students. In order to fulfill its mandate, Aurora
School’s successful practices and innovations will be communicated to the public in a variety of ways.
Parents, community members, and professional organizations will be aware of Aurora School’s
program and its successes. This will fulfill the Minister’s requirements to communicate Aurora School's
program and successes to the community. Aurora School will share its best practices and ideas with
the community.

GUIDELINES

1. Aurora’s vision and mission will be prominently displayed in the school. All visitors will be able to
see immediately the core values of our school.

2. Aurora School will make available an informational brochure that outlines its vision, mission, and
purpose. The brochure will also communicate the school’s philosophy and its approach to
instruction. This brochure will be available to all prospective parents and to the general public.

3. Aurora School will produce a monthly newsletter that informs the public of the latest news and
activities from the school. These will include updates from the principal, professional development
news, student activities, and upcoming events. The newsletter will also reinforce the school’'s
mission and vision by offering insights and research supporting the school’s unique focus. The
newsletter will also be available on the school’'s website.

4. Aurora School's Annual Education Plan and Annual Education Results Report will be posted on the
school's website.

5. Aurora School will host Phonics Evening information sessions for parents and any interested
people who wish to know about the school’s unique language arts focus.

6. Aurora School will respond to local television, radio, and print media regarding public education
about the school and special events that take place.

7. Aurora School will take part in activities and events along with other schools. This will enable
students and staff from other schools to have direct contact with our own students and staff.
Understanding, awareness, and acceptance of charter schools in the public school realm will be
fostered through these activities.



10.

11.
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AURORA CHARTER _ode: 2030
Category: B. Aurora Charter School Governance
SCHOOL LTD. and Operations
EDUCATION . ] s
POLICIES MANUAL Policy Name: Communication Plan
Ado M 2006 Resolution: #06-05-25-01
Revised: Dec. 7 2006 Resolution: #06-12-07-02

Revised: March1 2013 Resolution: #13-03-18-03

Aurora School will foster a relationship with the post-secondary institutions. by accepting student
teachers. This will give new teachers exposure to Aurora’s instructional style. It will also serve as
an excellent environment for new teachers to learn their profession.

Aurora School will encourage research and inquiry from parties interested in Aurora as a charter
school and the effects we are having on education.

Aurora School staff will take part in professional associations and contribute successes and
practices of our school to these organizations.

Aurora School will foster relationships with local community stakeholders. We will encourage
participation in school activities, use of our facility, and cooperation in areas of joint interest.

PROCEDURES

Because Aurora School has a mandate to positively influence education and to share our successes
with the community:

1.

Aurora School will communicate fairly and accurately the outcomes of Aurora School to parents,
the community, other interested schools, organizations, and to the provincial government.

Aurora School planning documents will also include how Aurora School plans to improve
outcomes.

Aurora School will communicate fairly and accurately the qualities of Aurora School, as well as the
strategies that have led to students and educators fulfilling its mission and vision, to parents, the
community, other interested schools, organizations, and to the provincial government.

Aurora will offer to work with other schools, teachers, associations, and researchers to share
information, strategies and program ideas.



Aurora Academic Charter School Policy

Category: B. Aurora School Governance and Operations

Code: BP 2035 Policy Name: Addressing Questions and Concerns
Issue Date June 16, 2014
Revision Date October 16, 2017
Review Year 2020

Background/Purpose:
All members of the school community should understand their roles and responsibilities in relation to
properly addressing concerns.

Policy Statement:

Procedures should be in place to facilitate open dialogue among stakeholders (including parents, staff,
administration and Board) in order to foster effective means of communication. Issues should initially be
dealt with at the level at which they occur. Questions or concerns should generally be in writing.

Guidelines:

In order to ensure proper and ethical communication, it is important that you speak directly with the
person with whom the concern has arisen. If you are unsatisfied with the person’s response, you should
then address your concerns with that person’s direct supervisor.

1. If you have a question or concern regarding the actions/decisions of a staff member, you should
discuss the matter with the staff member directly. If the matter is not satisfactorily resolved at this
level, you may then discuss it with the Principal.

2. If you have a question or concern regarding the actions/decisions of the Principal, you should
discuss the matter with the Principal directly. If the matter is not satisfactorily resolved at this level,
you may then discuss it with the Superintendent.

3. If you have a question or concern regarding the actions/decisions of the Superintendent, you should
discuss the matter with the Superintendent directly. If the matter is not satisfactorily resolved at this
level, you may then discuss it with the Board Chair.

4. If you have a question or concern regarding the actions/decisions of the Board, you should discuss
the matter with the Board Chair directly. If the matter is not satisfactorily resolved at this level, you
may then discuss it with the Superintendent and Board Chair.

5. If you have a question or concern regarding the actions/decisions of the School Council, you should
discuss the matter with the School Council Chair directly. If the matter is not satisfactorily resolved
at this level, you may then discuss it with the Principal(s). If the matter is not satisfactorily resolved
at this level, you may discuss it with the School Council Chair and the Principal(s).

6. If you have an issue or concern and are unsure about who to contact, please direct your enquiry to
the Board Secretary.

Accountability:
Review by Board of Directors at three year intervals.
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Aurora Academic Charter School Policy

Category: B. Aurora School Governance and Operations

Code: BP 2040 Policy Name: Code of Conduct for Parents/Members
Issue Date October 2, 1997
Revision Date May 15, 2017
Review Year 2020

Background/Purpose:
This Code of Conduct applies to Members of Aurora School in their interactions with staff, students and
other Members.

Definitions:

“Members” means:

a. Members of the Aurora School Board of Directors;
b. Members of the Aurora School Council; and

c. Parents and Guardians of Aurora students

Policy Statement:

Aurora School expects Members to conduct themselves ethically and professionally. The school does not
tolerate bullying, intimidation, or harassment towards its administrators, staff, students, volunteers,
other Members, or any other member of the school community.

Guidelines:

1. Members are expected to be actively involved in their child’s school work and progress, encourage
and assist their child in following all the school rules, and assist school staff in dealing with
disciplinary issues involving their child.

2. Members are expected to be courteous and respectful in their communications with administrators,
staff, and other Members.

3. Members must declare and avoid any conflict of interest.

4. Aurora School may deny access to school property to Members who engage in unacceptable
conduct.

Accountability:
Monitored annually by the Superintendent and Board of Directors.

References:
School Act, Section 16.2(a)
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Aurora Academic Charter School Administrative Regulation ‘
Category: B. Aurora School Governance and Operations \

Code: AR 2040 Policy Name: Code of Conduct for Parents/Members
Issue Date September 4, 2019
Revision Date August 18, 2020
Review Year 2024

Objective:
To support Board Policy on Code of Conduct for Parents/Members. A member is a parent or guardian of
a child attending Aurora School and herein referred to as the Parent.

Definitions:

“Members” may also means:

a. Members of the Aurora School Board of Directors;
b. Members of the Aurora School Council; and

c. Parents and Guardians of Aurora students

Responsibility:
School Principals

Regulation:

Aurora School expects parents to conduct themselves ethically and professionally. The school does not
tolerate bullying, intimidation, or harassment towards its administrator, staff, students, volunteers,
other parents, or any other member of the school community.

Parents are not permitted to disturb or interrupt teaching and other school proceedings, including those
pertaining to instruction and/or supervision of students at school or school-related activities. If a parent
wishes to have a detailed discussion about their child with a teacher, it is required that an appointment

be made with that teacher or other faculty member in advance. This process is to ensure the teacher or
faculty member can prepare and allow time for thorough discussion and scheduling.

Parents are welcome to wait in the school lobby area and check-in with the school receptionist or
secretary for appointment(s) with staff. Please do not enter classrooms or move about the school
hallways during school hours to assure security and safety for our students and staff.

If a parent has concerns with the services provided by the teacher to a child, the first discussion should
be with the teacher after scheduling an appointment with the teacher. If concerns continue after
discussion/meeting with the teacher, then the principal may be contacted by the parent.

At times, teaching and learning sequences may involve online/virtual sequences with teachers and
students. At no time are any online/virtual learning sequences to be recorded by anyone. No sound or
images are to be recorded at any time by anyone. This is protect the privacy of all individuals, both
students and staff involved in any online learning process.

Teaching and learning situations, either at school or online are private events between the teacher and
the students, and all students and staff deserve privacy as mandated by FOIP Act legislation. Parents are
not to participate or watch lessons at any time unless specifically invited to do so by the teacher for a
very specific situation or time frame. Again, at no time should any teaching and/or learning sequence
be recorded whether online or in-person.

Page 1 of 2



Aurora Academic Charter School Administrative Regulation
Category: B. Aurora School Governance and Operations

Code: AR 2040 Policy Name: Code of Conduct for Parents/Members
Issue Date September 4, 2019
Revision Date August 18, 2020
Review Year 2024

Persistent criticism of or interference with school programs, teacher performance, or interaction with
students or staff thatis unwarranted and/or unsubstantiated will not be tolerated.

The principal shall:

1. Provide parents with a copy and electronic access to the publicly posted Code of Conduct for
Parents/Member.

2. Investigate all complaints of bullying, intimidation, or harassment towards its administrators, staff,
students, volunteers, other parents, or any other member of the school community.

3. Ifitis determined through this investigation that a parent has not adequately followed BP 2040
Code of Conduct for Parents/Members, the principal will:

a. Make every reasonable attempt to meet with the parent.

b. Try to elicit the parents’s help to reach a satisfactory resolution.

c. If satisfactory resolution cannot be reached or if the behavior(s) persists, the principal according
to the Education Act, may ban the parent from the school. This must be done in writing, and
inform the parent that they are acting in contravention of the Education Act. This decision must
be made judiciously and with reasonable care.

d. This decision may be appealed to the superintendent in writing.

References:
BP 2040 Code of Conduct for Parents/Members
Education Act
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Issue Date September 29, 2005
Revision Date October 13, 2015
Review Year 2020

Background/Purpose:
Code of Ethics and Code of Conduct policy applies to all non-teaching staff of Aurora School

Policy Statement:

Non-teaching staff of Aurora School are expected to display ethical and professional conduct. This
commitment includes the proper use of authority and appropriate decorum in group and individual
behaviour when acting as representatives of Aurora School.

Guidelines:
1. Non-teaching staff must represent loyalty to the interests of Aurora School.
a. This loyalty supersedes the interests of advocacy or special interest groups.

2. Non-teaching staff must avoid any conflict of interest with respect to their fiduciary responsibility.
a. There must be no self-dealing or any conduct of private business or personal services between
any non-teaching staff and Aurora School, except as procedurally controlled to assure openness,
competitive opportunity, and equal access to otherwise "inside” information.
b. Non-teaching staff must not use their positions to obtain for their family members employment
with Aurora School.

3. Non-teaching staff do not have the authority to exercise individual authority over the organization
except as explicitly set forth in Aurora School policies or bylaws.

a. Non-teaching staff interacting with the Principal(s), Superintendent, and other staff must
recognize the lack of authority in any individual person or group of persons, except as noted
above.

b. Non-teaching staff interaction with the public, press, or other entities must recognize the same
limitation and their inability to speak for Aurora School.

c. Non-teaching staff will make no judgements of the Principals’, Superintendent’s or other staff
member’s performance except as the performance is assessed against explicit Aurora School
policies or bylaws by the official process.

4. Non-teaching staff cannot use Aurora School information for their own direct benefit or advantage.
This requires that such information be kept confidential whenever required in the best interest of
Aurora School.

a. That part of a meeting wherein financial information, negotiation strategies, or personal matters
may be disclosed shall be kept confidential. The proceedings of any meeting of Aurora School or
of any committee which are conducted in private — or any records — shall be kept in confidence
by all non-teaching staff of Aurora School.

5. Non-teaching staff will deal with outside entities or individuals, with members, and with all staffin a
manner that reflects fair play, ethics, and straightforward communication.

6. Non-teaching staff members must strive toward absolute integrity in their relationships with parents
and staff. They must not knowingly or carelessly by omission or commission misinform or mislead,
withhold information that should be disclosed, or do anything else to cast doubt upon the honesty,
integrity, or motives of any individual within the school community.
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Issue Date September 29, 2005
Revision Date October 13, 2015
Review Year 2020

7. Non-teaching staff shall meet expectations as reasonably required by school authorities, and they
shall meet contractual obligations unless released by mutual consent or according to law.

8. Non-teaching staff will treat students in a professional manner.
a. Non-teaching staff will interact with students in a manner that respects the rights and dignity of
all without prejudice.
b. Non-teaching staff, unless in the best interests of the student or as legally required, may not
divulge confidential information received during their duties.

9. Non-teaching staff will dress in a professional manner

Adherence to this code is required for employment and serves to assure confidence in the employees of
the Aurora School Ltd.
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Issue Date October 2, 1997
Revision Date October 13, 2015
Review Year 2020

Background/Purpose:
All members of Aurora School Board committees are responsible to the membership they serve. It is the

responsibility of the Board member/committee member to conduct his/her business and financial
affairs in a manner, which will not impair the public trust.

Definitions:
In this policy “pecuniary interest” has the meaning described in Section 80(1) of the School Act.

Policy Statement:

The School Act provides that a Board member shall disclose any pecuniary interest and abstain from
discussing and voting on certain matters. Every member of the Aurora School Ltd. who has directly or
indirectly any interest in any contract or transaction or in any business or undertaking, which provides
supplies or services of any kind to Aurora School Ltd., shall declare his/her material interest in the
forgoing. He/she then will absent him/herself from discussion and voting on such contract or
transaction.

Guidelines:

1. If a member has made a declaration in compliance with the above provisions and he/she has not
voted in respect of the contract or transactions, and if he/she has acted honestly and in good faith,
he/she is not accountable to the Board for any profit or gain realized and the contract or transaction
is not voided.

a. The above provisions apply to the members of the various Committees of the Board of
Directors. Each committee member in order to make sufficient disclosure is required to do so
not only to the committee members, but also to the Board of Directors in writing. Where
possible, this disclosure should take place prior to Board or committee discussions of the subject
matter, which may place the member in conflict of interest.

b. All nominees for election or appointment to committees of the Board of Directors or
representative on affiliated groups, including the School Council shall declare in writing all
possible potential conflict of interest. These shall be made known to the Board of Directors prior
to election/appointment.

2. A conflict of interest shall exist where a member of the Board of Directors or any of its committees
is privy to information that may be construed to be confidential and of benefit to that individual or
any organization with which he/she may be associated. In such situations a member shall be
required to give an undertaking that such information be kept confidential.

3. Nothing in this section shall prevent a member from briefly stating his/her position or interest in the
matter or from answering relevant questions from other members.

4. This policy is subject to the Aurora School bylaws and all relevant legislation, including the School
Act and Companies Act.

5. It shall be the responsibility of the Board or committee secretary to record in the minutes the
member's declaration.
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Issue Date October 2, 1997
Revision Date October 13, 2015
Review Year 2020

6. The Board of Directors shall have the final authority in any disputed conflict of interest

Accountability:
Board Members and Board Secretary in accordance with Section 81(1) of the School Act

References:
Refer to Section 14, Charter School Regulations
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Issue Date October 2, 1997
Revision Date October 13, 2015
Review Year 2020

Background/Purpose:
According to the School Act, each school must have a duly appointed Superintendent, approved by the
Minister of Education.

Policy Statement:
The Superintendent is the Chief Executive Officer of the Board and the Chief Education Officer of the
School.

Guidelines:

A.

B.

C.

D.

E.

The Superintendent is hired on a contract basis to provide Superintendent services in specific areas:

1. Ensuring that all professional staff are properly certified and to ensure that they maintain
certification while under contract

2. Attending Board meetings whenever possible and to actively participate on the Policy
Committee and the Recruitment Committee

3. Reporting to the Minister of Education through Alberta Education Regional Officers, any
irregularities in Board procedure, curriculum, evaluation provincial examinations, etc.

4. Implementing educational policies established by the Minister

5. Ensuring that students have the opportunity to meet the standards of education set by the
Minister

6. Ensuring that the fiscal management of the school by the secretary-treasurer is in accordance
with the terms or conditions of any grants received by the Board under this Act or any other Act.

7. Providing leadership and mentorship in all matters relating to education in the school

8. Acting as a mediator in any dispute situation which arises provided:
e The Board authorizes and directs the Superintendent to do so
e Both parties involved in the dispute are accepting of this role as mediator.

The Board shall appoint an individual Superintendent for a period of not more than 5 years with the
prior approval in writing of the Minister

The Chairperson is responsible for ensuring the Minister is notified forthwith of the Board’s
intention to appoint Superintendent.

The Superintendent shall carry out the duties assigned to the Superintendent by the Board

The Board will give notice to the Minister of Education of its intention to re-appoint the
Superintendent no later than (6) six months prior to his contract ending.

Accountability:
Board of Directors at five year intervals.

References:
School Act, sections 113, 114, 115
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Issue Date June 17 2008
Revision Date October 2015
Review Year 2020

Background/Purpose:
Pursuant to Section 113 of the School Act, the Board of Directors is mandated to employ a
Superintendent with the approval of the Minister of Education.

Policy Statement:
The Superintendent is the Chief Executive Officer of the Board and the Chief Education Officer of the
school, is responsible for the operations of the school, and is accountable to the Board of Directors.

Guidelines:
1. The Superintendent’s primary roles are to:

a.
b.
C.

e.

supervise the operation of Aurora School and the delivery of educational programs
implement educational policies established by the Minister, and Alberta Education
ensure that Aurora School students are given the opportunity to meet the standards of
education set by the Minister

ensure that the fiscal management of Aurora School is in accordance with the terms and
conditions of any grants received by the Board

provide leadership in all matters related to education at Aurora School

2. The Superintendent is the Board’s primary link to the operation of Aurora School. As such, the
Superintendent will have the following primary responsibilities and authority:

d.

to implement the Board’s goals and to ensure that Aurora School’s mission and vision are
fulfilled according to the charter

to attend, participate, and provide advice at all meetings of the Board, except when requested
not to do so by the Board. The Superintendent shall provide the Board with accurate, timely
reports and information on all matters relating to the operations and performance of Aurora
School so as to enable the Board to make informed decisions

to ensure that all programs in Aurora School comply with the standards outlined in the Program
of Studies set out by Alberta Education

to appoint personnel as per Board policy and to report such appointments to the Board

to ensure that all teachers at Aurora School meet the standards of acceptable teaching within
the province of Alberta through the development and implementation of appropriate
professional development programs and opportunities, teacher performance appraisal
programs and policies, and implementation of remediation when necessary

to establish and maintain a program of public relations to keep the public well-informed of the
activities and needs of Aurora School and to foster a cooperative working relationship between
the school and the community

to ensure that all employment contracts are prepared and administered in keeping with the
goals and financial resources of Aurora School

to ensure that Aurora School’s Three Year Education Plan, Annual Education Results Report, and
annual budget are prepared and implemented according to the goals of Alberta Education and
the Board

to develop with the Board mutually agreed upon annual Superintendent priorities, goals, and
action plan

to ensure the lease, maintenance, and operations of Aurora School facilities are in order
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Issue Date June 17, 2008
Revision Date October 13, 2015
Review Year 2020

3. As part of the Superintendent’s responsibility to provide information to and counsel the Board, the
Superintendent shall:

a.
b.
C.

submit timely and accurate data on any school matter to the Board as requested

advise the Board of any relevant trends, activities, or changes that occur within Aurora School
advise the Board if, in the Superintendent’s opinion, the Board is not in compliance with its own
policies

inform the Board of any directives or communications from the Deputy Minister to the
Superintendent

4. The Superintendent shall ensure that Aurora School’s assets are properly maintained and reasonably
protected from risk. To do this, the Superintendent shall:

a.
b.

ensure that the Board and staff are not unreasonably exposed to risk of liability

ensure that the school’s intellectual property, information, and files are reasonably protected
from loss or significant damage

ensure that the administration of school funds is done under controls that are sufficient to meet
the external auditor’s standards to ensure the lease, maintenance, and operations of Aurora
School facilities are in order

Accountability:
Monitored by Board of Directors in conjunction with Superintendent’s performance review cycle.
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Aurora Academic Charter School Policy

Category: B. Aurora School Governance and Operations

Code: BP 2052 Policy Name: Evaluation of the Superintendent
Adopted October 21 2008
Revision Date April 17, 2019
Review Year 2020

Background/Purpose:
Pursuant to Section 113 of the School Act, the Board of Directors is mandated to employ a
superintendent of schools with the approval of the Minister of Education.

Policy Statement:

The superintendent is the Chief Executive Officer of the Board and the Chief Education Officer of the
school jurisdiction. The Superintendent is responsible for the operations of the school, and is
accountable to the Board of Directors. The Board will annually review the performance of the
Superintendent.

Guidelines:

1. Each fall, the Board will formally review the Superintendent’s performance for the preceding school
year. The Superintendent’s performance review will begin each year no later than March and
conclude by June and a report will be made to the Board at their June board meeting. The review
will be guided by the Superintendent Leadership Quality Standard document.

2. Every third year or sooner, or as the Board deems necessary, the Board shall retain the services of
an independent consultant to conduct a complete review of the Superintendent’s performance. The
consultant will independently plan and implement the review including the selection of individuals
to participate in the review.

Accountability:
Monitored annually by the Board of Directors.

References:
Superintendent Leadership Quality Standard (September 1, 2019)
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Aurora Academic Charter School Policy ‘
Category: B. Aurora School Governance and Operations \

Code: BP 2060 Policy Name: Role and Supervision of School Based Administration
Issue Date October 2, 1997
Revision Date May 20, 2020
Review Year 2025

Background/Purpose:

The Principals and Assistant Principals are integral parts of the administrative team at Aurora Academic
Charter School. The school-based administration must display educational and instructional leadership in
the operations of Aurora School. This policy is compliant with the Alberta Education Act and Leadership
Quality Standard.

Policy Statement:
The Board of Directors recognizes the Alberta Education Leadership Quality Standard for School Leaders
in Alberta as an accepted performance expectation for school-based administration.

A. Role of the Principals
The Principals at Aurora School are key members of the leadership team. Reporting to the
Superintendent, each Principal will demonstrate leadership qualities expected of Aurora staff
and community along with all related Alberta Education legislation and regulations. The
Superintendent and Aurora Charter School Board of Directors expect the Principals to be
instructional leaders and learning facilitators, managers, school community facilitators,
visionaries, and problem solvers. The Board further expects that school Principals shall carry out
their responsibilities in accordance with the Aurora Charter and Articles of Association, Alberta
Education policies and regulations, Alberta Education Leadership Quality Standard, and
applicable provincial and federal statutes.

B. Role of the Assistant Principals
The Assistant Principals (APs) at Aurora School actively participate in the administration of the
school. As a member of the administrative team, the APs work in a professional manner at all
times and exemplify the qualities necessary to fulfill the expectations of the Alberta Education
Leadership Quality Standard and Alberta Education Act and associated regulations. The APs
report directly to the Aurora Principals.

C. Duties of the Principals

1. The Principals shall provide opportunities for the staff and School Council to provide advice on
school-based decisions related to any matter related to school operations. This includes advice
on:
a. programs, instructional services and co-curricular activities; and
b. the allocation of funds to support the programs, instructional services and co-curricular

activities.

2. The Superintendent may assign to the Principals other duties, responsibilities and obligations.
Prior to September 30th of each year, the Principals will notify all staff of the key duties of each
member of the administration team.
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Aurora Academic Charter School Policy

Category: B. Aurora School Governance and Operations

Code: BP 2060 Policy Name: Role and Supervision of School Based Administration
Issue Date October 2, 1997
Revision Date May 20, 2020
Review Year 2025

D. The leadership roles identified by the Alberta Education Leadership Quality Standard include:

e Fostering Effective Relationships:
The school leader builds positive working relationships with members of the school
community and local community.

® Modeling Commitment to Professional Learning:
A leader engages in career-long professional learning and ongoing critical reflection to
identify opportunities for improving leadership, teaching, and learning.

e Embodying Visionary Leadership:
A leader collaborates with the school community to create and implement a shared vision
for student success, engagement, learning and well being.

e Leading a Learning Community:
A leader nurtures and sustains a culture that supports evidence-informed teaching and
learning.

® Supporting the Application of Foundational Knowledge about First Nations, Métis and Inuit:
A leader supports the school community in acquiring and applying foundational knowledge
about First Nations, Métis, and Inuit for the benefit of all students.

® Providing Instructional Leadership:
A leader ensures that every student has access to quality teaching and optimum learning
experiences.

e Developing Leadership Capacity:
A leader provides opportunities for members of the school community to develop leadership
capacity and to support others in fulfilling their educational roles.

e Managing School Operations and Resources:
A leader effectively directs operations and manages resources.

e Understanding and Responding to the Larger Societal Context:
A leader understands and appropriately responds to the political, social, economic, legal and
cultural contexts impacting schools and the school authority.

E. Supervision of School Based Administration
1. The Principals at Aurora School will demonstrate leadership qualities expected of Aurora staff
and community as described in the Education Act and Leadership Quality Standard. Principals
will employ active supervision of their respective Assistant Principals and office administration
team. The Superintendent or designate is responsible for the supervision of the Principal.
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Category: B. Aurora School Governance and Operations

Code: BP 2060 Policy Name: Role and Supervision of School Based Administration
Issue Date October 2, 1997
Revision Date May 20, 2020
Review Year 2025

Accountability:

Annually by Superintendent for Principals and Principals for Assistant Principals.

References:
Alberta Education Act
Alberta Education Leadership Quality Standard
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Aurora Academic Charter School Administrative Regulation ‘
Category: B. Aurora School Governance and Operations \

Code: AR 2060 Policy Name: Role and Supervision of School-Based Administration
Issue Date October 13, 2015
Revision Date May 20, 2020
Review Year 2025

Objective:

The Principals at the Aurora School will demonstrate leadership qualities expected of Aurora staff and
community as described in The Education Act and Alberta Education Leadership Quality Standard. This
regulation provides direction for operationalization of the intentions of Board Policy 2060.

Responsibility:
Superintendent and Principals

Regulation:

1. The Principals will develop their professional growth plan and annual goals to reflect Aurora School
leadership commitments as addressed in policy and in alignment with the Alberta Education
Leadership Quality Standard.

2. The Principals report directly to the Superintendent who is responsible for the supervision and
evaluation of the Principals. Performance review will be undertaken annually by the Superintendent.
The performance review will be based on Aurora policies and regulations, the Alberta Education
Leadership Quality Standard, and the Education Act.

3. The Principals will provide action plans that reflect the findings of the annual review. Should there be
major performance issues, these will be communicated in writing by the Superintendent and/or
designate at a time frame provided to address such issues with appropriate support provided.

4. The Principals will provide annual written performance review of Assistant Principals to the
Superintendent by June 30th of each year.

References:

Board Policy BP 2060 Role and Supervision of School-Based Administration
Education Act

Alberta Education Quality Leadership Standard
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Issue Date February 26, 2014
Revision Date October 13, 2015
Review Year 2020

Background/Purpose:
It is recognized that recruitment and selection of school based administration is critical in maintaining

the educational program expected at Aurora.

Policy Statement:
The Aurora Board of Directors believes that the process of filling administrative vacancies should be

completed through selection teams, and be fair, objective, and based on merit, resulting in the selection
of the best candidate for the job.

A. Rationale
This policy has been developed and approved by the Board of Directors for the purpose of clarifying
procedures and expectations associated with the selection of Aurora School leaders (Principal and
Assistant Principals). Aurora Charter School is committed to identifying and selecting the candidate
best suited for each available administrative vacancy.
B. Guiding Principles
The Board believes that the recruitment and selection of administrative personnel is a shared
responsibility between the Board and the Superintendent. The Board further believes strong
leadership and administration for the school are essential to the effective and efficient operation of
the Aurora Charter School.
C. Formulafor Adding Additional Administrative FTE
1. The Aurora Board of Directors recognizes that school-based administrative support will need to
increase to keep pace with expected enroliments.
2. Forthe purposes of determining the FTE of administrative positions at Aurora, a 1.0 FTE
Administrator per 250 pupils will be appointed on a pro-rated basis.
3. Where Early Child Services are a part of the regular school program, pupils of such program shall
be counted as .5 of a pupil for determining allowances.
Guidelines:

Selection of the Principal
When a Principal or Assistant Principal vacancy occurs, the Superintendent will implement the
following protocol:
i.  Develop a Principal profile statement through consultation with the Board Chair, staff and
Schoo! Council.
ii.  Advertise the vacancy both internally and externally.
iii.  The Superintendent will establish the short list of candidates for interview.
iv. Only applicants with a Master’s Degree or have this level of education underway will be
short listed.
V. The Principal candidates selected for an interview will be interviewed by the Superintendent
and three Board directors.
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Issue Date February 26, 2014
Revision Date October 13, 2015
Review Year 2020

vi.  Inthe case of an Assistant Principal (AP) vacancy, participants in the interview process will
include the Superintendent, the Principal, and one or more Board directors.
vii. In the case where a short term AP appointment is necessary, the Superintendent will make
this appointment in consultation with the Principal.
viii.  The decision to hire should be made by a consensus of the interview team.
ix All appointments involving an administrative allowance must be recommended by the
Superintendent and approved by the Aurora Board of Directors.
x.  All offers of employment shall be conditional on the successful applicant providing a
Criminal Records Check and a Child Welfare Check that is acceptable to the Superintendent
of designate.

Accountability:
Monitored by Board of Directors and Superintendent after each appointment process.
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Issue Date February 1, 1999
Revision Date October 13, 2015
Review Year 2020

Background/Purpose:
The role of the Teacher should reflect Aurora School’s philosophy and organization

Policy Statement:
Teachers have a specific role to play in Aurora School.

Guidelines:

A. Ingeneral:
1. The Teacher is responsible for:

a) the achievement of the mission and educational goals established for the school as stated in
the charter

b) the implementation of Board policies and administrative directives within the contractual
agreement

c) the maintenance of professional relationships with school staff, students, parents, and other
affiliated groups or organizations

B. Inthe classroom:
1. The Teacher will:
a) provide a comfortable and a positive learning environment
b) provide classroom management procedures, which include:
effective time management
established classroom routines
proper discipline and reinforcement of positive behavior
e student responsibility in such areas of homework assignments, notebooks, and
accepting responsibility for their actions
c) provide appropriate classroom instruction reflecting:
knowledge and coverage of the required curriculum
long range unit and daily plans
cooperative planning
e varied teaching techniques that encourage student participation within the framework
of the Aurora mandate

Accountability:
Annual monitoring by Principals and Superintendent

References:
School Act, Section 18
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Issue Date May 13, 1998
Revision Date October 13, 2015
Review Year 2020

Background/Purpose:

Boards are required to maintain records of all proceedings of Board meetings and Board Committee
meetings including agenda and minutes. In addition, the approved budget, by-laws, legal agreements,
accounts and financial statements are available to School employees and members.

Policy Statement:
The Board will maintain accurate records of all proceedings of the Board and Board committee meetings

required by the School Act.

Guidelines:
Responsibilities will be shared among several groups or organizations.

1. The following records and documents will be kept on file at Aurora School’s central office and be
made available to school employees and members upon request:

a.
b.
C.
d

e.

The approved agendas and minutes of public Board meetings

Record of proceedings of all Board committee meetings

The annual budget approved by the Board

All legal agreements entered into by the Board (exclusive of student or employee records or
contracts)

Audited financial statements for the previous year's operations

2. The Secretary of the Board/Respective Board Committees is responsible for the maintenance of
recorded minutes and records.

3. The Board Secretary is responsible for responding to request from school employees or members
for public documents and records.

Accountability:
Annual monitoring by Board of Directors.

Pagel1of1



Aurora Academic Charter School Policy

Category: B. Aurora School Governance and Operations

Code: BP 2090 Policy Name: Board Committees
Issue Date October 2, 1997
Revision Date April 18, 2016
Review Year 2020

Background/Purpose:

The function of a committee is to advise the Board of Directors. This is accomplished by conducting
comprehensive discussions and/or preparing recommendations regarding matters referred by the Board
or on issues initiated by a committee.

Policy Statement:

The Aurora School Board believes that its duties can best be carried out if Board members are given an
opportunity to meet in committees supplemental to Board meetings. It therefore supports the
formation of standing committees that allow Board members to participate equally in detailed
examination of governance issues. It also supports the formation of steering and ad hoc committees
with restricted membership that address clearly delineated topics.

Guidelines:

1. All committees shall function under Board of Director approved terms of reference.

2. The Chairperson of the Board of Directors shall be an ex-officio member of every committee of the
Board.

3. The Chairperson of the Board of Directors may actively participate in Board committees and has
voting rights.

4. Committees shall provide such recommendations to the Board of Directors as they deem advisable.
5. Committees shall meet as often as required.

6. Committees shall submit written reports to the Board of Directors when requested.

7. Each standing committee shall consist of at least one Board member.

8. The Board of Directors will, after the Annual General Meeting, appoint the Chairpersons for the
various standing committees.

9. Proceedings of the committee meetings shall be recorded and kept in the school.

Accountability:
Annual monitoring by Board of Directors
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Issue Date May 17, 2007
Revision Date October 13, 2015
Review Year 2020

Background/Purpose:
This policy is to provide direction with respect to the requirements of Alberta’s Freedom of Information
and Protection of Privacy legislation as it applies to Aurora School.

Policy Statement:

As a public organization, Aurora School will manage information in a manner which supports a
commitment to providing the public with open access while, at the same time, protecting the personal
privacy of the individual.

Aurora Charter School believes that the application of this policy will be subject to the following
principles:

1. To allow the right of access to any person to the records in the school’s custody or control, subject
only to those limited and specific exceptions stated in the Freedom of Information and Protection of
Privacy Act,

2. To control the manner in which the school collects personal information from an individual; to
control the use that the school may make of the information; and to control disclosure by the school
of that information,

3. To allow individuals, subject to limited and specific exceptions, the right to have information about
them which Aurora School holds,

4. To allow individuals the right to request corrections to information about them held by Aurora
School,

5. To provide an independent review of decisions made Aurora School pursuant to the Freedom of
Information and Protection of Privacy Act through the Office of the Commissioner.

Guidelines:
The Superintendent and Principals are responsible for the administration for this policy.

1. The Superintendent is designated as the Head for the purpose of the Freedom of Information and
Protection of Privacy Act (FOIP) and is responsible for ensuring Aurora School complies with the
provisions of the act.

2. The Secretary Treasurer is designated as FOIP coordinator and shall establish procedures and
practices to ensure appropriate administration of the legislation.

3. Aurora Charter School may charge fees pursuant to the Freedom of Information and Protection of
Privacy Act.

Accountability:
Annual monitoring by the Board of Directors.

References:
Freedom of Information and Protection of Privacy Act
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Issue Date October 2, 1997
Revision Date October 2015
Review Year 2020

Background/Purpose:
The Aurora School Board has a responsibility to keep the community accurately informed about the
activities pertaining to Aurora School.

Policy Statement:
The Aurora School Board supports the use of media and school-based communication mechanisms to
inform the members and/or public about Aurora School and its activities.

Guidelines:

1. Aurora School encourages and actively solicits contact with the media

2. All communications will be coherent and spoken with a unified voice

3. All media requests should be directed to the Board Chair, or the school’s designated media
representative as appointed. Staff and others associated with or purporting to represent the school
in any way, should not give a response to the media unless they have received prior approval from
one of the parties named above.

4. The Board Chair or designate is authorized to:
a. contact the media
b. speak with the media

c. issue press releases

Accountability:
Annual monitoring by Board of Directors.
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Issue Date May 7, 2001
Revision Date October 13, 2015
Review Year 2020

Background/Purpose:

The principles of natural justice support the provision of a mechanism for parents to appeal decisions
taken, or not taken, by school employees. In addition, the School Act requires boards to establish appeal
procedures with respect to decisions made by school employees that could significantly affect a
student’s education.

Policy Statement:
The Board supports the provision of an appeal procedure to allow appeals of decisions made by an
employee of Aurora School on any matter that may significantly affect the education of a student.

Guidelines:

1.

Concerns that begin in the classroom should first be discussed with the classroom teacher

Concerns of a parent regarding decisions made that significantly affect the education of a student
(including those concerns not resolved at the classroom level) should be discussed with the school
Principal.

If a satisfactory resolution is not achieved, the parent is to be referred to the Superintendent, who
will review the decision and recommend the action he/she deems appropriate.

If the parent is still not satisfied with the decision, the Superintendent will inform them of their right
to appeal to the Board of Directors of Aurora School.

Upon receipt of the written request for an appeal, the Superintendent will so inform the Board of
Directors of the request.

The Chair of the Board of Directors will advise the parents (in writing) of the date, time, and location
of the appeal hearing, and inform the parents of the right to be accompanied by a single advocate
(at the parent’s expense). The Chair will also notify the superintendent and the principal of the
date, time, and location of the appeal hearing.

The Board shall:

7.1.1  Hear the appeal

7.1.2  Call any expert resources required to assist with the decision
7.1.3  Make a decision regarding the disposition of the appeal

7.1.4  Inform the parents, in writing, of their decision within 15 days

Decisions of the Board regarding placement of a student in a special education program, expulsion
of a student, or amount and payment of fees or costs may be reviewed by the Minister.

Accountability:
Annual monitoring by the Board of Directors.

References:
Refer to Sections 124 and 125, School Act
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Aurora Academic Charter School Policy

Category: C. General School Admission

Code: BP 3150 Policy Name: School Fees
Adopted January 27, 2011
Revision Date September 17, 2018
Review Year 2020

Background/Purpose:

The purpose of this Board Policy 3150 — School Fees is to provide clarity, consistency and accountability
on permissible fees and costs that may be charged to parents/guardians of students that attend our
Aurora Academic Charter Schools. This policy will assure that Aurora Academic Charter School fees and
related schedules are compliant with Alberta Education and School Act expectations and associated
regulations.

Policy Statement:

Fees will be charged to parents/guardians upon registering their child/children with Aurora School.
These fees will follow Alberta Education and School Act policies and regulations to assure a fair and
accountable system for all stakeholders.

Guidelines:

1. The Aurora Superintendent and Secretary Treasurer, in consultation with Aurora Principals, will
annually review the Aurora school fee schedule as part of the budget review process.

2. Adraft fee schedule and rationale for increasing, decreasing or retaining fees will be presented
to parents/guardians at the School Council and school website. Input from parents/guardians is
requested in a reasonable time frame.

3. The Secretary Treasurer will present the annual fee proposal to the Aurora Board of Directors
during the spring budget proposal process. The Secretary Treasurer will outline the fee
schedule, rationale for increasing, decreasing fees or retaining fees, and any proposal of new
fees (if applicable).

4. The fee schedule clearly defines what the fees cover. Fees charged to parents/guardians may
include and are not limited to:

Transportation fees

Technology user fees

Fees for optional courses and related consumables

Field-trips

Extracurricular fees

Activity fees

Lunch supervision fees

Yearbooks

Other fees to enhance education over above basic education requirements and

accountabilities (Kindergarten to Grade 9)

N
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Category: C. General School Admission

Code: BP 3150 Policy Name: School Fees
Adopted January 27, 2011
Revision Date September 17, 2018
Review Year 2020

5. Parents for whom Aurora fees may cause hardship may submit a written request to their school
principal for one or more fees to be waived for a particular year period. A form for requesting
fee waiver can be found in Aurora Administrative Regulation (AR) 3150. Note: A principal may
adapt fee payment schedule or waive particular fees for parent(s)/guardian(s) on a case by case
basis when the parent/guardian demonstrates financial difficulty.

6. The Aurora principal will review completed Request for Waiving Fees form and inform
parent/guardian within ten (10) working days of receipt of the written request. Request for
waived fees not approved by the principal can be appealed to the Secretary Treasurer.

7. If for any reason a student for whom fees have been paid, does not attend Aurora or utilize
benefits for fees collected, the parent/guardian may request in writing, that fees be refunded.
Written request for fee refunds should be addressed to the Aurora Secretary Treasurer who will
reply within ten (10) working days.

Accountability:

The Aurora annual consolidated fee revenue schedule will be reviewed annually by the Board of
Directors and Superintendent in conjunction with annual budget. This process, when required by
current policies and regulations, will include submission and approval by Alberta Education.

References:

The School Act

School Fees and Costs 101/2017 Regulation
AR 3150 — School Fees
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Aurora Academic Charter School Administrative Regulation

Category: C. General School Admission

Code: AR 3150 Policy Name: School Fees
Issue Date October 16, 2017
Revision Date September 17, 2018
Review Year 2020

Objective:

The purpose of this regulation is to provide clarity and accountability on permissible fees charged to
parent(s)/guardian(s) and independent students. This regulation will assure that Aurora Academic
Charter School fees and related revenue schedules are in alignment and compliant with Alberta
Education regulations and the Alberta School Act.

Responsibility:
Superintendent, Principals, and all Aurora Academic Charter School staff and programs
Regulation:

1) Fees and related schedules will be set annually by school administration (Principal) in
compliance with Alberta Education policy and approved by Aurora Superintendent, Aurora
Board of Directors and Alberta Education;

2) All fees and related schedules will be clear, transparent, and accountable to assure
understanding by all stakeholders;

3) All students will have access to our core instructional programs irrespective of fees and related
schedules;

4) Fees will be assessed and used for the purposes clearly stated in the respective Aurora Academic
Charter School revenue schedule;

5) Fees charged for enhanced educational programs, goods, and/or services must adhere to the
direct costs associated with the particular enhancement;

6) School principals must submit annually a proposed fee schedule to the Superintendent and
Secretary Treasurer. This fee schedule will include existing fees and any proposed increases or
new fees. This fee schedule will be:

a. Made available to parent(s)/guardian(s);

b. Contained in the School Annual Report;

c. Reflect ongoing input from stakeholders (parents, students, staff, School Council, Board
of Directors, and Principals);

7) The Principal may waive or adjust fee payments for a student on a case by case basis
parent(s)/guardian(s) share clear evidence and proof of financial hardship or for compassionate
grounds.
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Aurora Academic Charter School Administrative Regulation

Category: C. General School Admission

Code: AR 3150 Policy Name: School Fees
Issue Date October 16, 2017
Revision Date September 17, 2018
Review Year 2020

REQUEST FOR WAIVING OF FEES FORM

Please return the completed form to your school principal. Please print clearly.

Date:

To the Aurora School Principal,

Please consider this request for the waiving of fees for my student for the period commencing

and ending

This request is being submitted because:

Name of Student: Grade:

Address:

Parent/Guardian name

Parent/Guardian signature

Cell Phone Number:

Home Phone Number:

Home E-mail address:

Work E-mail address:

References:
Board Policy BP 3150 School Fees
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Aurora Academic Charter School Policy Manual ‘
Category: C. General School Administration

Code: BP 3160 Policy Name: Conducting Research Studies
Effective Date June 17, 2020
Revision Date
Review Year 2025

Background/Purpose:

Aurora Academic Charter School is actively engaged in research to inform policy and practice. As a
Public Charter School in Alberta, innovation and research are expectations of our ongoing operations
coupled with strategic dissemination and knowledge mobilization. All research conducted at Aurora will
follow ethical principles to assure safety, confidentiality, and mutual benefit for our students, staff,
parents, and stakeholders.

Policy Statement:

Any and all research conducted within or in partnership with Aurora Academic Charter School by staff or
by external researchers must have approval by the Superintendent of Schools before the particular
research project is initiated.

Guidelines:

1. The Superintendent will be informed directly about any proposed research projects or surveys in a
timely manner.

2. All proposed research projects must successfully complete an Aurora ethics review that is approved
by the Superintendent, and the Principal(s) of the school(s) involved in the project. All proposed
research projects that are affiliated with a post-secondary teaching institution(s) must, in addition,
have a successfully approved ethics review for that particular institution(s).

3. Any research project may be terminated at any time by the Superintendent or designate.

4. Upon completion, all research projects conducted at Aurora must provide to the Superintendent an
abstract, executive summary and complete report of the particular research project and findings.

5. All approved research projects must be considerate of students’, teachers’, parets’, staff and
administrators’ schedules and work demands so as to not place an unreasonable time or work
demand.

6. The total number of research projects conducted concurrently will be limited to those approved by
the Superintendent so as to minimize disruption on our teaching and learning programs.

7. Any student, parent, staff member, board member or community stakeholder may opt-out of any
approved research project at any time.

Accountability:
Any and all research conducted at Aurora are accountable to the Superintendent of Schools.

References:

Alberta Education — Alberta Research Network
University of Alberta Research Ethics
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Aurora Academic Charter School Policy Manual ‘
Category: General School Administration

Code: BP 3500 Policy Name: Student Cumulative Records
Effective Date April 17, 2019
Revision Date
Review Year 2024

Background/Purpose:
To align student cumulative records procedures and processes with Alberta Legislation and Regulations.

Policy Statement:
To ensure that all student records are maintained and stored in compliance with the Alberta School Act
school records regulation by all staff with secure and confidential protocols.

Accountability:

Responsibility for each student record resides with the principal(s). The Superintendent will monitor and
ensure compliance with all stakeholders. Student records are to be maintained by the head secretary of
each school.

References:

AR 3500 - Student Cumulative Records

Student Record Regulation, Alberta Regulation 166/2018
Freedom of Information and Protection of Privacy Act
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Aurora Academic Charter School Administrative Regulation

Code: AR 3500

Objective:

Policy Name: Student Cumulative Records

Category: General School Administration \

Issue Date December 12, 2018
Revision Date April 17, 2019
Review Year 2024

To ensure that all students records are maintained and stored in compliance with the Alberta School Act
student records regulation by all staff with secure and confidential protocols.

Responsibility:

Responsibility for each student record lays with the principal(s). Student records are to be maintained
by the School Head Secretaries.

Regulation:

Guidelines and Procedures:
1. The student record must contain the following:
a. Allinformation affecting the decisions made about the education of the student that is
collected or maintained by Aurora School including:

i
ii.
iii.
iv.
V.
vi.

Vii.
viii.

Xi.
Xii.

Xiii.
Xiv.
XV.
Xvi.

XVii.
XViil.
XiX.

Student’s legal name as registered by legal parent(s)/guardian(s)

Legal name of the student’s legal parent(s)/guardian(s)

Alberta School Number (ASN)

Court approved custody arrangements

Birthdate of the student

Addresses, email addresses and telephone numbers of the student and of the
student’s parent/guardian

Student’s Birth Certificate

All Psychometric testing results

Any formal intellectual, behavioral, or emotional assessment or evaluation
requested by the parent or the school

Any health information the parent of the student or the student wishes to be
placed on the student record

The annual report card

Information about any out-of-school suspension of more than one day or
expulsion (to be removed on the 3rd anniversary of the suspension document
date, unless otherwise deemed the retention of such information to be for the
safety of the student and/or students and staff)

Indigenous and/or Francophone status as shared by legal parent(s)/guardian(s)
All Individual Program Plans (IPPs) and any amendments to the particular plan
Name change records where applicable

Current legal immigration documentation and expiration dates if applicable an
in compliance with current legislation and regulations

CTBS - Canadian Test of Basic Skills

PAT - Provincial Achievement Tests

Student record history from previous educational institution(s)

b. Student records must be retained for 7 years after graduating Grade 12. Retaining
records for longer than 7 years requires the authorization of the board.
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Category: General School Administration

Code: AR 3500 Policy Name: Student Cumulative Records
Issue Date December 12, 2018
Revision Date April 17, 2019
Review Year 2024

c. Disposal and disclosure of student records must be in accordance with the Personal
Information Protection Act and the Student Record Regulation.

d. Student records for withdrawn or graduating students are transferred to the receiving
school upon request by the School Head Secretaries. Outgoing electronic documents
sent by email must be encrypted.

e. Forincoming students a request is sent by the School Head Secretaries to the previous
education institution. Upon receipt, student records must be saved to the online
student record file.

References:

BP 3500 - Student Cumulative Records

Student Record Regulation, Alberta Regulation 166/2018
Freedom of Information and Protection of Privacy Act
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Aurora Academic Charter School Policy Manual

Category: General School Administration

Code: BP 3700 Policy Name: Crisis Policy
Effective Date September 18, 2019
Revision Date
Review Year 2024

Background/Purpose:

The Board recognizes its responsibility to the Aurora School community to provide crisis response, and
trauma-informed practice, when there are significant school or community events that could negatively
impact the mental health and wellness of students and school staff.

Policy Statement:
The Board will make reasonable efforts to ensure that crisis management plans commensurate with the
needs of Aurora Academic Charter Schools are developed.

Aurora School Principals, in consultation with the Superintendent, are directed to develop a Crisis
Intervention Activation Guide that anticipates the most probable circumstances of crisis and pre-plans
training and response procedures to be followed to minimize harmful or negative effects of the crisis.

Definition

1. Crisis
For the purposes of this policy statement, the word “crisis” is defined as any unusual situation, falling
under or impinging on the jurisdiction of the school that could interfere with the social-emotional and
physical wellbeing of students and staff.

Guidelines:

1. Minimizing risk and limitation of harm are fundamental considerations when developing a Crisis and
Trauma-Informed Management Plan.

2. Safety considerations for classes, school-related activities, buildings, and events are part of crisis
management.

3. The existence of a Crisis Management Plan does not preclude the use of professional judgment to
modify the plan when it is warranted.

4. The Board will promote a culture within the school that encourages consistent consideration for the
safety and well-being of students and staff in the creation and implementation of all plans, policies
and procedures.

Accountability:
School Principals
Superintendent will oversee Crisis Policy on a five year cycle or sooner if needed.

References:
AR 3700 Crisis Policy (under development)
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Aurora Academic Charter School Administrative Regulation

Category: D. Business Administration

Code: BP 4000 Policy Name: Annual Budget - Development
Issue Date May 16, 2016
Revision Date
Review Year 2020

Background/Purpose:
To provide direction for implementation of Board Policy on development of the annual budget

Policy Statement:
The Board of Directors will ensure that Aurora School maintains sound financial practices and policies.

Guidelines:
The Secretary Treasurer, under the supervision of the Director of Finance, and Superintendent, will:

1. develop the annual budget and present it for approval to the Board of Directors three weeks prior to
the Alberta Education deadline;

2. monitor school finances to ensure that revenues and expenditures stay within budgetary guidelines;

3. ensure that all financial reporting to Alberta Education be completed in a timely and forthright
manner;

4. provide to the Board of Directors a monthly breakdown of budgeted expenditures and revenue
along with a comparison to actual expenditures and revenues; and

5. provide Principals with a school-based annual budget.
Accountability:

Monitored annually by the Director of Finance, Secretary Treasurer, Superintendent and Principals

References:
Alberta Education Guidelines for the School Jurisdiction Budget Report
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Aurora Academic Charter School Policy

Category: D. Business Administration

Code: BP 4020 Policy Name: Administration of School Funds
Adopted December 3, 1997
Revision Date May 16, 2016
Review Year 2020

Background/Purpose:
Use of school funds must be transparent and responsible.

Policy Statement:
A spending protocol must be in place that clearly specifies the school’s spending lines of authority and
accountability.

Guidelines:
1. The Superintendent, Secretary Treasurer, and Principals have authority to make purchases up to
$5,000.

2. The signing officers of Aurora School can consist of the Superintendent, Secretary Treasurer and
designated Board members. All cheques are to be signed by two signing authorities. Any two (2) of
the designated people may sign. No one is to sign his/her own cheque.

3. The Board of Directors must approve all purchases over $5,000.

4. Only the signing officers of Aurora School as directed by the Board of Directors have the authority to

enter into financial contracts or act as financial agents for the school.

Accountability:
Monitored on a five year cycle as part of the Board of Directors annual work plan.

References:
AR 4020 Administration of School Funds
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Aurora Academic Charter School Policy

Category: D. Business Administration

Code: BP 4030 Policy Name: Expense Reimbursement
Adopted December 3, 1997
Revision Date April 18, 2016
Review Year 2020

Background/Purpose:

One of the main sustaining principles of Aurora School is that of volunteerism. Having said that, there is
a need to accommodate and reimburse certain expenses incurred by employees, Board members, and
volunteers on behalf of the school.

Policy Statement:

From time to time employees, Board members and volunteers incur expenses in the performance of
school-related duties for which they should be reimbursed. This policy does not apply to professional
development.

Guidelines:
The Board authorizes the Superintendent and/or Principals to pre-approve expense claims up to $500.

Accountability:
Monitored on a five year cycle as part of the Board of Directors annual work plan.

References:
AR 4030 Expense Reimbursement
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Adopted December 3, 1997
Revision Date October 13, 2015
Review Year 2020

Background/Purpose:
A small supply of cash is often needed in the day-to-day business of the school

Policy Statement:
The administration will secure and maintain a supply of petty cash with the Head Secretary for each

school division.

Guidelines:
Petty cash funds for each school division cannot exceed $200.00.

Accountability:
Monitored annually by the Board of Directors in conjunction with budget preparation.

References:
AR 4050 Petty Cash
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Issue Date October 13, 2015
Revision Date
Review Year 2020

Objective:

To provide direction for implementation of Board Policy 4050 regarding a petty cash fund.

Responsibility:
The administration will secure and maintain a supply of petty cash with the Head Secretary.
Regulation:

1. The Principals will be responsible for the control, custody, and accountability of the school’s petty
cash fund.

2. Petty cash funds must be kept secure at all times in an appropriate locked cash box.

3. Petty cash reconciliation must be completed every month with attached receipts.

References:
BP 4050 Petty Cash
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Aurora Academic Charter School Policy

Category: D. Business Administration

Code: BP 4100 Policy Name: Charitable Donations
Adopted October 2, 1997
Revision Date October 13, 2015
Review Year 2020

Background/Purpose:
Aurora School is a charitable organization.

Policy Statement:
The Secretary Treasurer is responsible for maintaining the charitable status business of the school.

Accountability:
Monitored annually by the Board of Directors in conjunction with the budget cycle.

References:
AR 4100 Charitable Donations
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Issue Date October 13, 2015
Revision Date
Review Year 2020

Objective:

To provide direction for the implementation of Board Policy regarding charitable donations.

Responsibility:

The Secretary Treasurer is responsible for maintaining the charitable status business of the school
Regulation:

1. Donations must conform to the Income Tax Act as it relates to charitable organizations.

2. Charitable receipts can only be signed by signing officers of Aurora School.

3. Itis the responsibility of the Secretary Treasurer to maintain all charitable and corporate

registrations in current status.

References:
BP 4100 Charitable Donations
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Adopted January 20, 2014
Revision Date October 13, 2015
Review Year 2020

Background/Purpose:
Use of school funds must be transparent and responsible.

Policy Statement:

The use of corporate credit cards should build efficiency by simplifying the acquisition, receipt and
payment of low-dollar-value purchases and travel expenses, supported by board policies and
procedures. Credit cards should only be used when other means are not feasible.

Guidelines:
Corporate credit cards may be issued to the Superintendent, Principals, or other staff who frequently

make purchases for the school.

Accountability:
Monitoring on a five year cycle by the Board of Directors in accordance with annual work plan.

References:
AR 4200 Corporate Credit Card Procedures
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Issue Date October 13, 2015
Revision Date
Review Year 2020

Objective:
To provide direction for the implementation of Board Policy 4200 regarding Corporate Credit Cards.

Responsibility:
Corporate credit cards may be issued to the Superintendent, Principals, or other staff who frequently
make purchases for the school.

Regulation:
A. Availability of Corporate Credit Cards

1.

School credit card holders must acknowledge through a completed School Credit Card Request
form that they have read and understood the Corporate Credit Card Procedures.

Approval from the Superintendent and Board Chair must be obtained prior to the issuance of a
corporate credit card.

B. Use of Corporate Credit Cards

1.

Corporate credit cards may be used for the following business purposes:

a. Payment for business related travel and meals

b. Fees to attend conferences and seminars

c. Supplies, including supplies required by staff or the school administration.
d. Other school related purchases as appropriate.

C. Restrictions on Use of Corporate Credit Cards

1.
2.

Corporate credit cards may not be used for personal expenditures of any nature.

Corporate credit cards are for the sole use of the individual whose name is imprinted on the
card.

The purchase limits, set out in Policy 4020: Administration of School Funds, apply to credit card
purchases (55,000 per transaction).

The splitting of payments in order to circumvent the requirements of the policy will be
considered an abuse of the card.

A maximum monthly credit limit of $10,000 will be given.

Misuse of the card may result in suspension of credit card privileges and/or disciplinary action
up to and including dismissal.

D. Payment of Credit Card Billings

1. Original receipts and credit card charge slips must accompany the statement for payment.
Unsubstantiated charges will be the responsibility of the card holder.
2. Goods returned, must be returned for credit on the card. Cardholders must not accept a cash
refund for returned goods.
References:

BP 4200 Corporate Credit Card Procedures
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Aurora Academic Charter School Policy

Category: E. Human Resources

Code: BP 5000 Policy Name: Recruitment and Selection
Adopted October 2, 1997
Revision Date November 20, 2017
Review Year 2022

Background/Purpose:
Recruitment and selection of staff is critical in maintaining the high quality of staff needed at Aurora
School.

Policy Statement:
Aurora School believes that the process of filling staff vacancies should be fair and objective, based on
merit, resulting in the selection of the best candidate for the job.

Guidelines:
Unless specifically indicated this policy is applicable to all staff at Aurora School.

Accountability:
Monitored annually by the Superintendent of Schools and on a five year cycle by the Board of Directors in
accordance with annual work plan.

References:
AR 5000 Recruitment and Selection
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Aurora Academic Charter School Administrative Regulation

Category: E. Human Resources

Code: AR 5000 Policy Name: Recruitment and Selection
Issue Date October 13, 2015
Revision Date January 24, 2019
Review Year 2020

Objective:
To provide direction for implementation of Board Policy 5000 on the recruitment and selection of staff.

Responsibility:
Superintendent.

Regulation:
A. Recruitment
1. Recruitment during a given year will be coordinated by the Superintendent.
2. Aurora School will post all staff vacancies for a period of seven (7) calendar days.

a) Aurora School staff will be considered for posted vacancies, provided that a written
application is submitted to the Principal or Superintendent, as applicable, prior to the
closing date for competition.

3. Where Aurora School wishes to receive applications from external candidates, consideration
may be given to advertising through appropriate, cost—effective mediums.

4. Advertisements for staff vacancies will be developed by the Principal or Superintendent, as
applicable. Advertisements may contain information on:

a) the nature of the staff vacancy

b) key responsibilities and required qualifications

c) advertisements will highlight the benefits of working at Aurora School and reference

d) teaching philosophy

e) curriculum

f) class size

g) parental engagement

h) discipline

5. Applications received for staff vacancies will be screened by the Superintendent and/or

Principal(s).

B. Selection
1. School-based administration and the Superintendent will assess the suitability of applicants for
staff vacancies.

2. Candidates will be assessed based upon the following factors:
education

experience

values

knowledge

skills/abilities

personal suitability

D oo T o

3. Assessments will include the following:
a. structured interview(s) (focusing on a behavioral approach)
b. extensive reference checks with supervisors, colleagues, and parents of former students
c. validation of formal qualifications
d. criminal reference checks provided by the applicant
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Aurora Academic Charter School Administrative Regulation

Category: E. Human Resources

Code: AR 5000 Policy Name: Recruitment and Selection
Issue Date October 13, 2015
Revision Date January 24, 2019
Review Year 2020

e. where appropriate, in-class observation

4. School-based administration and the Superintendent will develop detailed interview plans for all
interviews, outlining the questions that will be asked of each candidate.

5. School-based administration and the Superintendent will develop detailed, evaluative
summaries for each candidate assessed through the selection process.

C. Offer of Employment
1. The Principal will make a recommendation for hire to the Superintendent of Aurora School.

2. The Superintendent, in consultation with the Principals will be responsible for extending an offer
of employment.

D. Unsuccessful Candidates
1. The Superintendent will ensure all applicants who are not successful are contacted. The purpose
of this contact will be to:
a. advise the employee that they were not successful
b. provide feedback arising from the assessment process

E. Nepotism

Aurora School staff

1. In filling staff vacancies preferential treatment will not be given to friends or relatives of
employees. Individuals may not be employed in positions where they are subject to the direct or
indirect influence of a family member.

2. Relatives are defined as: husband, wife, common-law spouse, son, daughter, parent,
grandparent, grandchildren, brother, sister, brother-in-law, sister-in-law, parent-in-law,
daughter-in-law, son-in-law, aunt, uncle, niece, nephew, step-son, step-daughter, step-brother,
step sister, step-parent.

References:
BP 5000 Recruitment and Selection
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Aurora Academic Charter School Administrative Regulation

Category: E. Human Resources

Code: AR 5000 Policy Name: Recruitment and Selection
Issue Date October 13, 2015
Revision Date January 24, 2019
Review Year 2020

e. where appropriate, in-class observation

4. School-based administration and the Superintendent will develop detailed interview plans for all
interviews, outlining the questions that will be asked of each candidate.

5. School-based administration and the Superintendent will develop detailed, evaluative
summaries for each candidate assessed through the selection process.

C. Offer of Employment
1. The Principal will make a recommendation for hire to the Superintendent of Aurora School.

2. The Superintendent, in consultation with the Principals will be responsible for extending an offer
of employment.

D. Unsuccessful Candidates
1. The Superintendent will ensure all applicants who are not successful are contacted. The purpose
of this contact will be to:
a. advise the employee that they were not successful
b. provide feedback arising from the assessment process

F. Nepotism

Aurora School staff

1. In filling staff vacancies preferential treatment will not be given to friends or relatives of
employees. Individuals may not be employed in positions where they are subject to the direct or
indirect influence of a family member.

2. Relatives are defined as: husband, wife, common-law spouse, son, daughter, parent,
grandparent, grandchildren, brother, sister, brother-in-law, sister-in-law, parent-in-law,
daughter-in-law, son-in-law, aunt, uncle, niece, nephew, step-son, step-daughter, step-brother,
step sister, step-parent.

References:
BP 5000 Recruitment and Selection

Page 2 of 2



Issue Date October 13, 2015
Revision Date
Review Year 2020

3. Assessments will include the following:
a. structured interview(s) (focusing on a behavioral approach)
extensive reference checks with supervisors, colleagues, and parents of former students
validation of formal qualifications
criminal reference checks provided by the applicant
where appropriate, in-class observation

P eoT

4. The Recruitment Committee will develop detailed interview plans for all interviews, outlining
the questions that will be asked of each candidate.

5. The Recruitment Committee will develop detailed, evaluative summaries for each candidate
assessed through the selection process.

D. Offer of Employment
1. The Recruitment Committee will make a recommendation for hire to the Superintendent of
Aurora School.

2. The Superintendent, in consultation with the Principals will be responsible for extending an offer
of employment after the approval of the Board of Directors.

E. Unsuccessful Candidates
1. The Superintendent will ensure all applicants who are not successful are contacted. The purpose
of this contact will be to:
a. advise the employee that they were not successful
b. provide feedback arising from the assessment process
c. outline areas where the candidate can improve

F. Nepotism

Aurora School staff

1. Infilling staff vacancies preferential treatment will not be given to friends or relatives of
employees. Individuals may not be employed in positions where they are subject to the direct or
indirect influence of a family member.

2. Relatives are defined as: husband, wife, common-law spouse, son, daughter, parent,
grandparent, grandchildren, brother, sister, brother-in-law, sister-in-law, parent-in-law,
daughter-in-law, son-in-law, aunt, uncle, niece, nephew, step-son, step-daughter, step-brother,
step sister, step-parent.

References:
BP 5000 Recruitment and Selection
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Aurora Academic Charter School Policy

Category: E. Human Resources

Code: BP 5010 Policy Name: Probationary Period
Adopted October 2, 1997
Revision Date November 20, 2017
Review Year 2021

Background/Purpose:
All new teachers and non-teaching staff must complete a probationary period of employment with
Aurora School.

Definitions:
“Probationary period for teachers means the time a teacher is employed under a probationary contract
as described in section 98(1) of the School Act.”

“Probationary period for non-teaching staff means the first three months of continuous employment.”
Policy Statement:

Aurora School requires that all newly hired teachers and non-teaching staff should serve a probationary
period prior to being appointed to a continuous position at Aurora School.

The purpose of the probationary period is to assess each new employee’s performance and to

determine his/her suitability for appointment to a continuous position.

Guidelines:
Unless specifically indicated, this policy is applicable to all newly hired employees at Aurora School.

Accountability:
Monitored annually by the Superintendent and on a five year cycle by the Board of Directors in
accordance with the annual work plan.

References:
AR 5010 Probationary Period
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Adopted October 13, 2015
Revision Date
Review Year 2020

Objective:
To provide direction for implementation of Board Policy regarding a probationary period of employment.

Responsibility:
Superintendent.

Regulation

A. Probationary Period
1. Al newly recruited staff members must complete a 12 month probationary period prior to their
being eligible for a continuous contract.
2. Newly hired staff members may only be appointed to a continuous position at Aurora School
when the employee has demonstrated performance satisfactory to the Principal.
3. A probationary contract of employment shall terminate on the June 30 next following the
commencement date specified in the contract.

B. Termination prior to completion of the probationary period
1. A probationary contract may be terminated by the Board subject to Section 107 of the School

Act.

2. A probationary contract may be terminated by a Teacher subject to Section 108 of the School
Act.
References:

BP 5010 Probationary Period
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Aurora Academic Charter School Policy

Category: E. Human Resources

Code: BP 5020 Policy Name: Orientation
Adopted October 2, 1997
Revision Date November 20, 2017
Review Year 2020

Background/Purpose:
Aurora School believes that all newly hired employees should be provided with an orientation to Aurora
School.

Policy Statement:
The purpose of the orientation is to integrate new employees to become productive employees, provide
information, and establish a commitment to Aurora School.

Accountability:
Monitored annually by the Superintendent and on a five year cycle by the Board of Directors in
accordance with annual work plan.

References:
AR 5020 Orientation
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Aurora Academic Charter School Administrative Regulation

Category: E. Human Resources |

Code: AR 5020 Policy Name: Orientation
Adopted October 13, 2015
Revision Date August 13, 2019
Review Year 2020

Objective:

To provide direction for implementation of the Board Policy regarding orientation of new staff.

Responsibility:

Principals, S

Regulation:

ecretary Treasurer

A. Orientation

1. Orientation includes giving new employees a full picture of Aurora School. New recruits should

lear

S3 T AT T S@ o000 T

n, respective to their position:

History

Mission, Vision, Values

Philosophy

School community

Structure and reporting relationships
Goals

Key responsibilities

Expectations and standards of performance for their position (TQS)
Curriculum and embellishments

Direct instruction model and strategies
Record Keeping

Reporting and evaluation

. Terms and conditions of employment

Health, safety and emergency procedures

2. Orientation should emphasize:

a.
b.

The uniqueness of Aurora School’s culture and teaching methodology
The value of individuals working collectively to achieve Aurora School goals

3. Orientation can include:

a. Meetings with the principal, the superintendent, and with other staff members
b. In-services
c. Mentorship with another staff member
d. Guided tour of the school
e. Follow-up survey in January of that year to assess the effectiveness of the orientation
process
References:
BP 5020 Orientation
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Aurora Academic Charter School Policy

Category: E. Human Resources

Code: BP 5052 Policy Name: Employee Benefits — Non-Teaching Staff
Adopted October 2, 1997
Revision Date March 19, 2018
Review Year 2020

Background/Purpose:
Aurora School employees should have an effective and competitive benefit plan.

Policy Statement:

Aurora School believes that employee benefits should be fair and equitable, encourage responsible
consumerism, be tax-effective, and be affordable for the employer and employees.

Accountability:
Reviewed as required by the Board of Directors.
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Aurora Academic Charter School Administrative Regulation ‘

Category: E. Human Resources |
Code: AR 5052 Policy Name: Employee Benefits — Non-Teaching Staff

Adopted September 9, 2019
Revision Date
Review Year As Required

Objective:
Outlines the operation and implementation of the Aurora School employee benefit plan.

Responsibility:
Employee enrolment in the Aurora School benefit plan is carried out by the Secretary Treasurer.

Regulation:
A. Benefit Plans

1. When the enrollment and other requirements of the insurer(s) have been met, the employer
shall take steps to contract for and implement the following group benefit plans:

Life Insurance

Accidental Death and Dismemberment

Dependent Life Insurance

Short-term Disability

Long-term Disability Insurance

Extended Health Care

Dental Care Insurance

Health Spending Account

Sm 0 o0 T

B. Payment of Premiums

1. The payment of contributions for the plan as set out in Section A above shall be as follows:

a. Life Insurance. The employee shall pay 100% of the cost of Life Insurance premiums.

b. Accidental Death and Dismemberment. The employee shall pay 100% of the cost of

Accidental Death and Dismemberment premiums.
c. Dependent Life Insurance. The employee shall pay 100% of the cost of Dependent Life
Insurance premiums.

d. Short-term Disability. The employer shall pay 100% of the cost of Short-term Disability

premiums.

e. Long-term Disability Insurance. The employee shall pay 100% of the cost of Long-term

Disability Insurance.

f. Extended Health Care. The employer shall pay 100% of the Extended Health Care premiums.
Dental Care Insurance. The employer shall pay 100% of the cost of Dental Care premiums.
Health Spending Account. The employer shall pay 100% of the cost of Health Spending
Account premiums

= @

C. Eligible Employees

1. Allemployees 0.5 FTE or greater shall be required to enroll in the benefit plans.
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Aurora Academic Charter School Administrative Regulation ‘

Category: E. Human Resources |
Code: AR 5052 Policy Name: Employee Benefits — Non-Teaching Staff

Adopted September 9, 2019
Revision Date
Review Year As Required

D. General Provisions

1. Notwithstanding Section B, the requirement to participate in Extended Health Care or Dental
Care insurance, as a condition of employment shall be waived for those employees who already
have group insurance coverage as dependents of their spouses and who therefore elect not to
participate. Further, employees with no dependents other than spouses may elect to take single
coverage in any Extended Health Care or Dental Care insurance plans if their spouses have single
coverage in the same or comparable plans.

2. The implementation and operation of the Aurora School Benefit Plan, hereinbefore referred to,
shall, at all times, be subject to and governed by the terms and conditions outlined in the
policies or contracts entered into with the underwriters of the plans.

Accountability:
Secretary-Treasurer

References:

BP 5052 — Employee Benefits — Non-Teaching Staff
Manulife Group Benefits Plan

NexGen Rx Health Spending Account
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Aurora Academic Charter School Policy

Category: E. Human Resources

Code: BP 5053 Policy Name: Leave of Absence — Non Teaching Staff
Adopted October 2 1997
Revision Date September 17, 2018
Review Year 2020

Background/Purpose:
Aurora School employees require leave from school from time to time.

Policy Statement:
Aurora School believes it is appropriate to provide support and assistance to employees who are unable
to work due to matters beyond their control.

Guidelines:
Aurora School provides leaves of absence for non-teaching staff, including Leave of Absence, including:

sick leave
maternal/parental leave
compassionate
Convocation

personal leave

ik wnN e

Accountability:
Annual review by the Board of Directors.
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Aurora Academic Charter School Administrative Regulation

Category: Human Resources \

Code: AR 5053 Policy Name: Leave of Absence — Non-Teaching Staff
Issue Date September 9, 2019
Revision Date
Review Year 2020

Objective:
Aurora School believes it is appropriate to provide support and assistance to employees who are unable
to work due to matters beyond their control.

Responsibility:
Secretary-Treasurer in consultation with school-based administration.

Regulation:
A. Sick Leave
1. Where approved by the employer, sick leave with pay will be provided for the purpose of

obtaining necessary medical or dental treatment or on account of injury, illness or disability.

The total amount of sick leave with pay taken in a school year shall not be more than:

a. ten (10) working days for full-time employees or proportion thereof an employee’s FTE.

b. For absences of more than three consecutive days, the employee must provide a medical
note.

For medical leaves qualifying for short or long term disability, employees must follow guidelines
as outlined in Aurora School’s group benefit plan.

B. Maternity Leave

1.

An employee who has completed 52 weeks continuous employment shall, upon his/her written
request at least six weeks in advance, be granted maternity/parental leave to become effective
at any time within 12 weeks of the estimated date of delivery, provided that the maternity leave
commences not later than the date of delivery.

If the pregnancy interferes with the employee’s job performance during the 12 weeks before
the estimated date of delivery, the employer can require the employee to start maternity leave.
This notice must be given in writing.

Maternity leave shall be without pay and benefits except for that portion of maternity leave
during which the employee has a valid health-related reason for being absent from work and is
also in receipt of sick leave, Employment Insurance (El), Supplemental Unemployment Benefits
(SUB), Short Term Disability (STD) or Long Term Disability (LTD). The total period of maternity
leave shall not exceed 18 months.

An employee on maternity or parental leave shall provide the employer with 6 weeks written
notice of readiness to return to work at which time the employer will reinstate the employee
into a position. The employee must be reinstated in the same or a comparable position with
earnings and other benefits at least equal to those received when the leave began.

Parents and/or adoptive parents are eligible for unpaid, job-protected parental leave as per
current Government of Canada legislation. Parental leave must be completed within 52 weeks
of the date a baby is born, or newly adopted child is placed with the parent.
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Aurora Academic Charter School Administrative Regulation ‘
Category: Human Resources \

Code: AR 5053 Policy Name: Leave of Absence — Non-Teaching Staff
Issue Date September 9, 2019
Revision Date
Review Year 2020

C. Compassionate Leave
1. Compassionate leave shall be approved by the employer in a case of critical iliness or death of
the employee’s spouse, son, daughter, father, mother, sister, brother, grandparent,
father-in-law, mother-in-law, daughter-in-law, sister-in-law, son-in-law, brother-in-law, or
grandparent of spouse:

a. forcriticalillness, up to four consecutive calendar days without loss of salary, provided that
such leave is taken within a five (5) consecutive day period, commencing with the date the
employee was notified of the illness

b. for death, up to five calendar days without loss of salary.

2. The length of leave provided for in Section C1 may be extended at the discretion of the
employer, should additional time be required for travel.

3. Forschool-based employees, notification of compassionate leave must be given to the principal.
For central office or whole-school staff, notification must be given to the secretary-treasurer.
The employer may require documentation to verify the reason for the absence.

4. Leave may be granted for up to one day to attend the funeral of someone not named in C.1.

D. Convocation
1. Leave of up to one calendar day without loss of salary shall be approved for an employee to
attend his/her convocation.

E. Personal Leave
1. In consultation with the principal and/or secretary treasurer, and with two weeks notice where
operationally possible, an employee may be granted up to one day personal leave with pay per
school year, except where circumstances put such a leave in conflict with the interests of the
school.

2. Any employee under contract for 61 to 100 days in a school year may be granted 1/2 day
personal leave with pay per school year.

F. Additional Leave

1. With approval of the superintendent, additional leave of absence may be granted by the
employer with or without pay.

References:
BP5053: Leave of Absence — Non-Teaching Staff
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Adopted February 1, 1999
Revision Date October 13, 2015
Review Year 2020

Background/Purpose:

The Board of Directors supports professional development opportunities for all staff members in their
individual pursuit of lifelong learning that enhances educational services for Aurora students. The Board
will also provide PD support in areas that the Board targets for organizational growth. According to the
Teacher Quality Standard (Ministerial Order #016/97), teachers are obligated to: “...engage in ongoing
professional development.”

Policy Statement:
The Board of Directors will support and encourage staff members who take the initiative in their
ongoing development of skills and competencies. The Board will allocate funds in the annual budget to

assist staff in participating in such professional growth.

Guidelines:
1. The Professional Growth Account is available to all permanent full-time and part-time staff

members. Staff members on Leave of Absence are not eligible.
2. Each eligible staff member has access to the account to a maximum of $1000 during the period of

September 1 to August 31 of each fiscal year. Part-time employees will be eligible for an amount
starting at $250 and prorated to their FTE above that amount.

Accountability:
Annual review by the Board of Directors.

References:
AR 5120 Staff Professional Development
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Adopted October 13, 2015
Revision Date
Review Year 2020

Objective:
To provide direction for implementation of Board Policy 5120 regarding staff professional development.

Responsibility:
The Principal(s) will be responsible for approval and the Secretary Treasurer for disbursement of funds.

Regulation:
It is the individual staff member’s choice to apply for PD funding. Unused funds can be carried over for
one year to a maximum of 50% of staff member’s allocated professional development funds.

Teachers are not responsible for covering substitute teacher costs out of their Professional Growth
Account.

For non-certified staff, the money must be used for work-related professional development and/or
training.

PROCEDURES

1. Staff members who wish to access PD funding support are to make application on forms made
available for this purpose.

2. Staff members must obtain approval from the Principal at least two weeks prior to activities that
require them to be out of school.

3. Approvals for PD expenses will be made by the Principal based on educational merit to Aurora
School program of studies.

4. The cost of teacher registration fees for the ATA Teachers’ Convention will be included in individual
teachers’ $1000 PD allocation.

5. The Principal may require teachers to attend particular professional development activities. In such
cases, Aurora School will pay the expenses and the teacher’s account is not affected.

6. The Board may also provide professional development support in areas that the Board targets for
organizational growth.

7. Reimbursement will be made for eligible account items upon presentation of original receipts.
8. Eligible expenses for PD include:

a. University/college Course Tuition
b. Conference, seminar, workshop
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Food when on PD (up to $20/lunch, $30/dinner) [receipts requ1red]

c.
d. Lodging when on out-of-town PD (up to $150/night)
e. Mileage when on out-of-town PD over 100km from Edmonton (52¢/km)
f. Parking when on PD (up to $20/day)
g. ATA conference workshops and Specialist Council conferences
h. Alcohol will not be expensed

References:

BP 5120 Staff Professional Development
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Background/Purpose:
Employee attire should be reflective of Aurora School’s traditional, student-centered, teacher-directed

approach.

Policy Statement:
Employees are required to wear appropriate business attire when in the school or representing the
school at official functions.

Accountability:
Monitored annually by Superintendent and reviewed on a five year cycle by the Board of Directors as
part of its annual work plan.

References:
AR 5130 Staff Attire
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Objective:
To provide direction for the implementation of Board Policy on staff attire.

Responsibility:
It is the responsibility of the Principals to ensure the implementation of and compliance with this policy
and regulation. In case of a disagreement, the Principals’ decision is final.

Regulation:

1. Staff must be well-groomed at all times (clothing clean, pressed).

2. For men, dress slacks/dress shorts with collared shirt (either long or short sleeve) and optional tie,
blazer, or sweater will be considered appropriate.

3. For women, dress slacks/dress shorts or skirt/dress with appropriate top and optional blazer or
sweater will be considered appropriate. Tank tops, halter-tops, and camisole tops are not
appropriate unless worn with a solid article of clothing over top.

4. The wearing of the approved school uniform by staff will be considered to be appropriate business
attire.

5. Denim jeans and athletic clothes are not appropriate for classroom wear.

6. Predetermined days that allow for exceptions to the dress code may occur from time to time
(certain non-uniform days, athletic days, certain field trips).

7. Physical Education teachers may dress appropriately for those classes. It is preferred that they
change into appropriate clothing for classroom teaching.

8. Appropriate footwear must be worn. Dress shoes, dress sandals, and casual shoes are appropriate
Flip flops and running shoes are not appropriate for classroom wear.

9. Simple jewelry may be worn by both women and men. Other than pierced ears, no other visible

pierced jewelry is appropriate.

10. Extremes in dyed, bleached, or colored hair, and visible tattoos are not appropriate.

References:
BP 5130 Staff Attire
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Background/Purpose:
The Board of Directors of Aurora School recognizes that excellence in education for students is
determined by the quality and commitment of their teachers.

Policy Statement:

The Board is committed to a process that ensures Aurora’s teachers are the best. To do that, the Board
will support its teachers toward their reaching the highest possible standards of “professional
obligation.” To this end, the Board supports a continuous program for its teachers that are consistent
with Alberta Education policies and regulations related to certificated teacher growth, supervision and
evaluation and to Aurora’s standards of professional obligation.

Guidelines:
A. The Board of Directors expects that the implementation of the teacher professional obligation,
supervision and evaluation policy will:

NGO AEWNR

ensure that a quality education is being offered to all students in the Aurora School

affirm the worth and dignity of all the parties involved

clearly communicate performance expectations

provide a basis for professional growth and development

acknowledge effective teaching/performance

assist teachers in the development of strategies/skills to support improved performance

assess the quality of instruction

provide information to be employed in decisions regarding permanent certification, awarding of
continuous contract, promotion, salary, dismissal and provision of reference

B. The teacher professional obligation, supervision and evaluation process recognizes the following:

1. communication of clear goals, expectations and criteria for performance by evaluators is
essential to effective teacher appraisal

2. theindividual has personal responsibility and accountability for his/her performance

3. in order to be effective at assessment and at facilitating teacher growth, evaluators must
possess a sound knowledge of what constitutes effective teaching

4. evaluators must possess the skills necessary to recognize, understand, and communicate what
constitutes effective performance for each teacher

C. OTHER
1. This policy does not restrict:

a. The Principal from taking disciplinary or other action, as appropriate, where the Principal
has reascnable grounds for believing that the actions or practices of a teacher endangers
the safety of students, constitutes a neglect of duty, breach of trust or refusal to obey a
Jawful order of the school authority.

b. The Board or Superintendent from taking any action or exercising any right or power under
the School Act.
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Accountability:
Annual review by the Superintendent and monitored on a five year cycle by the Board of Directors in

accordance with its annual work plan.

References:

AR 5200 Teacher Growth, Supervision and Evaluation
AR 5200.1 Appendix 1 Professional Growth Plan

AR 5200.2 Appendix 2Teacher Evaluation Report
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Objective:
To provide direction for implementation of Board Policy 5200 Teacher Professional Obligation, Growth,
Supervision and Evaluation.

Responsibility:
Each teacher employed at Aurora School under a probationary or continuing contract is
responsible for developing and implementing an annual Professional Obligation Growth Plan

Regulation:
A. PERSONAL PROFESSIONAL OBLIGATION

1. A Professional Obligation Growth Plan shall reflect goals and objectives that are specific and
measurable and that are based upon the teacher’s assessment of his/her learning needs.

2. A Professional Obligation Growth Plan shall take into consideration the educational plans of the
school as well as those of Alberta Education

3. A Professional Obligation Growth Plan shall clearly demonstrate a relationship to the “Teaching
Quality Standards” and to the professional obligation standards, vision and mission statement of
Aurora School.

4. Annual Professional Obligation Growth Plans are to be submitted to the Principal or designate
before October 31 of each school year for review and approval. At this time, they may be
modified in order to enhance effectiveness as required.

5. A written report/review of the annual Professional Obligation Growth Plan is to be submitted to
the Principal or designate before May 31 of each school year for review and approval. Each
teacher will have a meeting with the administration to determine his/her success in fulfilling the
plan.

6. Failure to submit a Professional Obligation Growth Plan as required may result in disciplinary
action.

B. SUPERVISION
1. The ongoing supervision of teachers by the Principal or designate is to include:
a. providing support and guidance to teachers
b. observing and receiving information from any source about the quality of teaching a teacher
provides to students
c. identifying the behaviors or practices of a teacher that for any reason may require an
evaluation.
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C. EVALUATION

1. Evaluation of a teacher may be conducted by the Principal:
a. upon written request by a teacher
b. for purpose of gathering information related to a specific employment decision
c. for the purpose of assessing growth in specific areas of practice
d. when, on the basis of information received, the Principal has reason to believe that the
teaching of the teacher may not meet the Teaching Quality Standard and Aurora’s
Professional Obligation Standard.

2. A recommendation by an authorized individual that a teacher be issued a permanent
professional teaching certificate or be offered employment under a continuing contract must be
supported by the findings of two or more evaluations of the teacher.

3. On initiating an evaluation, the Principal must communicate explicitly to the teacher
a. the reason for the evaluation
b. the process, criteria and standards to be used
c. thetime lines to be applied
d. the possible outcomes of the evaluation

4. Upon completion of an evaluation, the Principal must provide the teacher with a copy of the
completed evaluation report.

5. Where, as the result of an evaluation, the Principal determines that a change in the behavior or
practice of a teacher is required, the Principal must provide to the teacher with a notice of
remediation and may stipulate that the remediation strategies stated in that notice replace the
obligation of the teacher to develop and implement an Annual Professional Obligation Growth
Plan.

6. Completed performance appraisals and any related correspondence concerning the
performance of the employee will be placed in the employee’s personnel file.

a. An employee may request in writing, that records of a disciplinary nature be removed from
his/her personnel file after five (5) years from the date the disciplinary measure was
initiated. Such a request may only be made where no subsequent disciplinary records have
been placed on the employee’s personnel file.

D. APPEAL PROCEDURES
1. A teacher who disagrees with an evaluation may appeal it to the Superintendent as follows:

a. Submit a written letter of appeal to the Superintendent within two weeks of receiving the
evaluation report. Specific concerns related to the evaluation must be detailed in the letter
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b. Within two weeks of receipt of the appeal, the Superintendent will establish a procedure for
reviewing the evaluation. This may include:

iii.
iv.

V.

a review of the teacher’s file

a meeting with the teacher, his/her representative, evaluator, and other
administrative teacher as appropriate

additional observation(s) and evaluation of the teacher by another administrator

a review of documentation presented by the teacher and administrator pertinent to
the appeal

a review of other information related to the evaluation report or process

2. Upon completion of the review, the Superintendent or designate shall indicate in writing,
observations and recommendations regarding the appeal

3. The decision of the Superintendent is final

References:

BP 5200 Teacher Growth, Supervision and Evaluation
AR 5200.1 Appendix 1 Professional Growth Plan
AR 5200.2 Appendix 2 Teacher Evaluation Report
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BACKGROUND

The Board of Directors of Aurcra Schecl recognizes that excellence in education for students i determined
oy the guality and commitment of their teachers

POLICY STATEMENT

The Board is committed to a proces:s that ensures Aurora’s feachers are the kest. To do that, the Board will
support ifs teachers toward fheir reaching the highest possicle standards of “professional ockligation.” To this
end, fhe Boord suppors a confinucus program for ifs teachers that is consisfent with Aloera Education
policies and requlafions relofed fo certificated teacher growth, supervision and evaluatfion and to Aurcra's

standards of professional cbbgation.

GUIDELINES

A The Board of Directors expects that the implementation of the teacher
crofessional obligation, supervision and evaluation policy will:

ensure that a quality education is being offered to all students in the Aurcra School

2. affimn the worth and dignity of all the parties invelved
3. cleary communicate performmance expecifations
4.  provide a basis for professional growth and development
5. acknowledge effecfive teaching/pedformance
4. assist feachers in the developrment of strategies/skilks to support improved performance
7. aossess the qualfy of nsfruction
8. provide infomnation to lbe employed in decisicns regarding permanent certification, awarding of
continuocus confract, promotion, salary, dismissal and provision of references
E. The teacher professional cbligotion, supervision and evaluation process

recognizes the following:

mrmunication of clear goals, expectations and criferia for performances by evaluotors iz essentia
to effective teacher appraoisal
the individual has perscnal responsitiity and accountakility for his/her performance
3. in order tc be effective at assessment and at facilitating teacher growth, evaluators must possess a
sound knowledage of what constitutes effective teaching
4. evaluators must possess the skils necessary o recognize, understand, and communicate what

constitutes effective perfermance for each teacher
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PROCEDURES

A PERSOMAL PROFESSIOMNAL OBLIGATION

toch feacher employed of Aurcra Schocol under a probationary or confinuing contract s

responsible for developing ond implementing an annual Professicnal Okligotion Growth Plan

(=]

A Professicnol Okligafion Growth Plan shall reflect goalk and objectives that are specific and

rmmeasuvralkle and thot are based vpon the teacher's assessrment of hisf/her learning needs

3. A Professional Okligofion Growth Plan shall fake info consideration the educational plans of the
school as well as those of Aleerta Education

4. A Professional Okligofion Growth Plan shall clearly demonstrate a relationship to the "Teaching

Quakty Stfandard” and to the professional ckligation standards, vision and mission statement of

Aurcra school.

(3]

Annual Professicnal Oklgotion Growth Plans are to be submitfed fo the prncipal or designate
oefore Octokber 31 of 2ach school year for review and approval. At this fime, fthey may be
rmodified in crder o enhoance effectivensass as required.

4. Aowritten reportfreview of the annual Professional Okligation Growth Plan is fo be submitted fo the
principal or designate before May 31 of each school yeaor for review and approval. Bach teacher
will have a meeting with the administration to determine hisfher success in fulfilling the plan.

7. Failure to submit a Professional Okligation Growth Plan as required may result in disciplinary acfion.

B. SUPERWVISION

The ongoing supervision of teachers by the principal or designate it to include:

providing support and guidance fo feachers,

[

ocloserving and receiving information from any scurce about the gqualty of teaching a teacher
crovides to sfudents,

3. idenfifying the behaviors or practices of a feacher that for any reason may reguire an evalvation.

c. EVALUATION

Swvaleation of a teacher may be conducted by the principal:
a.  upon written request by a teacher
o. for pumpose of gathering information related te o specific employment decision

o for the purpose of assessing growfh in specific areas of practice
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d.  when, on the basiz of information received through supervizsion, the principal has
recson fo belfeve that the feaching of the teacher may not meet the Teaching
Gluality Stondard and Aurcra’s Professional Okligofion Standard.

ka3

Arecommendation by an authonzed individual thot a teacher be issved a permanent professional
teaching cerificate or be offered employment under a continuing contract must ke supporfed by
the findings of tweo or more evaluations of the teacher.
3. Oninifiating an evaluation, the principal must communicate explicifly fo the teacher:

a. fhe reascn for the evaluation

o. the process, criteria and stondards o be us=d

o fhe fime lines to be applied

d. fhe possible cufcomes of the evaluation
4. Upcn completion of an evaluation, the principal must provide the teacher with a copy of the
completed evaluvation report.

(3]

Where, as the result of an evaluation, the principal defemines that a change in the behavicr or
practice of a feacher i required, the principal must provide to the feacher with o notice of
rermediation and may stipulate that the remediation sfrateqies stated in thot notice replace the
ocbligation of the feacher fo develop and implement an Annual Prefessional Ckligation Growth
Plan.

4. Complefed performance appraisak and any related comespondence conceming the
performance of the employee will be placed in the employee’s personnel file.

a. An employse may reguest in weafing, thaot records of a diecipinary nature be
removed from hisfher persconnel file after five (5] vears frem the dofe fhe
disciplinary measure was inifiated. Such a request may only be made where no
supseguent disciplinary records have been ploced on the emplovee’s personnel
fil=

D. OTHER

This policy does not restrict:
a.  The principal from faking disciplinory or other action, as approprate, where the
principal has reascnakle grounds for kbelieving that the actions or practfice: of a
feacher endanger: the safety of students, constitutes a neglect of duty, kreach of
frust or refusal to clkey a lowful crder of the school authority
o. The Board cor supenntendent from taking any action or exercising any right or
power under the School Act.
2. Alperfa Educafion shall not inguire inte or report upon any dispufes arising from the dissatisfaction
of an individual teacher with the evaluation report of a schocol authority if its pelcy i consistent with
provincial pelicy.
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E. AFPEAL PREOCEDURES

A teacher who disagrees with an evaluafion moy appeal it o the superintendent as follows:
a.  Sulpmit o written letter of appeal fo the supernfendent within two weeks of
receiving the evaluation report. Specific concems related to the evaluation must
ke detaied in the letter.
o, Within fwo weeks of receipt of the appeal, the superintendent will estalklish a
procedure for reviewing the evaluation. This may include
i a review of the teacher “s file
ii a mesting with the teacher, his/fher representative, evaluator, and cther
adrministrative feacher a: approprate

iii additiconal ckservation|[z) and evaluation of the teacher by another
administratar

iv. a review of documentation prezentfed by the teacher and adminisfrator
pertinent to the appeal

V. o review of other information related to the evaluation report or process

Upon completion of the review, the superintendent or designote shall indicate in writing,

[

ocloservations ond recemmendafions regarding the appeal.

3. The decision of the superntendent is final

F. SALARY DETERMIMATICN

Ffunding for teacher salaries will e bosed on the Aurcra School Grid.

Teacher solares will not be subsidized through fhe school's reserve funads

3. The principal will place a new Aurcra teaccher at an approprate point within the salory range
oozed upon: a. Education preparation relevant to the position. A curent TGS document pust be
crovided. o, Years of f2aching expenence [with supporing decumentation]

4. Pricr toc May 31 of each scheocl vear, 2ach teacher will meet with the principal or designate to
determine whether he/fshe has met hisfher Prefessional Okligotion Standards for that year.

Eoch year, a teacher will move up one level on the Aurcra Schocl Grid provided that he/she has

(53]

met hizfher Professional Ckligafion Standard to the sofisfoction of the administration.

&, A teacher ot the highest level on the Aurcra School Grd who has met hisfher Professiona
Deligaticn Standards fo the safisfaction of the administration wil receive a stipend of $1000 to be
added onto hisfher salary for the following year

7. Ateacherwho does not meetf hisfher Professicnal Ckligation tandard to the sofisfaction of the
administration moy appeal the decision to a review ponel comprised of the superintendent, the
Zoord choir, and another Board memioer. The review's panel’s decision is final.
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Update: Decemiper 2008

BACKGROUND

The Teacher Growth, Jupervizion and Evaluvation Policy aims to ensure that each teacher’s actions,
judaments and decisions are in the best educational interests of student: and suppcrt cptimum
learning. Schocl authorities, Eardy Chidhood Services (ECS) operators, superintendents, principals and
teachers are responsikle for facilitafing auality imerovement throuah each teacher's caresr-long

professicnal growth.

POLICY

Schocl authorities, EC3 operators, superntendent:, pAincipalk and fteachers must work together to develop
and implement polcy fo ensure thot all teachers pracfice consistently in keeping with the Teaching Qualify

Standaord.
STATUTE
School Act

s.18 Teachers

5.20 Frincipals

5.22 School council

5.28(2) Private schools

s.3001)[2] Early childhood services program
5.39(3) Teacher evaluation

5.73 Clualifications re supervisory position
574 Cerificafion of feachers

5. 105 Suspension of teacher

5.104 Terminatfion of confract

5. 107 Termination by boord

5.108 Termination by teacher

5.10%9 Motice of termination

s.113(4) Superintendent of schoolk

REGULATIONS

The Cerfification of Teachers Regulation. the Practice Review of Teachers Regulafion, the Private Schoeols

-

Reguiation, and the Teaching Quality Standard [Ministerial Craer 014/%7) must be referred fo in conjunction

with this Policy.
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DEFIMITICNG
Im thiz Palicy,

[a) "ECS operator” means a boord or person approved under section 30 of the School Act to provide an
early childhood services program;

[B) "evaluaficn™ means the formal process of gathering and recording informaftion or evidence over a
pericd of time and the application of recsoned professional judgment by o principal in determining
whether cne or more aspects of the teaching of a teacher excesds, meets or does not meet the teaching

audlity standard;

[z] "notice of remediaticn” means the written stofement issued by a principal to o teacher wheare the

prncioal hos determined thot a teacher's feaching doe: not meet the teaching auality standard, and
such o statement describes

[i] the behoaviours or practices that do not meet the teaching quality standard and the changes reguired,
[ii] the remediation strategies the teacher is advised to pursue, and

[lii] how the determinafion will be made that the reauired change: in behaviour or practice have taken
ploce, applicakle timelines, and fhe conseguences of not achieving the reauired changes including. but
not imited to, terminafion of a teacher’s contract of employment;

[d) "Polcy” mean: this Teacher Growth, Jupervizion and Evaluafion Policy approved by the Minister;

(e} "eolicy” means the policy implemented by a school authority or ECS cperator under Procedure |

[f] "principal” means

[[] @ principal a: defined in fhe School Act,

[i] a supernntendent or designes in respect to fulfling cblgations under secfion 113 of the School Act, or for

purposes of making recommendations under the Cerfification of Teachers Regulation, or

[iii] the teacher of an accredited private schocl designated or a teacher named by o private ECS cperator

to carry out the duties of a principal in respect to teachers and teaching.

(g} "school authority” means a school boord, a person or scciety that cperafe: a charter schoel or an

occredited pavate school;

[h] "supervisicon” means the on-going process by which a prncipal cames out dufies in respect fo feachers

and teaching required under secticon 20 of the School Act and exercizes educafional leadership;
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i) "feacher” means

[[] an individual who is required to held a cerifficate of gqualification as a teacher and whe is responsicle for

the provision of instruction or supervision under section 18 of the School Act, or

[} an individual whose qualifications are approved by the Minister and s employed fo feach under section

28(2] () (i) of the School Act.

I "teacher professional growih” means the careerdong learning process whereby a teacher annually
develops and implements a plan fo achieve professicnal learning cbjectives or goals that are consistent
with the feaching guality standard;

[k] "teaching qualty stondard” means the authorzed stondard and descrptor: of knowledge, skils and

attrioutes and any addifional standards or descriptors consistent with the Teaching Quaiity

0

Ftandard Ministerial Order and the mission of the school authority or the pregram statement of the E

CEerancr

PROCEDURES

General

1 Bach school authorty and ECS cperator shall implement o polcy consistent with this Policy that:

|a]) apples to all teachers unless otherwise stipuloted in this Policy,

|e]) provides a review mechanism,

2] is consistent with the teaching guality standaord,

|d] is readily availakle to the public, and

e ] details when and how offen information summarzing implementafion of the polcy will be reported to
the puklic.

2 The poboy refered o in Procedure | shall be developed and implemented in consultaticn with the
teachers of the school authorty or ECS cperator.

Teacher Growth

3 A teacher employed by a school autheority or ECS operator:

|a) under a probationary contract or confinuing contract, or
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(2] under other provisions of the School Act i reavired by the policy of the school authority or ECS cperotor,

is responsible for completing during each school year an annual teacher prefessional growth plan that
[l) reflects goals and ckjectives based on an assessment of learning needs by the individual feacher,
[ii] shows o demonstrakle relationship to the teaching gqualty standard, and

[iii] fakes into consideration the educafion plans of the school, the schocl authorty and the Governmendt,

cr fhe program staternent of an ECS operator;

[z) rmust sulbmit for review or approval of a ime specified in the polcy that annual feacher professional

growth plan to:

[i] the princigal, or

[ii] a group of teachers delegated by the principal, if such delegation is provided for in the pobcy.

4 An annual teacher professional growth plan

[a) may be a component of a long-termn, multi-yeaor plan; and

(2] may consist of o plonned program of supervising o student teacher or mentoring o feacher.

5 At o fime specified in the policy, o feacher must provide o completed aonnual feacher professiona
growth plan to the principal or fo the perscns referred to in Procedure 3|c) for review and the person or
persons conducting the review, in consultafion with the feacher, must makes a finding whether the teacher

has completed an annual teacher professional growth plon that comples with Procedure 3.

& If o review unoer Procedure § finds thot a teacher has not completed an annual teacher professiona

growth plon as reguired. the teacher moy be subject fo disciplinary acticn as defined in the policy.

7 Unless a teacher agrees, the content of an annual feacher profeszsional growfh plan must nef be part of

the evaluation process of a teacher under Procedures ?(c) and 10.

2 Despite Procedure 7, a principal may identify behaviours or proctices that may reguire an evaluation
ungder Procedure ?(c) provided fhat the information identfied is bosed on a source other than the
information in the annual teacher professicnal growth plan of the teacher

Supervision

7 A fungaomental component of the policy must be ongoing supervision of teachers by the principal,

including:
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|a) providing support and guidance to teachers;

|e) cleserving and receiving information from any scurce about the quality of teaching a feacher provides
to students; ond

2] identifying the behaviours or practices of a teacher that for any reazon may require an evaluation.
Evaluation

12{1] The evaluation of a teacher by a principal may ke conducted:

[a] upon the written request of the teacher;

|e] for purpeoses of gathedng informafion related to a specific employment decision;

2] for purposes of assessing the growth of the teacher in specific areas of practice,

[d] when, on the basis of information received throuah supervision, the prncipal has reason to believe thaot

the teaching of the teacher may not meet the feaching qualkty standard.

12} A recommendation by on authorzed individual that a teacher be issued a permanent professiona
teaching cerfificate or be cffered employment under a confinuing confract must be supported by the
findings of fwo or more evalvafions of the teacher.

11 On inifiating an evaluation, the principal must communicate explicitly to the teacher:

[a) the recsons for and purposes of the evaluation;

[e) the process, crferia and standaords to be used;

=] the fimeline: to be applied; ang

|d] the poszsikle outcomes of the evaluation.

12 Upon complefion of an evaluation, the principal must provide the teacher with a copy of the

completed evaluafion report.

13 Where, as the result of an evaluation, a principal determines thot a change in the behaviour or practice
of o feacher is required, the principal must provide to the fteacher a nefice of remnediation and may
stipulate that the remediafion strategies stated in that nofice replace the ckligafion of the teacher to

develop and implement an annuval feacher professional growth plan.
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Other

14 This Policy does not restrict:

|a) a principal from taking disciplinary or octher acfion, as appropriate, where the prncipal has reacscnakle
grounds for believing that the actions or practfices of a teacher endanger:s the safety of students,
consfitutes a neglect of duty, a breach of trust or a refusal to ckhey a lawful order of the school authority or

ECS cperator, or

o) a ooard, o charter school coard or o supsrntendent frorm faking aony action or exercizing any Aght or
power unaer the School Act.

15 Alperta Educafion shall not inguire inte or report upon any disputes arising from the dissatisfaction of an
individual t2acher with the evaluafion report of o school authority or ECE cperator if its policy is consistent

with this Policy.
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TEACHING QUALITY STANDARD APPLICABLE TO THE
PROVISION OF BASIC EDUCATION IN ALBERTA

ORDER (#016/97

1 Pursuant to Section 39(1)(f) of the School Act, | approve the following as the Teaching Quality Standard which shall apply to teacher
certification, professional development, supervision and evaluation, and which is supported by descriptors of selected knowledge,
skills and attributes appropriate ta teachers at different stages of their careers:

(1) Teaching Quality Standard

Quality teaching occurs when the teacher's

ongoing analysis of the context, and
the teacher's dadsions about which
pedajogical knowledge and abilities
to apply result in optimum learning by
students.

All teachers are expected to meat the

Teaching Quality Standard throughout their

carears.
However, teaching practices will vary

becausa each teaching situation is diffarent

andin constant change. Reasonad
judgment must ba used to determine
whethar the Teaching Quality Standard is
being matin 3 given context

Page 13 of 44

(2) Descriptors of Knowledge, Skills

and Attributes Related to Interim
Certification

Teachers who hold an Intarim Professional
Certificate must possass the Knowledge, Skills
and Attributes Related to Intarim Cartification
(Interim KSAs), and apply them appropriately
toward studant learning. During their first two
yaars of taaching, teachers should usa tha
Interim KS&s to quide their teaching, raflect
on their practice, and direct thair profassional
davelopment in collaboration with their
superyisors and evaluators.

As situations warrant, teachers who hold an
Interim Professional Certificate are expected to

demonstrate consistantly that they understand:

a) contextual variables affact teaching and

leaming. They know how to analysa
mary variables at one time, and how to
raspond by making reasonad dacisions
about their teaching practica and
students' learning;

bj the structure of the Alberta education

system, They know the different roles
in tha system, and how responsibilities
and accountabilities ara determined,
communicated and anforcad, including
the expectations held of them

under the Certification of Teachers
Requlation, A.R.3/1999 as amended
and their school authority's teacher's
avaluation policy;

Af(befboa Government
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) the purposes of the Guide to Education
and programs of study garmane to tha
spedialization or subjact disciplines they
ara prepared to taach. Thay know how
to use thase documenits to inform and
direct their planning, instruction and
assassment of student progress;

d) the subject disdplinas thay teach. Thay
have complated a structured program of
studies through which they acquirad the
knowledga, concepts, methodologies
and assumptions in one or more areas
of specialization ar subjact disciplinas
taught in Alberta schoals;

all students can leamn, albait at
differant rates andin different ways.
Thay know how {induding when and
how to engage others) to identify
students’ different leaming styles and
wilys students learn. They understand
the need to respond to differences by
creating multipk paths to learning for
indiwiduals and groups of studants,
including students with special learning
neads;

e

f) the purposes of short, medium and
long tarm range planning. They know
hiow ta translate curriculum and dasired
outcomas into reasoned, meaningful
and incrementally prograssive learning
opportunitias for students. They also
understand tha naed to vary their plans
to accommiodata individuals and groups
of students;

) students' needs for physical, social,
culttural and psychological sacurity,
Thay know how o engage students in
creating effective classroom routines,
They know how and whan to apply a
variety of managemant strategies that
ara in keaping with the situation, and
that provida far minimal disruptions to
students’ laarning;

h} the importance of respecting students’
human dignity. They know how to
establish, with differant studants,
profassional ralationships that are
characterized by mutual raspect, trust

subject dicipline they teach, and know
which strategias are appropriata to
help different students achiewa diffarent
outcomes;

ji tha functions of traditional and
alectronic teaching/lkeaming
tachnologies. Thay know how to
use and how to engage studants in
using thase technologies to prasent
and dalivar contant, communicate
affectively with others, find and sacure
infarmation, rasearch, ward process,
rmanage information, and keap racords;

k) tha purposes of student assessmant.
They know how 1o assass tha range
of learning objectives by salecting and
developing a variety of classroom and
large scale assassment technigues and
instruments. They know how to analysa
the rasults of classroom and large
scale assessmant instruments including
prawincial assassment instrumeants, and
howe to use the results for the ultimate
benefit of students;

Iy the importance of engaging parents,
purpasefully and meaningfully, in al
aspects of teaching and learming. They
know how to davelop and implement
strategies that craate and enhianca
parmarships among teachers, parants
and studants;

mi student l2arning is enhanced through
the use of home and community
rasources, They know how to identify
rasources ralevant to teaching and
laarning objectives, and how to
incarporate thase resources into thair
teaching and studants’ learning;

n} the importance of confributing,
independantly and collegially, to the
quality of their school. Thay know
tha strategies whereby they can,
independantly and collegially, enhance
and maintain the quality of thair
schonls o the banefit of studerits,
parents, community and colleagues;

o) tha importance of career-lang learming.

devalop and implamant thair cwn
professional development activities;

i tha impartance of guiding their actions
with a personal, ovarall vision of tha
punposa of teaching. They are able to
communicate their vision, including
hows it has changed as a result of
naw knowladage, undarstanding and
axpariance; and

) thay are axpacted to achiava tha
Teaching CQuality Standard.

(3) Descriptors of Knowledge, Skills and

Attributes Relatad to Permanent
Certification

Teachers who hold a Parmaneant
Profassional Certificate must damonstrate,
in their practice, professional repartoiras
that are expandad bayond tha Interim
K54,

The following descriptors comprisa a
repartoira of salected knowledge, skilk and
attributes from which taachars who hold a
Permaneant Professional Cartificata should
be able to draw, & situations warrant,

in order to maet the Teaching Quality
Standard. Teachers, staffs, supervisors
and evaluators shouk use the descriptors
to quide professional developrmeant,
suparvision, evaluation and remediation
stratagies in order that teachars can meat
the Teaching Quality Standard consistently
throughout their careers,

a) Teachers' application of padagogical
knowdedae, skills and attributes is
based in their ongaoing analysis of
contextual variables.

Teachers' analysis of contaxtual
variablas undarlias their reasonad
judgments and dacisions about which
spacific pedagagical skilk and abilitias
to apply inarder that studants can
achigva optimum leaming. Selectad
variablas ara outlinad below.
STUDEMT VARIABLES

demographic variables, e.9. age, gander
maturaticn

abilitias and talants

; Theey know how 1o assass their own relatiorshios amaong students
) and harmary; _ taaching and h_-J'.f.' to wiark '.f.i_tl_1 subject arsl-:a of stu-ji'
i} thera ara many approachas to teaching othars responsibla for supervising and priar leaming

and laarning. Thay know a broad range
of instructional stratagias appropriate to
their area of specialzation and tha

E—
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avaluating teachars. They know how
to usa the findings of assessmarts,
supenision and evaluations to select,

socin-economic status
cultural background
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linguistic variablas

mantal and emotional statas and
canditions

resource availability and allocation

teaching assignmant

class size and compaosition

collagial and administrator support

phiysical planit

TEACHER VARIABLES

teaching exparienca

leaming expariences

REGULATORY VARIAELES

Government Qrganization Ad

School Act and provindal regulations,
policies and Ministerial Orders

Child, Yourh and Family Enfiancament Aot

Canadian Charter of Rights and
Fraagdoms

school autherity policies

Guida to Education

Program of Studies

PARENT AND SOCIETAL VARIABLES

parantal support

parantal involvement in children's
laarning

soCin-econamic variables

community support for aducation

multicufturalism

cultural pluralism

inter-agency collaboration

provincial, national and global
influances

b} Teachars understand the legislatad,

maral and ethical framewaorks within
which thay work.

Teachars function within a policy-basad
and results oriented education system
authorizad under the School At and
other legislation.

Teachars also function within policy
framewarks astablished by school
authorities.

This includes polidas which requira: a
commitment to taaching practicas that
maet their school authority's teaching
quality standard{s); and that teachers
engage in ongoing, individualized
profassional development.

Teachars racognize they are bound by
standards of conduct expactad of a
caring, knowledgaable and reasonabla
adult wha is entrustad with the
custody, care or education
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of studanits or children. Teachers
racognize their actions are bound in
maral, ethical and legal considerations
ragarding their obligations to students,
parents, administratars, schoal
authoritias, communities and society
at large. Teachars acknowledge thase
obligations and act accordingly.

¢} Teachars undarstand tha subject

disdplinas thay teach.

Taachars understand tha knowladge,
concepts, mathodologias and
assumptions of tha subject disciplines
they teach. This includes an
understanding of how knowledga

in each discipling is craated and
organized, and that subject disdplines
are more than bodies of static facts
and tachniques - they are complex and
avolving. Thair undarstanding extends
o relavant tachnologias, the linkages
amang subject disciplinas, ard their
ralevanca and importanca in everyday
lifa at the personal, local, national and
intarnational lavels,

Teachars undarstand that studants
typically bring preconcaptions and
understandings to a subjact. Thay
know strateqies and materials that ara
of assistanca in furthering studants’
understanding.

d} Teachars know thare are many
approaches to teaching and learning.
Taachars appraciate individual
differencas and balieve all studants
can learn, albait at differanit rates
and in diffarent ways. They recognize
students’ different learning styles
and the different ways thay laarn,
and accormmodate these diffarencas
in individuaks and groups of studants
induding students with spacial leaming
needs.

Taachers undarstand tha fluidity of
taaching and laarning. They corstantly
manitor the affectivenass and
appropriatenass of their practices and
students’ activities, and change them
a5 naedad.

a) Teachars engage in a range of planning
activities.

Taachers' plans are fourded in thair
understanding of contextual variables

f)

APPROVED: MAY 14, 1997

and are arecord of thair dedsions on
what teaching and learning stratagias
to apply. Plars outling a reasoned and
incremental prograssion toward tha
attainment of desired outcomes, for
baith teachars and studarnits. Teachars
mionitor the contaxt, their instruction,
and manitor and assess students’
leamning on an ongoing basis, and
madify their plans accordingly.
Teachers strive to establish

candid, open and ongoing lines of
communication with students, parents,
colleagues and ather professionals, and
incorporate information gained inta
their planning.

Taachers create and mairitain
anvironments that are conducive to
studarit leaming.

Teachers establish leaming
anvironments whergin studants feel
physically, psychalogically, socially and
culturally secura, They are respectful
of students” human dignity, and seek
o establish a positive profassional
felationship with students that is
charactarized by mutual raspact, trust
and harmony. Thay model the baliefs,
principles, waluas, and intallactual
charactaristics outlined in tha Guide to
Education and programs of study, and
quide students to do the same.
Teachers work, indepandently

and cooperativaly, to make their
clazsrooms and schools stimulating
leaming anvironments, They maintain
accaptable leveks of student conduct,
and usa discipline strategias that rasult
in a positive arwvironmant conduciva
to student learning. Thay work with
studanits to establish classroom
routines that enhance and increase
studants’ inwolvernant in meaningful
leamning activities. They organiza
facilities, matarials, equipment and
space o provide students equitable
opportunities to leam, and to provida
far students’ safaty.

Whera community mermbars work
with students either on-carmpus or
off-campus and where students are
engaged in school-sponsorad off-
campus activities, teachers strive to
ansure thesa situations also are sacure
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and pasitive environments conducive to
students' laarning.

) Teachers translata curriculum contant
and objactives into meaningful karning
activities.

Teachars dearly communicate short
and lang range leaming expectations
to studanits, and how the expactations
ara to ba achisved and assessed.

They engage students in meaningful
activities that motivata and challenga
thern to achieve thosa expactations.
They integrate current laarning

with prior learning, and provide
opportunitias for studants to relate
their laarning o the home, community
and broader environmerit.

Teachars apply a broad range and
variety of instructional and learing
stratagias,

The stratagies vary in keaping with
contextual variablas, subjact content,
desirad cbjectives, and the leaming
needs of individuals and groups of
students. The strategias are selectad
ard used to achiave desired outcomas,
primarily the expectations autlined in
the Guide to Education, programs of
study and other approved progams.

h) Teachars apply a wariaty of technologies
to meat students’ leamning neads.
Teachars use teaching/learning
resourcas such as the chalkboard, texts,
computers and other auditary, print
and wisual media, and maintain an
awaraness of emerging technological
resources, They keep abreast of
advancas in teaching/laarning
technologies and how they can be
incorporated into instruction and
learning. &s naw tachnologies prove
useful and become available in schools,
teachars develop their own and their
students' proficiancies in using the
technologies punposafully, which
may include content presentation,
delivery and rasearch applications, &
well a5 word processing, information
managemant and record kaeping.
Teachars use electronic natwarks and
other telkcommunication media to
enhance their own knowledga and
abilitias, and to communicate more
effactively with others.
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Teachars gathar and usa information
about studenits’ learning neads and
prograss.

Teachers monitor studenits’ actions an
an ongaing basis to datermine and
raspond to their leaming neads. They
use & variety of diagnostic methods that
indude cbsarving students’ activitias,
analysing studants’ learming difficultias
and strengths, and interpreting the
rasults of assessments and information
pravidad by students, thair parants,
collaagues and other profassionals.
Teachars salect and devalop a variaty
of classroom assessment stratagies and
instruments to assass the full range of
laarning objactives. They differantiate
batween classroom and larga-scala
instrurments such & provindal
achigvement tests, administar both and
use the rasults for the ultimate benafit
of studenits. Thay record, intarpret and
use the rasults of their assessments

ta madify their teaching practicas and
students’ leaming actisitias.

Teachars halp students, parents

and other aducators interpret and
understand the results of diagnoses
and assessments, and the implications
far students. They ako help students
develop tha ability to diagnosa thair
0w leaming neads and to assess thair
prograss toward learning goals.
Teachers usa thair interpratations of
diagnoses and assassments aswell as
students’ work and results to guida
thair own professional growth. Thay
assist school councils and members

of the community to understand the
purposes, meanings, outcomes and
implications of assessmants,

Teachars astablish and maintain
partnarships among school, home

and community, and within thair cwn
schools.

Teachars angage in activitas that
contributa to the quality of the school
35 a learning environment. Thay wark
with others to develop, coordinata and
implement programs and activitias that
characterza effective schools, They

APPROVED: MAY 14, 1997

also work cooperativaly with schoo
councils.

Teachers striva ta involva parantsin
thair children’s schooling. Partnerships
with tha hame ara charactarized by tha
candid sharing of infarmation and idaas
toinfluance how taachers and parants,
independently and cooparativaly,
contributa to students’ leaming.
Taachers seak out and incorporate
community resources into their
instruction, and ancourage studants

o use home and community resourcas
in thair leaming. Taachars make
connactions betwean schaal, home
and community in order to enhance
tha ralavance and maaning of leaming.
Home and community resaurces are
utilized to make laarning meaningful
and relavant, and sa students can

gain anincreasad urdarstanding of
the knowdadge, skills and attitudas
naeded to participata in and contributa
positively to society.

k) Teachers are carear-long laarners,
Teachers engage in ongeing
profassional devalopment to anhance
their: undarstanding of and ability to
analyza the contaxt of teaching; ability
to make reasoned judgments and
dedsians; and, padagogical knowledge
and abilitias, They racognize their
own professional neads and wiork
with othars to meet thosa neads. Thay
share their professional expertisa to
tha benafit of others in thair schools,
communitias and profassion.

Teachers guide their actions by thair
owerall visions of the purpose of
taaching.

They actively refine and redafina

thair visions in light of the aver-
changing context, new knowledga and
understandings, and their axpariencas.
Whila thase wisians ara dynamic and
grow in depth and breadth over
teachers' careers, the visions maintain
at their core a commitrnent to teaching
practices through which studenits can
achiawve optimum learning.

FEVEED CCTORER 2013
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Direct Instruction Model for
Aurora Academic Charter School

Teacher-Led

Introduction Instruction

Anticipatory Set Independent Homewark

. Closure
Fraonitasas Bl e o Practice

Lecture
Objactives
SR Mocalling

Based on models of direct instruction created by Siegfried Engelmann, Madeline Hunter, Barak
Rosenshine and others, the Aurora Academic Charter School Model of Direct Instruction is reflective of
our school's vision of classroom instruction. This model, along with the Direct Instruction Strategies,
formulates the system of instruction evident in every dassroom.

1. Introduction — contains a “hook”, or anticipatory set to draw students into the lesson, possible
review if the lesson is carried over from a previous time, and stated objectives, verbal or written, to
inform students abouwt what they will be learning.

2. Teacher-led Instruction — the teacher directly demonstrates, informs, models, or gives examples of
the end-product of the lesson.

3. Guided Practice — students work on activities or exercises relative to the subject with teacher
assistance and guidance. Student progress is monitored and evaluated.

4. Independent Practice {optional) — Students practice independently to provide reinforcement of
learning.

5. Closure —The lesson is summarized by the teacher and the objective is restated.

6. Homework — Assigned homework is completed by the students as found in school policy.

\

Page 17 of 44



Aurora Academic Charter School Administrative Regulation
Category: Human Resources

Policy Name: APPENDIX 1 — Teacher Supervision Handbook

Code:

AR5200.1

Issue Date September 17, 2018
Revision Date
Review Year 2020

A

A\ Aurora Academic (
Professiona

Charter School
| Growth Plan:

Guidelines for Development

All teacher: ore responsicle for complefing an onnual teacher professional growth plan that:

Is giirecthy
Suality Stondard

[

Reflects gools

nked fo the Knowledge, Skills, ond Atfrilcutes [K3A's

| reeded to meet the Teaching

ond ockjectives based on an aszeszment of leaming neeads by the individual teacher

inzlucing the poterficl effect on student learming.

3. Tokes into considerafion the education plans of the school and Aloerta Educafion

Professional Growth Plan Element

uggestions

“wnat is the geal

of your Professional Srowsn Flan?

» Do trese goals refiect my own professional
sarning neesds?

= Afrer assessing my own professional leaming
needs, winat areas have | chosen to focus on for
this school years

» Do tnese goals refliect the Teoching QuakTy
Standaong and foke into consideraion my
school's planss

= Are tnese goak realistic?

ould incluge reference to KSA's:

individual, team or school goals that result in the confinuous
improvement of student learning.

winat format will oe used®

Fommar could include:

Wiorkirng with an adminissrator, with peers, indegendenty,
mulfidisciplinary, graode level teams, department teams, of d
compingtion of approoches

-..m.T methodologies/sirategies will e uiec

What actvities wil | underaks o reach my ¥ goal?

»  How wil | work toward achieving my aesired
outcomes?

»  What are my fime fargets and how do they fit the
cycle of the school year?

»  When wil| work fowarg cormpiefing mis goal?

» Istnis fimeline oppropriate for the goal®

Methods/strotegies could inciude:

oction research, coacning, videctaping, self-ossessment, mentonng,
university courses, worksnops, viingfion days, conferences, classroom
cosersations

wnat are tne indicofors of progress?

= How wil | know winen | have succassiuly met my
goal? Winat wi IchuE" ook lke?

= How wil | know towinat extent | nove achieved
my SUrcomess

=  Howwil | cobect evigence of my professiono
growin?

. M'u da | want o achieve as a result of this goal,
and wnat gfference wil it make?

Indicators of progress could include:

student wonk porfolios, videoropss of ciasses, peer obsenvafion,
principal cbsersation, parent responses, shedent resporses, statistical
meagsures, performaonce assessment, reflective journal entries, case
study analyss, professonal portfolios, benchmarnks

wnat resounces/support are nesded?

* What assistance and supports are availabie to
mes

»  What experise s avalaie from my coleogues?

»  What resounces will nelp me work towand my
goals?

»  How might | access assistance from regicnal
consortia, universities andj/or community
resources?

Resounces/suppor could inciuge:

classroom matenals, student materials, journals, Worksnops, Iesourcas
boois, collegial fime, appropnate technology, mentoring, colegal
support, releass time, adminisirative support
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\ Aurora Academic Charter Schoo
Teacher Growth Plan
TEACHER MAME EVALUATOR NAME

TEACHING ASSIGNMENT DATE

The purpose of the Professional Obligation Standard (PO3) is 1o provide a meaningful vehicle 1o
support feachers’ professional learming and growth. The POS s teacher-guinored and direcied
and is developed in a consultative and collaborative manner.

DOMAIN 1: Teaching Pracifice & Professional Knowledge

Cbligation:

Teachers use their professional knowledge and understanding of students, cumiculum,
legislation, teaching practices and classroom planning and management strategies to
promote the learming and achievement of their students.

= chooses perinent resources for development of instruction to address student needs

= uses instructional fime in a focused, purposefiul waoy

= translotes curiculum content and chjeciives into meaningful leaming activities

= plamning prociics is in keeping with school guidelines

= uses the Direct Instruction Maodel for Auvrora Charter Schoo

= assists students 1o develop and use ways to access and orifically assess information

= creates and maintains emvironmeants that are conducive to student leaming

= khnows a varnety of effective classroom managerment strategiss

= knows the Albera cumiculum, the discipling they teach, Aurorg Academic Charfer
ichoal's enhancements, and education-related legislafion

= demonstrates mastery of subject knowledge and related skills

= sifives fo establish condid, open, and ongoing lines of communicafion with parents,
students, and collecguss

= demonstrates a posifive, professional affitude when communicating with parents,
students, and colleagues

= addresses parent concems in an approgriate and professional manner
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A
\ Aurora Academic Charter School

Teacher Growth Plan

» Uses the Homewor Book effectively

= follows schocl/board guidelines on reporting

= funciions within policy frameworks established by school authorifies

=  communicates clear, challenging, and achievable expectafions to and for students

=  conducts ongoing assessment of their studenis’ progress and achievement

= uses a variety of techrigues o report student progress

= uses a variety of appropriate assessment and evaluation technigues

= engages in meaningfiul dialogue with siudenis to provide feediback during the
teaching/learning process

= uses angoing reporting fo keep both students and parents informed about student
CrOgress

= adapts and refines their teaching practices through continuous learming and
reflection, using a varety of sources and resources

= gssesses and reviews program delivery for relevance

= democnstrates knowledge of frends, technigues, and research relevant fo his or her
teaching

= uses technology whnen approerate to improve efficiency and effectivensss in

clanning. instructional delivery, reporfing procedures, and decision making

Page 20 of 44



Aurora Academic Charter School Administrative Regulation

Category: Human Resources

Code: AR5200.1 Policy Name: APPENDIX 1 — Teacher Supervision Handbook
Issue Date September 17, 2018
Revision Date
Review Year 2020

Page 21 of 44

A
\ Aurora Academic Charter Schoo

Teacher Growth Plan

DOMAIN 2 Leadership & Community

Cbligation:

Teachers work with professionals, parents and members of the community fo enhance pupil
learning, pupil achievement and school programs.

= engages others positively through shared problem salving and conflict resaluticn

= Ccooperates and works readily with school staff

= projects o positive and supporiive aititude af all fimes

= acfively confributes to a paositive staff culture

= collaborates with other feachers and school colleagues to create and sustain learming
communities in their classrooms and in the school

= pursues and shares with colleagues knowledge about current thinking, trends, and
practices in educafion

= works cooperafively with colleaguss to solve stugent, classrocom, and school concems

= reocts professionally to consfructive feediback

= reocts fo setbacks, frustration ang conflict in o paositive, professional. and non-
confrontaticnal manner

= parficipates as an effective feam member and shares expertise with others (e.g., by
acting as o mentor)

= confibutes to commitieas by organizing school-based activities

= shares with colleagues learning gcquired through participation on schocl-wide or
provincial inifiafives

= SEFVES OS5 O resource to colleagues (e.g.. in the use of technology, assessment

strategies, classroom management)
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A
A\ Aurora Academic Charter Schoo

Teacher Growth Plan

DOMAIN 3: Ongoing Professional Lesarning

Obligation:

Teachers are career-long learners

» sesks input from colleagues or otner appropriate staff and apelies it fo enhance
teaching practices

« identifies areas for professional growth; aftends worshops, appropriate seminars, or
courses to respond to changes in educaotion/policies and practices; and applies
information to enhance teaching practices

= parficipates in Professional Leaming Communities (PLC's) and im-service programs to
enhance skl development or broaden knowledge

= ohbserves other teachers, acguires best praciices, and applies new
informationftechnigues to enhonce teaching practices

= reads professional joumals, oocks, Intemet sites, or any other articles related to
educational contexts and shares this informnation with peers

= explores ways to gccess and to use educational research
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\ Aurora Academic Charter School
Teacher Growth Plan

DOMAIN 1: Teaching Practice & Professional Knowledge

Professional Growth Goal Action Flan Ouicome

Administrative Feedback/Additional
Growth Goals

DOMAIN 22 Leadership & Community

Professional Growth Goal Action Flan Owicome

Administrative Feedback/Additional
Growth Goals

DOMAIN 3: Ongoing Frofessional Learning

Professional Growth Goal Action Flan Ouicome

Administrative Feedback,/Additional
Growth Goals
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A
A Teacher Evaluation Process

Probationary and Temporary Teacher Evaluation

Meet with the teacher and districute and discuss Teacher Professional Growth, Supervision and
Evaluation Hondioock

=]

Send o letter fo the teacher indicating the following:
*  Evoluafion process, formal and infomrmao
»  Tmelne:s of evaluaticn
*  Possible outocomes of evaluotion

3. Prepare for evaluotion
» et up fime for pre-vist meefing
® sk for o lesson plon to be provided
» sk for long-tern ploans, daily lesson plans as reguired oy the evaluotion document

4. Pre-Lesson Opservation Meeting #1
*  Review previously distributed gocuments to clorify.
»  Dizcws background document
» Review lesson glon for lesson to be closerved
»  Deftermine dote ana lesson to be cbserved

Classroom Cioservotion
* Reccrd running notes of the closerved class
»  Teocher Okbservation Bosed on TES

£

&. PostHesson Okbssrvation Meefing #2
* Review closs clservation notes and evaluation document to date.
» Determine need for adoitional infomaotion to complete evaluation document.

7. Repeof Predemon Coservafion meeting
»  Torgeted areo: of coservafion moy oe ioentfied and doafa collectea
o Forexampis - fime on fazk, questioning techniouss, transifions oetween activities,
etz

[x=]

Repeot Postlemson Ooservafion Meeting

2. ‘Write first draft of evaluotion document
» et up meeting to review with the teacher

10. Write evaluation document
» et up meeting to review with the teacher
» f the teacher does not agres with the contents of the evalugtion, change any
naccurdcies out DO MOT CHANGE your professional judgment. Include recommenaations
forimprovement along with suppors needed to assizt with the improvemeant.

Permanent Certification

Evaluation process o oullined aloove with recommendafion thot the staff receive a permanent
carfificotion.

2. The teacher will descriloe in written formn how they ore achieving the Teaching Guality docurment,
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A .
\ Sample Evaluation Plan —

Memo fo: [name| From:  (mame]
Teocner Principa
Aurcra Acodemic Charer School Alrond Academic Charer School

Bdmonicn, Aloerta

The purpose of our meeting yesterday [date) was to establish a plan for your evaluation.

Trne ovemding purpose of this evaluatio o ensure that your professional performance meets the expeaciafions
of board policy and the Teaching Guality Standard. The process is intended fo identify the strengtns and any
weaknesses of your reaching practice, it also will artempr 10 Nelp you improve any benaviours we might discover
tnat diminisn youwr capacity to impact, positively, students’ leaming. The regort that emanates from tnis process
will also address the issues idenfified for yow in my memo of [gdate].

Tne first step in the evaluation process was to review the expectations founa in the Teaching Guality 3tandard
We discussed the matter and you indicated that you understood ifs relevance to your teaching practice.

Tour assignment this semester includes:
we arafred tnhe folowing evawation plan:

will observe the following classas at least once:
2. We wil =t gside at least an hour to review your long-range plans and your planning process, As well, we
will spend g similar amouwnt of fime reviewing your student assessment/evaleaficn proctices.
3. Inorder to review connections between lessons, | will oosene hwo lessons in the same block in segquence.
4. Some lesson observations wil be focused. Some will be gensral or open ended, responding 1o the
parficutar nature of the lesson.
A3 ogreed upon, af keast two lessen obsenvations will feature o preconference. Most lesson cbsarvations

n

will be by o post conference. You will have the opporiunity to append your nofes and obsersations.

6. |will attempt o do observations on various days of the week and at vanous fimes of the instructiona
day.

7. After several lesson observations, | may provide you with comments on observafions if patterns of
fegching practices become evident that suggest minimal remediation. If traf is the case, the fimelines
for this evaluation wil be exrended in order for you to improve your practices to acceptale standands.
Again, there will be an opporfunity for you fo append your notes and observations.

B. Any workshop oppomunities related to your assignment of which | become aware will D2 brought to your
aftention.

7. Observatfions of your lessons wil commence [date]. We agreed to meet on (date) to review your
planning practices and on (date] to review your student assessment and evaluation practices and
record keeping.

10. You wil receive copies of all observation notes taken in lessons.

iz process will culmindgrte in a report, wnich | hope o compiete before (date|. The repor will state whnether or
not, in my opinion, your teacning practice meets the expectatiors of tne Teaching Guality Standard. If it does,
wou and | will draft g pian to support your confinued professional growtn. If not, recommendations puswant to
poard poiicy will be placed in the report. You will nave an opportunity fo review the report before itis finolized.

sincerely,

[name]
[position)
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A Aurora Academic Charter School
Teacher Observation Based on TQS

1. Teachers' opplication of pedaogogical knowledge and abilifies is bosed in their

ongoing analysis of contextual variables.

Dbzervations/Feflection:

2. Teachers understand the legislated, moral and ethical frameworks within which they
work. They use the Guide to Education and Programs of Study.

Observations/Feflections:

3.. Teachers understand the subject disciplines they teach.

Observations/REeflections:

4. Teachers know there are many approaches to teaching and learming.

Dbservations/Feflections:

3. Teachers engage in a range of planning activities.
Observations/Reflections:
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&. Teachers create and maintain environments that are conducive to student learming.

Teachers establish relationships respecting the students’ human dignity.
Observations/Reflections:

7. Teachers frangdate cumculum content and objectives into meaningful leaming

activities.
Observations/Eeflections:

8. Teachers apply a vanety of technologies to meet students' leaming needs.

Obzervations/Eeflections:

2. Teachers gather and uze information about students' leaming needs and progress.

Oservations/Feflections:

10. Teachers estakblish and maintain partnerships among school, home and community,

and within their own schools.
Observations/Reflections:

11. Teachers are careerdong learners.
Observations/Reflactions:

12. Models Aurcra Academic Charter School's Mission and Vision.
Observation/reflection:
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TEACHING QUALITY STANDARD

1. Teachers' application of pedagogical knowledge and abilties is bosed in their ongoing analysis of confextual variobles.

Urdarstand thar contexrual vanacles affect teoching and leaming. Know how fo analyze many variables at one time, and how 1o
respond by making reasoned decsions about feaching prachce and students’ leaming.

a. Student varigbles - demographics, maturafion, abiliies and falents, relotionships benween sfudents, prior leaming, socio-
economics, culture, native language, emoticnal and mental states

b. 3chool varobles - feaching assignment, class size, resources, physcal piant, coliegiolfadministrator support

c. Tegchervaraoles - teaching experience, teacher troining

d. Regulatony variobles — acts, reguiafions, policies, procedures

e. Parent gng socieig igples — parent involvemeant, socio-economic, communihy SUp Do

Indicatars: Strength Growth Comments [ Reflections
Accommodares different leaming styles O O

and a vanety of individual leaming needs

Recogrizes and accommodates social- 0 0

ECONDMIC varables

Refiects on cnarocteristics of the oge O 0O

group

Accommodates for a range of aoilties
and tolents, fgioing leoming experences O
for individuals winen needed

O

Appreciates individual differences

ACComMmodates cultunal diversity nesds in
the o o

Classroom

4 3 2 1
=  Effectively contibutes fo professional =  Colloborotes with leaming | = \Works with ofners « Doesnotor
=aming teams and engages inor teams and developing skl to sEidom considers
orgarnizes/facilirotes professional development | engages in professiona infomn insructional classroom vanaoles
ta refine skils tnat inform instructional gecisions | osvelopment decizsions in fight of and Circumstances as
n light of contextual voniaoies. to acquine sxils that inform contextual vanabies. part of the teaching
retuctional decisions in ight process.
of contexfual variaoies. = Teaches foone
»  Classroom vaiabies, understood and « Demonstrotes good = Demonsirates Class a5 g whole,
rterpreted oy the feacher, ans wsed to knowledge of classroom partial knowledge of
provide sfudents with differenfiated leaming varigioles, using this knowledge | ciassroom vanabies
opporunities, failkred to individual neeas. to gifferentiare planning fior using this knowiedge to
groups of students. ocoasionally

differentiate planning for
groups of students.

Commenis:
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TEACHING QUALITY STANDARD

2. Teachers understand the leqislofed, moral and ethical frameworks within which they worke. Use the Guide to Edvcation and
Prosgrams of Study.

Teochen funcion witnin g policy-oosed and resuifs oriented education system guihoized under provingial legisiation. Teochers akso
function within poicy framewors estacished by school guiharities. This includes policies which reguire: g commitment fo teaching
practices thar meet their school guthanity's feoching guality standard(s). Teochers know how fo use the Guidge to Educafion and
programs of shedy fo infom ara direct their planning, instruction and assessment of student progress,

Teqchen recognize they are bound by stondands of conguct expected of o canng. knowledgeable and reascnatle odut who &
enitrusted with the custody, care or educatfion of sfudents or cnidren. Teachers recognize fneir actions are bownd in monal, ethical
and legal considenafions regarging their otligations to shedents, parents, adminisirators, sehool gunonifiies, commurities and society
at large. Teachers acknowledge these obligafions and oct accordingly.

Indicabors: Srel
Urderstainds feocher evalugtion policy
Follows school policies

Aftends regulany and punciualy teaching
scheduled classes for alocated times
Follows the Aloerta Guide to Education and
Programs of Study to guide planning and set

retnsciion objectives

Srowth Comments | Refleciions

Folliows Code of Professonal Conguct
Unigerstands and follows the School Act
Follows schaol policies, roles ard responsibilites
Fuly parficipates in staff meetings and staff
professional development events

Develops an encouraging envinnment of
carnrg, empathy, and respect

O | oopodg o o ook
m| DFFF mi EIF

4 3 2 1
=  Colloborotes with and serves |« Engages in professional =  Engagesin professonag = Doesnot ogners to poicy,
03 g resounce fo professiona development and developrment and procedure and regulation.
eqrning teams and/or PD collaborares wirn coliegial giscussions = Does not follow prescribed
octivifies imparting professional leamming developing knowledge CUMICUIIM OUrCOmEs.
knowiledge of policy, teams acquiing skils ang of policy, procegure and | =« Incompiese or lote recaonds,
procedurs, regulafion and knowiedge of policy regulafion. reports, and pians.
cumauium. proceduns, reguiation, »  Lses Programs of Study = Classoom envircnment is
»  Adhenss toand ennancas and cumculum. to guide instruction. negative and/or shedents
Programs of Study confent, = Agneres fo Programs of » Completes forms, are dsrespectful.
demansirating enthusiasm Srudy. rec:onds, reports, and =  Unrescived professiono
for the sunject. = Completes tasks and plars. confiict.
=  Prooctively completes resporsiciiies in o timely | »  Estonlishes pasic =  Configenfigity not
assigned fosks and ITEriner. classroom expectations maintained.
responsioiities producing = Develops simuiating and procedurss = Sofety unogdressed
forms, records, reports, plans activities whene shadents = Addresses professional
that serve as modek 1o demaonstrate respectiul confic issues.
otners. and canng =  Maintains configentiality.
»  Creates anactive, ENgagement. »  Addresses safety
colgborative, respectful, = Resolves professional expactations.
and caring leaming confict oppropriataty.
ermironment. = Understands and folows
=  Resoives professional confict confidentiality protocols.
immediately using = Foliows safety codes and
oppropriote channels. EXpectaions.

»  Modeis confidentialty.

=  Maintains hign staragard of
safety.

Comments:
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TEACHING GUALITY STANDARD
3. Teachers understand the subject disciplines they teach.

Tegchers undersiand the knowledge, concept, methodologies and assumptions of the subject discipines they feach. Tni inciuges
an understonging of now Enowledge in each discipline is created and organized, and that suject disciplines are mone than bodies
of static facts and technigques - they are complex and evolving.

Tegchers understand that students typically bing preconceptions and undestandings to g subject. They know srategies and

mgtenals that ore of gssistance in futner 'f"i sudents’ undersiang "l"i.

Indicators: sirength Growth Comments / Refleciions
Dizplays cument content knowledge of

e subjects taught | |
Desigrs lessons and leaming octivifies
with cleor subject oojectives and O O

gutcomes
Recogrizes linkages among subject
discipiines and beteeen cumcular grace O O

2vals
Urderstands and plans for shedent
preconceptions and prerequisite O O
enowiedoe
Urerstands and uses methodologies /

pedogogical strotegies of the subjects O O

faugint

selects fuly appropriate matedals ang

resources for the subjects [] []

4 3 2 1

»  Effectively contibutes fo professicnal »  Colloborotes with =  Engagesin = DCisplays

=qmirg teams and engages in or occasionally | professional learning teams profiessicnal superficia

organizes/faciitates professional development | and engaoges in professiona development and understanding of

exniitng deep and full understanding of aevelopment to furher collegial discussions to CONtent, Concepts

content, concepts and srategies. aoquisition of content furtner acguisifion of and associated
concept and sfrofegies. content, concepts and pedagogy.

=  Hos extersive knowiedge of confent and »  Haos good knowedge of sfrotegies.

comesponding pedogogy. Directs and confent and pedagogy. =  Directs leaming =  Leaming

extends leoming actvities congreent witn Ocoasionaly exfends learning | activiies congruent with | octivities not alvays

cumcular pedogogical expectations. aotivities comngruent wim pedagogical curmcular comeated to
pedagogical cumcular expactations. cumiculum and
expectafions. pedageogica
= s oware of instrocfional expectafions.

» 15 fully owore of instnactional matedals and | materials and resources = |5 agware of

resounces related to cutcomes, actively reloted to outcomes, activery | instructional materials »  Llimited use of

seeking resounces both internaly and seeking further resources. and resounces availabie | ovailoble resources.

extemally in order o enhance insfruction. in the schoal.

Seeks experise and professional resourcas ina

confinuing search for imoroved prociice.

Comments:
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TEACHING GUALITY STANDARD
4. Teachers know there are mony approaches fo feaching and learning.

Teachers know how (including when ond how to engage others) fo idenfify students” different learming styles and
ways students leorn, accommeodaoting these differences in inoividuals and groups of students including students with
special lsoaming need:. Teachers aporeciate inoivioual differences ond belisve all students can leam, aloeit of

different rofes onad in different ways

Teachers understand the fluidity of teaching and leaming. They constantly monitor the effecfiveness and
appropriatenass of ther practices and sfudents’ activifies, and chonge fhem o: neaded.

Indicators:

Strength

Growth

Comments [ Reflecfions

Ungerstangs, evoluates, selects from
and uses an extensve repertoire of
methcdologies and best pracfices
specific to the subiects fought

a a

Uzes o variety of instructional groups
{ strafegies to encourage crifical
and creative thinking, proklem
soiving and intellectual interaction

Seeks resources to ossist in serving
students

Apphes o voriety of roles as teacher

(i.e. insfructor, focitotor, coach, O O
aucience]
Actively engoges students in the
soming activities | |
dentifies and accommodaotes a
voristy of leoming siylas | |
4 3 2 1
*»  Efectively controutes fo peofessional |« Colloocorofively studfes |« Engoges in »  Doscnctor
earming team study, proctice nstructionol practices with | professional imegulorly studies

miplernentation, coaching. and
feediack analysis fo moster new
procfices.

*  Engaogss in or ococasionally
orgarizes/fociitfotes professional
development focusing on refining an
extensve repericire of methodology ond
best instrucfional proacfices

*»  Reflect: on peoogogical proctices,
anaolyzing school ond classoom daofbo for
chonges in student leaming co-relating to
chonges in clossroom practices.  Applies
an extensive array of instructional
procfices enakling students to cognitively
engoge in ond achieve rigorous
standaras. Coaches others

colleagues ond a learning
team.

* Engogesin
profeszsional development
to further acquisifion of
best insfructional pracfices
o Zollect: and onalyzes
dofo.  Appliss o varety of
nstructionol practices to

engage students Agorously.

developrmeant and
colegial discussions
to acaoure
methodclogiss and
pest procfices.

»  Procifices new

insfruction sfrotegiss

secking fesapack f
cooching.

ond apglies
ecucational
research, relevant
methodologies,
onad oest
proctices.

Commenfs:
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TEACHING QUALITY STANDARD

5. Teachers Enqoge ing randge of Elunning ocfivilies.

Teochers undersiand the purpases of short, medium and long term range planning.
Teochers' plans are founded in their understanding of contexdual voriobies and are a record of their decisions on what teaching
and learning strategees o apply. Plans cutiine a reasoned and incremental progression foward the attainment of aesired outcomes,
for both teacners and students. Teachers monitor the confext, their instruction, and monitor and gssess students” legming on an
orgaing bass, and moedify their plons accordingly.
Teochers siive 1o estabiisn cangid, open and ongoing fnes of communication with students, parents, colleagues and other
professionals, and incorporate infomation gaired info their plonning.
—— = = =

Indicators: Sirength Growth

Comments / Reflections

Lomg range year plars refliecting the
Pragram of Shadies

[

Urit plans effectively connected o long

"CIFEE' PG

O

Daiy lesson plaons effectivery
connected founit and long rongs
plans

Cutcomes cleany wrirten in the fom of
student learning

O

Plars outine a regsoned and
noremental progression foward
attainment of desired cutcomes

O

Analyzes shedent leaming on an on-
going basis, moaifying instructicnal
plans accondingly

Adequate plans and procedunes for
substituies

Up to date Saily plan gnd record Cooks

mars reflect high leomer expectations

Linis pricr shedent knowiedge and
sxpeniences fo e 'rirE achivities

O OOQo | O

I:II:IFFI:IEIEI [ (W

organizes/faciirates professiona
gevelopment oofivities 1o develop o
compliment of long and short term plans.

= Plans reflect

~curicular cutcomes of the Progroms of Sudy
denfifying important elernents/issues/strands.
-a variety of engaging acfivities necessary for
student developrent of deep
understanding,

~clear fimelines refiecting priorities
Hnitegrated summafive and fommative
OSSIEMENT srategies,

~connecfion to cument sludent performance
angd nesd.

earning team and through
professional development 1o
gevelop a compliment of long and
short farm olans.

=  Plansreflect

-Programs of Study outcomes
elements/issues/strands organized
and developed in a logical
fashion,

- wariety of instruction activifies
-timmelines with some flexibility

-0 —Joing Qssessment

“densfied student performance
ond need.

gevelopment and
cobagial discussions
apout planning and
curnculurm.

=  Pionz refliecn
-Programs of Study
CUTCOIMEes.
Hrstnuecticnal sirategies
-fimelines consisent with
curmcular guideines,
-scheduled asassments
-gwareness of
gevelopmental level of
sTudents.

4 2 1
» Confributes so professicnal leaming = Studies plonning and = Engagesin = Doesnot
teams and actively engages inor cumculum with a professional professiona maintain a

comgliment of
long and shoet
termn plans
accurately
reflecting
cumicuium and
analyzed
stugent neseds.

Comments:
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TEACHING QUALITY STANDARD

& Teachers creaie and mainfoin environments thot are conducive fo student learning. Teachers establish
relaficnships respecting the studenis’ humaon dignity.

Teachers create ard maintain envircnments that ane conducive fo stugent leaming.

Teochars estabizh leaming erndronments wherein students feel physically, psychologicaly, secially and culturally secure. They ore
respectfiul of students’ numan dignity, and seek to estatlish g positive professional relgfionship with students charoctenzed oy
rmutual respect, trust and namony. Teachers work, independentty and cooperatively, fo make their classrooms and schools
stimulating Ieaming environments. They maintain occepiobie level of stugent conguct, and use discipine straregies that resultin a
posifive environment conducive fo shegent leaming.

Indicabors: sfrength Growth
-astapisnes, communicates, and maintgins

regscnable and produciive conduct for all O O
students
~consistently folows the school discipine

~esponds fo sfudient misbenavior subty,

| fainy, effectively, and sensifively
-communicates a clear agenda and
directions for the lesson activities

-maintains a safe, sfimulafing and functiona
Classroom envingnment

-s5efs and communicates acoeptabie
standards whers students feel prysicaly,

paychologicaly, socially, and culfuraily

OI&Epopgpa
O;I5&|poQoa

SECUNE
-sustains attention and involvement of O
studernts

-nelps students develop seff dicipline L]

-rias systemaric effective gaily routines o
manoge class ime
-mizdels and promaoes the joy of leaming

Ll
O

O O O

4 3 2 1
» Contibutes o professional leaming = Collaborares with school teams | = Works with ofthers v Ineffecive
t2ams and actively engages in professiona and participates in professiona to shudy and develop roufines and
agevelopment to esfacisn an envircnment development o estacizn g strong sxils of mamaging manifering of the
conducive o leaming. Earning environment. leaming envimnments. | =oming
»  Alert fo student behavior and »  Generaly gwars envinanment.
=  Maintgins productive conduct often eqrning environmment factors at all of shudent oehavior = Inconsistently
monitored by sfudents themsehes. Sustains fimes. Appropriote and efective and the leamirg addresses school
rvalvement and attention of shedents. roufines are in place. emvinonment and fow =aming
Communicares high leaming and conduct it affects learming. Envinonmens
expectaions. »  ACOresses schod themes
= Consistendy maintains schoo leaming envionment =  Inconsstently

» Celebrates and reinforces school wide eqrning environment tnemes and themes and policies responds o
tnemes of emotional and physical safety. policies. misenavior.
Promaotes an appreciation of cultunal »  Doesnot
giversity. = Usuaily tokes respect shadent

suitable octions as aignify
»  Effectively and sensitively responas o = Misoengvioris ogdreszeding needed, consistent rEprestive.
student conduct in o consistent predictable respectful and sersitive manner with | with school and
MEQnIner. tie disnuption fo the class octivities. | policies.
Comments:
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TEACHING QGUALITY STANDARD

7. Teachers franslate cumiculum confent and objectives into meaningful leaming activifies.

students

Teochers opply a brood range and vorety of instrucfional ond leaming sfrotegie:. The strotegies vory in keeging with
contextual varakles, sukject content, desired ckjectives, and the leaming need: of ingividuals and groups of

Teachers clearly communicate thort and long rangs learning expectoticns to students, and how the expectations
are to oe achisved ana aszessed. They engage students in meaningful activities that rmofivate and challenge them
to achieve those expectations. They integrote curent leaming with pricr learning, ond orovide cpportunities for
students fo relate their leoming to the home, community and orooder envircnment.

an irctructional leader to professicno
eoming teams. Pardicipotes in or
facilitates cngoing instructicnal
professicnal developmeant andl
pracfice.

¢ Expertly models on extensive
repertoire of effective instructicnao
procfice: ossuring active
collaborative sngoagement of
tecchers ana sfugents in chalengng
eaming sfuatons. Juccessfully
ntegrates clossroom varialles to
provide o powsrful leorning
ervirchiment lecoing to desp
understanding.

cedogogy in colakorotion
with instrucficnal tearrs and
through professicnal
development

*  Purposefully utiizes o
varety of effectve
instructional practice: fo meet
individual student needs.
Actively engoges students
regrouping as mecessary.
Aszeszes the reloticnship
oetysen the leaming
envirchment and the
outcormes fo achieve.

collaoorativaly with
ofhers o shudy
instructional
pracfices

*  Regulorly
imolements goals anad
coresponding
instructional practices
representing valuoile
l=aming expensnces.
Uzes o variety of
instructional
aroupings.

Indicators: Strength Growth Comments [ Reflections
Apphes a varety of guestioning frames, levels,
and strategies [] []
Aoples proctices thot successfully promaote
higher order thinking skills (i.e. proklem sclving, O O
cotegeorizing, classifying. decisicn making.
creative thinking)
Paces leorning activiies appropriately [l ]
rcluges coportunitie: for sfugents fo develop
dependalpility, posifive atlitude fowara wiork, O |
conscienticusness, co-cperation
Fostars on environment whare students actively
nguire O |
Choozes the mest appropriate and rolowst
examples, onalogie:, ond exoeriences from O |
which sfudents make meaning
Prowvides for low sk - high challenge leaming
actvifies ] ]
Provide: coportunities for students to reflect on
anad shars ther thinking [] []
4 3 2 1
» Colloborotes with and serves os *  tudies ond procfices »  Works »  Shows little or

no evidencs of
using a vorety of
instruct
strategiss.
Typicaly utilizes o
teacher-centersd,
whizle-closs
opprooch.
L=aming
cutcomes are not
olways cleor.

Comments:
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TEACHING QUALITY STANDARD
8. Teachers apply a variety of technologies fo meet studenis’ leaming needs.

Teqchen apply a varety of technologies to meet students” leoming needs. Tney know how 1o use and how fo engage studentsin
wsing these technologies fo present and geliver content, communicate effectively with ofners, find and sscure information,
research, word process, manage information, and keep reconds.

Teqchen Use teaching/leaming resgurces such as the chalkboord, texts, computers and other guditary, print and visual madia, and
rmairtain an awareness of emerging technalogical rescurces and how they can be inconparated into instrocfion and leaming. As
new fechnologies prove vsefuil and become gvaiaole in schools, feaches develop their ownand ther students’ proficiencies in
using the technologies purposefully. Teachers use electronic networks and other felecommunication media to enhance their cwn
knowiedge and abiites, and to communicate more effectively with others,

Indicators: strength Growth Comments [ keflections
Develops ability of students to effectively use
fecnnaology in their leaming

Records student grades

Capably Uuses Microsot Omce suite

Uses the Intemet fo inform and suppaort
retnucfional activilies

Wiodels and integrares g varety of medgia
communicafion fools as components to

2 OITireg

Consistently communicates threugh school
e-ma

Uses il scnoo specific software

O o |[@Ooo

B 2 F R

[

4 2 1
»  Serves asaresource fo professional =  Engogesin professonal =  Emgagesin . megulany
=aming teams planning for integration of gevelopment and collioporates with | professiono integrates
tecnnoiogy. Paricipates inandfor professional leaming feams fo development and technology info
cooasionaly arganizesfociftates professional | confinue acguining knowledge of collegial discussions insfruction.
agevelopment and colegial exchange technology applicafions. developing stils to
trrough technology [onine networks and imtegrate technalogy.
courses, video conference, serminars, = Regulary engages sfudents in
weDoosts, efc.). tne use of techrologies fo present = Regulary engoges
and deliver content, communicate | students in the wse of
=  Frequenily engages sfudents in the use effectiively with others, find and technologies
of techinclogies fo present and celiver secure information, reseorch, wond addrassing 12T
content, communicate effecively with process, manage infomation, and outconmes.
others, find and secure information, research, | keep records. integrates KCT
word process, manoge information, and outcomes ocroas the cumculum.
keep records. Enhances subject curiculums = Ltilizes a variety of applications
trrough integration of KCT outcomes. and sofrware, all school specific = Utifzes all givision
»  Ufilzes an extensve repenoire of softesare, and all school specific specific software
applications and software, ol schodl specific | electronic record systems. electnonic recond
software, and all school specific electronic syshems.
record sysiems.
Comments:
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TEACHING GUALITY STANDARD
%. Teachers gather and vse infformotion about shedents’ learning needs and progress.

Teochers maonitor students’ ocfions on an angoing basis to determine and respond to ther leoming needs. They use g vanety of
giagnostic methods that include coserving students’ activifies, analysing stugents’ learning difficulties and sfrengths, ond interpreting
tre results of asessments and infarmation proviged by studensts, her parents, colleagues and otner professionals. They recard,
nterpret and use the results of ther assessments to madify their teaching practices and students’ learming octivities. Teachers use
tneirinterpretations of diagnoses and assessments as wel as students” work and results 1o guide their own professicnal growth.

Indicators: strengih Growih Comments / Redleciions
Aszesses shadent progress on a regular on-going
beasis, wsing results fo refliect on and modify Od O

nstnaction

Provides neguiar, specific ang immediate
feediback o shudents

Aztemment critefa and standards are clear and
nove Desn communicated to shedents
Develops O withen assessment plan congruent
with goals grd curmiculor outcomes

Niagintains detoiled systemnatic records of shedent
progress and assignment comoletion

Uses a vanety of formnal and informal evaluatfion
technigues

Students confribute to assessment chiterio and
standards, often reflecting on and monitodng
thgir own leaming

Student growth is communicaoted
knowiedgeatly and responsicly to parents,
students and adminisfrators

OpQ@oQpoiie
OpQ@oQpoiie

O
O

4 3 2 2
= Confributes to professicnal =  Coliaborgtes with professional = Wonswithothers | e

eamirg teams andjor professional demaonstratas
development, creating and using
mulfiple outnentic assessments
clearty connected 1o the cumoulum.
Cleany communicates leamirg
outcomeas and assessment
procedures fo students and parents.
»  AssEsments include a wide
vanety of cngoing formalfinfomo
farmative/summafive feegoack,
often engages shedents in saif-
refliection and self-ossessment.
Freguenitty accompanies
assessments with scofing rubrics.

» Analyzes and disaggregates
student ochisvement resuits and
other data [discipiine, safisfaction
surveys, attendance, etc.) o
~determine instructional needs of
students, professionals, ond the
sChoo

-orovide frequent specific feedback
to students, famity ang
administration.

l=aming team: and parlicipotes in
professional development studying
asessment practices and prnciples.

= Consstently demonstrates
knowdedge of a varety of assessment
procfices clearty aligned fo cumcuar
instructional goals. Sonducts crgoirg
assessment of students’ progress often
providing students cppartunity for sesf-
reflection and seif-assesment.

=  Desigrs future instnuction based on
assessment results. Provides specific and
immediate feedback fo the student and
farnity.

developing
knowiedge of
effective osseszment

proctfices.

= Aligrs assessment
to instructional geals.
Asseszes regulary
croviding feedoack to
students and famity.

- Uses gssassment
results o guide furher
insruction.

kncwiedge of
effective osseszment
croctices.

= Doesnot
evaiugte and
rmaintain infomation
on student progress
with reguiarty.

Comments:
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TEACHING QUALITY STANDARD

10. Teachers establish and maintain parnerships ameng school, heme and community, and within their own schoots.

Teachers understand that stugent leaming is enhanced through the use of nome and community resounces. They know now 1o
dentify rescurces relevant to feaching and leaming cojectives, and how 1o incorporote these resources info their teaching and
students’ learning.

Parinerships with fne nome are charocterized oy the candid shanng of informafion and igeas to influence now teochners and
parents, inmdependently and cooperatively, confribute fo sfudents” leaming. They also work coopergtively with school councils.
Teachers seek oul and Inconponahe GoMmMURnihy Resounces info theirinsfruction, and encourage shedents 1o use hame and
COMMUNITy rescurces in their learning.

Indicabors: Efrength Growth Ccomments f Refleciions
Communicates freguent information about
the Insinscicnal proegram and expestaions | |
Maintains open and honest inferaction with
studenits,_stoff and community | |
Responds to parent concems in g fimey and
approprate foshion | |
Supports and assists with public relafiors and
communication | |
Encourages parent invahement in the
retnuciional program ] ]
wiodels effective verbal and non-verto
communicafion skls | |
Teeks out and incorporates community
resounzes info Ihel instruction | |
Hardles confidential information ethicaly
and discretely | |
4 3 2 1
» Confributes fo stakenolder groups to =  Communicates frequentty and =  [Follows schoo . neffectivery
cregte g productive emdronment of effectively with students, familes procedures for communicates
riteraction honorng frust, honesty, and and the community using a variety communicating with with students,
respect. Modek and implements effective of effective group sfructures. stugents, famiies ard staff, parents
group sfructures and decision making community. and the
strategies. = Eames involvement of fomilies comminity.
=  Freguenstty shares information and and the commiunity inirstnactfional =  Encourages
collaoorates with stakenoiders fo support programs, and school functions. irnvahvernent of famiies
retnoctional issues, 1o develop partnersnips im the instructicna
Wwith community organizations, and fo seek Crogra.
supporting resources for instruction. = Smares information about the
=  Shares information atout the instrucfional program and = Providesag
retnucticnal proegram and expectations and comeiagfing strategies that can be description of the
pronddes informasion about child uzad as home. irsnuciional program.
development including strategies that can
pe used ot home.

Comments:
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TEACHING QUALITY STANDARD

11. Teachers are career-long learners. Teachers communicole an evolving vision of teaching.

schools, communities and profession.

Teochern engoge in ongoing professional development fo enhance their: understanding of and ability to analyze the context of
teachirg; abiity fo moke regsoned judgments ard decisions; and, pedagogical knowiedge and abilifies. They recognize their own
professional needs and wiork with others 1o mest thase neeas. They share teir professional experise 1o the benefit of orhers in their

Teochen activery refine and redefine their vision of s=aching in lignt of the ever-cnanging context, new knowsdge and
understandings, and their experiences. While these visions are dynamic and grow in degth and treadtn over teochens’ careers, the
visions maintain at their core g commitment to teacning proctices through which students con achieve opfimum leaming.

Indicabors:

0
:

Strengih

Commenis / Reflechions

Waorks with colleagues to develop, coondinare
and impiement programs and actfiviies

O

Actively paricipares in Professional Learming
Communities

Conducts goion research

professional growih lan

Develops, II'I'IP =ments and compietes a perscnal

Nientors new andfor student fegchers

Porficipotes in school sponsored professional
gevelopment cpporunities

Seeks consstent and woried opporunifies for
professional development

Keeps fully curment with new developments in
education

Comgpletes professionol readings

Seeks input from coleagues, and appropnare
other individuals

Bxplores ways 1o access and use educationa
rEsearch

Zhares successiul insmuctional sraregies and
resounces with coleagues

seeks consistent and varied cpporunities for
professional development

[ I (O ) S | W
DDDDDFDDDFﬂDD

4

3

2

»  Activery conmbutes o professional
eqmirg team acficn research 1o improve
pedagogical prachices and achievement of
students. Eryggages in and/or ocoasionaly
organizes;/faciirates professiona
development invalving eensive long tem
supports forimplementation of new practices.
»  Ewmomires student work and other gata
sounces to detemmine the effect of insfruction
strategies, to develop lesson plars, and fo
deniify further professional leaming goals.

= Adopts and refines vision of teacningin
ignt of contexs, evolving knowledge and
understandings, and experiences.

=  Colaoorates witn professional
earning teams and engages inlong
term sustained professiong
development to ennance content
skils and improve Dedogogico
practices.

»  Makes acourate ossessments of
tne effect of leaming octivifies on
tne desred goal.

= Communicates anevoiving
vision of reaching througn refiection
on effecfivensss of vaious leaming
octivities.

= Works with others
ard seeks out
professiono
development activifies
to develop
pedogogical skils and
confent knowledge.

= Reflecson e
effect of teaching
activities on sudent
achigvemen
=  Refines vision of
tegching based on
expeniences and

. nconsistent
participation in
professicnal
development
Opportunites.

=  Cigssroom
prociicas remain
relafvety
unchanged over
time.

Comments:
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Models the Avrora Board Vision and Mission.

The Vision
“Aurora ochooi s the best cnoice for radifonal pubic education in Aloerta.
faission Stotement

" 1o provided an orderdy and sfructured environment, with propery sequenced teocher-directed irsstruction and strong
nome/school parensrships, where gverage children can excel in an academically oriented progam.

Indicabors: sirength Growth Comments / Reflections
Adheres to poicies, procedures and
reguiaficns of the school, division and O

government
Confricutes 1o g colaoonative/colegal feam
environnnent with all staif

Respacts and values ofthers

Supports and contibutas fo co-curicular
activities ond school events

Promaotes good health and wel being

Acts in acoongance witn the Code of Emics
and Standards of Professional Conduct.
Wiainfaine posifive working relafions with g
stakEncidens

Propides leodenship

senice onented

Balances work and personal commitments

ﬂﬂﬂlﬂ O I:IF ﬂl:l O

4 3 2 1
»  Focuses on stedents and shodent »  Focuses onstudents and = Focuses onstudents = Unaware of
achigvemnent. Understands and contrbutes sudent achievemant. and student achievement. or inconsistently
to the school and division culture, goals and Mairtains and actively Consistentty ganeres 1o the follows schooi
policy. Modes and promates posfive promaotes school goals. miaral prncipals, core values | goals.
attitude towards the school and divison. Mairitains supportive and and peiefs of Aurcra Infrequensty
Wiaintaines and confributes 1o supporive cobapongtive professiona Acodemic. Adnenss fo carticipares in
collaborative professional relationships. relationships. poiicy, proc=dure and schonl projects.
Provides and modes leadenship. Actively regulasion.
pariicipates in school projects.

Comments:

Adapted from ortnem Lights School Division Mo. 59
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A

\ EVALUATION REPORT

Teachers Name:

Evaluator:

Type of Confract:

A, EVALUATION INFORMATION

1. Teacher's Professional Background and Experience

Education

2, FReason for Evaluation

The Teaching Guality Standard Descriptors
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3. Timeline of Evaluation

Teacher provided nofice:

Observation dafes:

Date Subject/Grade Pre/Post Conference Random/Frearanged

Date of Evaluation Report:

Other:

4, Criteria and Standards Used

The evaluation focused mainly on the following descriptors as ouflined in the notice of

evaluation.

1.

B. INFORMATION GATHERED

Relevant Documentation

(Mote: List documentatfion used for evaluafion purposes. )

Date Received Date of Document Documentation Summary
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2, Classroom Observations
(Mote: Claim, Evidence, Inferoretafion, Judgerments)

Observafion notes were shared tfrroughout the evaluation process and are appended o this
evaluation for information.

C. SUMMARY OF EVALUATION
{MOTE: Link to TQS descriptors)

0. CONCLUSIONS AND RECOMMENDATIONS

Recommendations
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A i -
\ Sample Notice of Remediation
{date)
Cear (name)

Re: Mofice of Remediation

In accordance with board policy, you are issued with this nofice of remediafion. This nofice
constitutes o lawful crder of the board under seclion 41 of the Scheel det. It & issued subsequent
to the evaluation report dated (date], which | authored.

Az o result of the evaluation of your feaching, | determined that changes in your teaching
practice are reguired. This nofice replaces your coligafion o gevelop and implement an annual
professional growth plan. You are reguired to focus on the required changes cutlined in this
notice instead.

This notice is in effect as of this date.
The time lines for this nofice are:

1. Youw have until ([dafe]. to achieve the skills required o overcome fhe elements of your

tecching practice that do not meet the Teaching Guality Standard.

[&s per board policy on teacher evaluation) The superintendent for this school will conduct

an evaluafion of your professional performance commencing [date]. It will concentrate on

determining whether there has been sufficient imeroverment in your practics to warrant it

being judged as mesting the Teaching Gudlity Standard [Ministerial Order #014/97).

3. Inthe event that this evaluation alsa finds that yvour practice does not meet the sfandard, o
recommendation may e made to the Board fo terminate your contract of employment.

4. Motwithstanding point 3, above, if there is sufficient improvement to indicate the possibility of
your providing service that meets the Teaching Guality Standard, the superintendent may
extend the timelines for this notice.

5. Tris nofice of remediation is issued for the pericd of [date to date). Subject fo the discrefion
of the superntendent it may be further extended for a pericd time cerfain.

[}

Required Improvements to Professional Practice

What follows are the reguired improvements fo be made to your professional practice. They
must be in evidence af the fime of the evaluation and if found, must contfinue 1o be
charocteristics of your practice over time. They are drawn from the conclusions in my report of
(date].

Referance to TQS
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Support and Guidance

Althoughn the onus falls on you fo improve the arsas of practice specified in this nofice of
remediafion, we are prepared to continue to support you in these effors. The following
professional learning cpportunities will be made availaktle should you wish to parficipote:

1.

3.
4.

Conclusion

In conclusion, it is my gim to help you become, again, a successful feacher in this school.
Motwithstanding this gim, you must meet the Teaching Quality Standard and the expectafions of
boara policy.

The subsequent evaluation at the conclusion of this remediation process may result in

1. Your mesfing the expectations of the Teaching Guality Standard and a refurn to the
oNgoing sUpervision process. or

An extensicn of this remediofion clan, or

A change of assignment.

Failure or inakility to reach the expectation: cutlinad in this document could rasult in
employment conseauances up to and incluging fermination of your contract. This would
invohee a recommendation by the superintendent to the board.

bl

Pleas= lat me know if you Rave any guestions in regard to this notice or if there iz anything | can
do fo hope you meet with success regarding the required improvements to your professicnal
practice.

Yaurs fruly,

[name)
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Background/Purpose:
As Aurora School matures, the Board wishes to recognize employees who have given long service.

Policy Statement:
The Board acknowledges that its employees are its most valuable asset and will honor those employees
with long service.

Guidelines:

1. Service Awards will be awarded to employees at the completion of each five year phase of
employment (i.e. awards will be given for 5, 10, 15, 20, 25, and 30 years of service with Aurora
School.)

2. Service Awards will be given to the following categories of employees:
a. full-time employees
b. part-time employees with continuing employee status (there will be no differentiation made
between part-time and full-time employment for the purposes of Service Awards
3. Long service awards are consistent with CRA requirements.

Accountability:
Reviewed annually by the Board of Directors.
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Objective:
To support Board Policy on Recognition for Long Service.

Responsibility:
Secretary Treasurer

Regulation:

1. When less than 12 months is served, calculations for eligibility will be made as such:
e for 3 -6 months of service, recognition is given for half a year;
e for 7-12 months of service, recognition is given for one full year

2. Where broken service periods are involved, each partial month of employment will be counted as a
full month for the purposes of calculating the total service period.

3. Service Award eligibility (i.e. years of service) is determined by this policy only. The intent of this
policy is to provide guidelines to determine when gifts will be given to employees from the Board in
appreciation for employee service.

4. For the purpose of Service Awards, any leave will not be considered a break in service provided
there was no resignation. Employees who are rehired after resigning from a previous position with

Aurora School will begin at year one for award purposes.

5. Employees who resign in good standing or have been laid off after completing their fifth (or multiple
of five) year of employment will be eligible to receive a Service Award for those years.

6. For each five-year increment, gift costs will not exceed the following dollar values:

Number of Years Gift Value (S)
05 100
10 200
15 500
20 500
25 500
30 500
35 500
40 500

7. Notwithstanding the above guidelines, the Board will deal with all exceptional situations.
References:

BP 5300 Recognition for Long Service
Canada Revenue Agency (CRA)
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Policy Statement:

Aurora School recognizes that it is appropriate to collect personal information that relates directly to
and is necessary for the operation of the school’s programs and services. As well, Aurora School
maintains these records in a secure manner and information is treated as confidential at all times.

Accountability:
Monitored on a five year cycle by the Board of Directors in accordance with its annual work plan.

References:
AR 5400 Employee Personnel Records
BP 2100 Freedom of Information and Protection of Privacy
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Objective:
To provide direction for implementation of Board Policy 5400 on Employee Personnel Records.

Responsibility:
The Secretary Treasurer, in consultation with the Superintendent, is responsible for the administration
of this policy.

Regulation:
1. Personnel records are maintained primarily to provide an individual record of service.

2. An employee’s personnel file shall contain:

a. documentation including correspondence associated with application of employment,
curriculum vitae, transcripts, any required security checks, and a copy of a teacher’s Teacher
qualification Service (TQS), and a copy of a teacher’s Alberta Teaching Certificate, if applicable,

b. employment contracts,

evaluation reports, and
d. copies of correspondence between the employee, school administration, and Board of
Directors.

o

3. A personnelfile shall not contain anonymous items.

4. Employees may review the contents of their personnel file, upon request to the Secretary Treasurer
at times that are mutually agreeable. The Secretary Treasurer shall monitor the review of their file.
Employees may not remove any part of their file from the School. Employees may request copies of
individual documents contained in their files and these shall be provided by the Employer in a
reasonable period of time.

5. Other than provided for in item 4 above, access to personnel files is restricted to those who deal
with employee welfare or supervision. These individuals shall treat the files as confidential.

References:
BP 5400 Employee Personnel Records
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Aurora Academic Charter School Policy

Category: E. Human Resources

Code: BP 5450 Policy Name: Public Interest Disclosure (Whistleblower Protection)
Issue Date February 12, 2018
Revision Date
Review Year

Background/Purpose:
The purpose of this Board Policy is to assure compliance by our Aurora School employees and
administration with the Alberta Public Interest Disclosure (Whistleblower Protection) Act. The purpose
of this Act and our corresponding Board Policy is to:
1. Facilitate the disclosure and investigation of significant and serious matters that an employee
believes may be unlawful, dangerous to the public or injurious to the public interest;
2. Protect employees who make disclosures;
3. Manage, investigate and make recommendations respecting disclosures of wrongdoings and
reprisals;
4. Promote public confidence in the staff and administration of Aurora School.

Policy Statement:

Aurora School communicates and employs established procedures and reporting in compliance with the
Province of Alberta Public Disclosure (Whistleblower Protection) Act for receiving and investigating
disclosures of wrong-doing made by employees.

Scope:
This policy is applicable to all employees and administration at Aurora School.

Principles:
The following principles apply:
1. Aurora School provides and nurtures a positive and supportive environment for all employees;
2. Aurora School is committed to a high standard of ethical, professional, and accountable conduct
that is distinguished by respect, integrity and excellence.

Accountability:
The Superintendent is designated as the Chief Officer for the purpose of the administration and
reporting protocols and procedures in compliance with the Alberta Public Disclosure (Whistleblower
Protection) Act. The Superintendent as Chief Officer is responsible for:
1. The administration of the Act within Aurora School, including the development of internal
procedures for receiving and investigating disclosures of wrongdoing from employees;
2. Ensuring that this Act and corresponding Board Policy and Administrative Regulation are
communicated to all Aurora employees;
3. Completion of an annual report detailing the number of disclosures received and investigated.

References: Province of Alberta Public Interest Disclosure (Whistleblower Protection) Act
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Aurora Academic Charter School Administrative Regulation

Category: F. Student Policies

Code: AR 6000 Policy Name: Admittance
Issue Date November 16, 2015
Revision Date February 7, 2019
Review Year 2023

Objective:
To provide direction for implementation of Board Policy on admittance of students.

Responsibility:
Superintendent, Secretary Treasurer, Principals

Regulation:

A. Prerequisites to Admittance
Prior to admittance of their children, parents/legal guardians shall attend an interview to review
Aurora School’s mission, philosophy, curriculum, teaching methodology, dress code, and discipline
policy. Parents or guardians shall sign an interview sheet that outlines these items as well as gathers
information about their children and their specific learning needs. Parents/legal guardians are
strongly encouraged to consider whether or not the philosophy and practice of the school meets
their family’s needs and capabilities for the future. Students will complete a placement assessment
during the initial interview to determine their readiness for the grade level that they are applying for.
Admittance age requirements will be consistent with Alberta Education current legislation and
regulations.

B. Procedures
1. Parents/legal guardians begin the registration process for their child or children by creating an
online account in Family Zone. All pertinent information regarding the prospective student(s)
along with required documents, must be entered, uploaded, and added for the application to be
considered complete.

2. Aurora School will use an online register, maintained by the parents/legal guardian(s), through
Family Zone pursuant to procedure B.1. All student information on the waitlist is managed
strictly by the parents/legal guardians of the student(s) using the online Family Zone system.
a. Aurora School will not give out information regarding the waitlist position of the student.
b. Waitlist position is determined by registration date in Family Zone according to BP 6000.

3. When an opening becomes available, the parent/legal guardian of the student in range on the
waitlist will be contacted by email and provided a scheduled appointment for placement
assessment.

a. The school will only use the main email address provided in Family Zone.
b. Families will have 2 business days to respond to the email.

4. Students will be removed from the wait list for whom:
i. The parent/legal guardian declined a placement assessment;
ii. The parent/legal guardian did not respond to the assessment or offer of admission within
the designated time allowed;
iii. The parent/legal guardian declined the offer of admission;
iv. The parent/legal guardian withdrew after registration;
v. The information entered into Family Zone is determined inaccurate, false or misleading;
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Aurora Academic Charter School Administrative Regulation

Category: F. Student Policies

Code: AR 6000 Policy Name: Admittance
Issue Date November 16, 2015
Revision Date February 7, 2019
Review Year 2023

vi. The student had an unsuccessful assessment at Aurora School. A maximum of one
assessment will be offered per school year. At the Principal's discretion, a student may be
allowed to have a chance to do one more assessment the following year, otherwise the
student will be removed from the wait list and need to reapply.

5. Placement assessments will include:
a. Current school/preschool records and recommendations;
b. A grade-level assessment prepared by teachers under guidance of Principal at Aurora School;
¢. Aninterview by a teacher or administrator, including a chance for parents/legal guardians to
discuss the Aurora program and requirements.

6. Students who meet assessment requirements will be offered a position in that grade level.
Students who do not meet requirements may reapply onto the waitlist for the next school year.

7. Families who do not login and update their Family Zone account information each year by
October 31 will be considered inactive.
a. ltisthe responsibility of the parent/legal guardian to ensure their child is on the correct
online Family Zone wait list grade and year.

8. The current 2019/20 school year minimum entrance age for kindergarten children of Aurora is 4
years and 6 months as of September 1st of the year they begin kindergarten (four years prior to
March 1st of the assessment year prior to kindergarten). For the 2020/21 school year and
following years, as per current Education Act, minimum entrance age for kindergarten students
is 5 years old on or before December 31st of the year the student is enrolled.

References:
BP 6000 Admittance
Alberta Education Act
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Adopted October 2, 1997
Revision Date November 16, 2015
Review Year 2020

Background/Purpose:
While Aurora School is an autonomous charter school, it is also a public school. As such, it is open to all,
subject to the provisions of the School Act and the Charter.

Policy Statement:
All students who register with Aurora School will have a file maintained by Aurora School. All
information in the file will be in accordance with the Freedom of Information and Privacy Act of Alberta.

Guidelines:
1. Registered students whose parent(s) or guardian(s) has met the prerequisites shall be admitted to
Aurora School, subject to the availability of positions, on a first-come, first-serve basis.

2. Notwithstanding, siblings of students already admitted will be given priority over those without
siblings already admitted. They will likewise, be admitted on a first-come, first-serve basis.

3. children of current Aurora School employees will also be given priority. This priority will not come
before sibling priority.

4. Notwithstanding, students presently attending Aurora School may be granted a leave of absence for

a specified period of time. The decision to allow such a leave would be at the discretion of the
Board and would be dependent upon the school’s ability to adjust to the new circumstances.

Accountability:
Monitored on a five year cycle in accordance with the Board of Directors annual work plan

References:
Charter School Regulations, section 14

AR 6000 Admittance
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Adopted October 2, 1997
Revision Date November 16, 2015
Review Year 2020

Policy Statement:
Due to the nature of the kindergarten program offered to students at Aurora School, it is better suited

to a more capable and mature student.

The entrance age for kindergarten children of Aurora School Ltd. is such that the prospective student is
4 years and 6 months as of September 1 of the year they begin kindergarten (four years prior to March 1
of the assessment year prior to kindergarten).

Accountability:
Monitored on a five year cycle in accordance with the Board of Directors annual work plan

References:
AR 6030 Entrance Age for Kindergarten
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Aurora Academic Charter School Policy Manual

Category: F. Student Policies

Code: BP 6035 Policy Name: Student Code of Conduct
Effective Date April 17, 2017
Revision Date June 18, 2018
Review Year 2021

Background/Purpose:

Aurora Academic Charter School supports staff, students, parents, and the community in ensuring
positive student behavior and conduct. This policy sets the framework and assurances to establish,
implement and maintain a teaching and learning environment that provides each student and every
employed staff member with a welcoming, caring, respectful and safe learning environment that
includes a detailed code of conduct for students that addresses bullying and other inappropriate
behavior.

Policy Statement:

This policy is meant to establish and maintain a welcoming, caring, respectful, and safe learning
environment for all students and school staff. All staff and students will not be discriminated against
as provided for in the Alberta Human Rights Act and the Canadian Charter of Rights and Freedoms.
To be effective our policy must be simple, fair, communicated to our stakeholders, and actively
enforced.

Guidelines:
A. A student shall comply with the following code of conduct:

1. Respect yourself and the rights of others in the school.

2. Make sure your conduct contributes to a welcoming, caring, respectful and safe learning
environment in the school that respects the diversity and fosters a sense of belonging of
others in your school.

3. Refrain from, report and refuse to tolerate bullying or bullying behavior, even if it happens
outside of the school or school hours or electronically/online.

4. Inform an adult you trust in a timely manner of incidents of bullying, harassment,

discrimination, intimidation, or any safety concerns in the school.

Act in ways that honour and represent you and your school.

Attend regularly and punctually.

Be ready to learn and actively engage in and diligently pursue your education.

Know and comply with the rules of your school.

. Cooperate with all school staff.

10. Be accountable for your behavior to your teachers and other school staff.

11. Contribute positively to your school and your school community.

© 0N oW

B. Unacceptable behaviours include, but are not limited to:

1. Behaviours that interfere with the learning of others, the school environment, and that
create unsafe conditions.
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Aurora Academic Charter School Policy Manual

Category: F. Student Policies

Code: BP 6035 Policy Name: Student Code of Conduct
Effective Date April 17, 2017
Revision Date June 18, 2018
Review Year 2021

2. Acts of bullying, harassment, or intimidation in any context including electronic whether or

not inside the school building or during the school day.

Physical violence.

4. Retribution against any person in the school who has intervened to prevent or report bullying
or any other incident or safety concerns.

w

5. lllegal activity such as:
a. possession, use, or distribution of illegal or restricted substances,
b. possession or use of weapons,
c. theft or damage to property.

6. Discrimination as outlined in the Alberta Human Rights Act and Canadian Charter of Rights
and Freedoms based on race, colour, ancestry, place of origin, religious beliefs, gender,
physical or mental disability, marital status, family status, source of income, or sexual
orientation will not be permitted.

C. Expectations for School and Classroom Discipline Practices

It is expected that school and classroom discipline practices in general will be based on the
following:

1. Procedures are fair, objective, consistent, and reasonable.

Avoidance of threats and other measures that can be regarded as excessive.

3. Early detection of attendance concerns and other potential discipline problems and early
action to resolve them without resorting to severe punitive measures.

4. Early and ongoing communication with parents throughout the entire process of dealing with
discipline problems.

5. Inclusion of restorative justice protocols to support student behavioral and learning success.

6. Recommendation for counseling services when deemed appropriate.

7. Concentration upon the development of positive school practices and effective teaching as a
means of encouraging appropriate student behaviour and maintaining school order.

8. Prompt action to resolve discipline problems, especially those that may lead to a suspension.

9. Decisions regarding the use of disciplinary measures should be made on consideration of the
following:

a. Effect of the student’s behaviour on other students, the staff, and the school;

Nature of the action or incident that calls for disciplinary measures;

Student’s previous conduct;

Student’s age, maturity and individual circumstances;

Impact of proposed action on the student’s future behavior;

Must assure that support is provided for students who were impacted by inappropriate

behavior, as well as for students who engage in inappropriate behavior;

g. Previous disciplinary actions.

N

-0 oooT
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Aurora Academic Charter School Policy Manual

Category: F. Student Policies

Code: BP 6035 Policy Name: Student Code of Conduct
Effective Date April 17, 2017
Revision Date June 18, 2018
Review Year 2021

Accountability:
Shared responsibility between the Board, Superintendent and Principals

References:

The School Act (Alberta),

BP 6040 Student Discipline

Alberta Human Rights Act

Canadian Charter of Rights and Freedoms
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Aurora Academic Charter School Policy Manual

Category: F. Student Policies

Code: BP 6035 Policy Name: Student Code of Conduct
Effective Date April 17, 2017
Revision Date
Review Year 2021

5. lllegal activity such as:
a. possession, use, or distribution of illegal or restricted substances,
b. possession or use of weapons,
c. theft or damage to property.

6. Discrimination as outlined in the Alberta Human Rights Act based on race, colour, ancestry,
place of origin, religious beliefs, gender, physical or mental disability, marital status, family
status, source of income, or sexual orientation will not be permitted.

C. Expectations for School and Classroom Discipline Practices

It is expected that school and classroom discipline practices in general will be based on the
following:

1. Procedures are fair, objective, consistent, and reasonable.

Avoidance of threats and other measures that can be regarded as excessive.

3. Early detection of attendance concerns and other potential discipline problems and early
action to resolve them without resorting to severe punitive measures.

4. Early and ongoing communication with parents throughout the entire process of dealing with
discipline problems.

5. Recommendation for counseling services when deemed appropriate.

6. Concentration upon the development of positive school practices and effective teaching as a
means of encouraging appropriate student behaviour and maintaining school order.

7. Prompt action to resolve discipline problems, especially those that may lead to a suspension.

8. Decisions regarding the use of disciplinary measures should be made on consideration of the
following:

a. Effect of the student’s behaviour on other students, the staff, and the school.

Nature of the action or incident that calls for disciplinary measures.

Student’s previous conduct.

Student’s age and maturity.

Impact of proposed action on the student’s future behaviour.

Previous disciplinary actions.

N

-0 oooT

Accountability:
Shared responsibility between the Board, Superintendent and Principals

References:

The School Act, Section 11(12)
BP 6040 Student Discipline
Human Rights Act
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Adopted February 18, 1998
Revision Date November 16, 2015
Review Year 2020

Background/Purpose:
Effective student discipline is at the foundation of our program.

Definitions:
a. Personal harassment is defined as any behaviour that has as its intent or effect to alarm, provoke,
intimidate, or belittle a person. It can include, but is not limited to, the following:
i. unwanted physical contact
ii. unwelcome remarks or compromising invitations
iii.  verbal abuse or display of suggestive material
iv. inappropriate gestures
v.  threats of physical harm

b Suspensions are defined as exclusions of up to five school days from regular student activities
(classes, school, riding on a school bus, or extra-curricular activities). A suspended student may be
reinstated by the Principal within five days.

c.  Expulsions are defined as exclusions from regular student activities for more than ten school days.

Policy Statement:

An orderly, respectful, and studious environment allows for the fulfillment of our learning objectives.
Furthermore, we believe that effective teaching and supervision alleviates the vast majority of discipline
concerns. To be effective our policy must be simple, fair to those concerned, fully communicated to our
stakeholders, and fully enforced.

Guidelines:

Our expectations for student behaviour are those found in Section 12 of The School Act: A student shall

conduct himself or herself so as to reasonably comply with the following code of conduct:

a. Be diligent in pursuing the student’s studies

b.  Attend school regularly and punctually

c.  Co-operate fully with everyone authorized by the board to provide education programs and other
services

d.  Comply with the rules of the school

e.  Account to the student’s teachers for the student’s conduct

f. Respect the rights of others

General Provisions
Expectations for School and Classroom Discipline Practices: it is expected that school and classroom
discipline practices in general will be based on the following:
a.  Treatment of individuals which is consistently typical of that which would be practiced by a kind,
firm, and judicious parent.
Procedures which are fair, objective, consistent, and reasonable.
C. Avoidance of threats and other measures that can be regarded as excessive.
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Adopted February 18, 1998
Revision Date November 16, 2015
Review Year 2020

d. Early detection of attendance concerns and other potential discipline problems and early action to
resolve them without resorting to severe punitive measures.
e. Early and ongoing communication with parents throughout the entire process of dealing with
discipline problems.
. Recommendation for counseling services when deemed appropriate.
g. Concentration upon the development of positive school practices and effective teaching as a
means of encouraging appropriate student behaviour and maintaining school order.
h. Prompt action to resolve discipline problems, especially those that may lead to a suspension.
i.  Decisions regarding the use of disciplinary measures should be made on consideration of the
following:
i Effect of the student’s behaviour upon other students, the staff, and the school.
ii. Nature of the action or incident that calls for disciplinary measures.
iii. Student’s previous conduct.
iv. Student’s age and maturity.

V. Impact of proposed action on the student’s future behaviour.
vi. Previous disciplinary actions.
Expulsions

Expulsion procedures as set out in the Administrative Regulation are to be consistent with the School

Act.
a. Expulsion will only be used when:
i. It is deemed that other means of corrective action including consultation with parents and

suspensions have failed to achieve orderly and appropriate student behaviour.
or
ii. The student’s continued presence in the school is deemed to seriously threaten or disrupt
the orderly functioning of the school or the student’s presence is deemed to be a danger to
persons or property.
b. Expulsion procedures must ensure that the rules of natural justice and due process are followed,
including a right to request a review of the Board’s decision to the Minister.
¢.  The seriousness of misbehaviour may warrant immediate suspension or a recommendation to
the Board for expulsion on the first offense.

Accountability:
Monitored on a five year cycle in accordance with the Board of Directors annual work plan

References:
School Act, sections 12, 24, 25
AR 6040 Student Discipline
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Aurora Academic Charter School Administrative Regulation

Category: F. Student Policies

Code: AR 6040 Policy Name: Student Discipline
Issue Date November 16, 2015
Revision Date
Review Year 2020

Objective:
To provide direction for implementation of the Board Policy on Student Discipline.

Definitions:

1. Suspensions are defined as exclusions of up to five school days from regular student activities
(classes, school, riding on a school bus, or extra-curricular activities). A suspended student may be
reinstated by the Principal within five days.

2. Expulsions are defined as exclusions from regular student activities for more than ten school days.

Responsibility:
Teachers and School Principals.

Regulation:

Removal from Class
1. Ateacher may remove a student from a class period subject to the following procedures:
a. The teacher informs the student about the removal and the reasons for the removal.
b. The student is given an opportunity to offer an explanation for his/her action.
c. The teacher directs the student to administration to remain under the supervision of the school
until the student’s normal class dismissal time.
d. The teacher reports all of the circumstances surrounding the removal to the Principal.
e. The teacher informs the parents of the student via the homework book of the removal and the
circumstances surrounding it.

2. The Principal, in consultation with the relevant teacher, may follow one of the following courses of
action:
a. Reinstate the student
b. Conditionally reinstate the student
c. Remove the student from one or more classes for a certain term
d. Suspend the student from school for a certain term

Suspensions
1. Suspensions should generally be used only after less severe forms of action have been taken.
2. Circumstances under which suspension may be considered include but are not limited to:
i Habitual neglect of duty

ii. Open opposition to authority

iii. Use of improper or profane language

iv. Inappropriate or threatening behaviour

V. Disruptive classroom behaviour
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Aurora Academic Charter School Administrative Regulation

Category: F. Student Policies

Code: AR 6040 Policy Name: Student Discipline
Issue Date November 16, 2015
Revision Date
Review Year 2020
Vi. Deliberate and wanton destruction of property
vii. Personal or sexual harassment
viii.  Actions which are injurious to the moral tone or well-being of the school or individuals

iX. Use, possession of, distribution of, or active contact with alcohol, cannabis, illegal drugs
or on school property or in the context of any school-related activity
X. Possession of or active contact with a weapon on a student’s person or in a student’s
locker
Xi. Possession of tobacco/cannabis or smoking on school property
3. If the student is not to be reinstated within five school days after the date of the suspension, the
Principal shall forthwith inform the Board of the suspension and report to the Board all the
circumstances respecting the suspension and the Principal’s recommendation. The student remains
suspended until the Board has made a decision according to the School Act.
4. The Board shall within ten school days after the date of the suspension reinstate the student or
expel the student from school in accordance with the School Act.

Suspension from School and School-Related Activities
1. The Principal may suspend a student from:

a. One or more class periods

b. One or more courses or education programs

c. School

d. Riding on a school bus

2. When a Principal suspends a student from school, school activities or riding the school bus, the
following procedures will apply:

a. The Principal will confer with the affected staff to gather information about the student’s
misbehaviour.

b. The Principal will inform the student about the proposed suspension, its consequences, and the
reason the suspension is being considered.

c. The student will be given an opportunity to offer an explanation for his/her behaviour.

d. If asuspension is deemed warranted, the Principal will inform the student of the reason for the
suspension and length of the suspension.

e. The Principal shall forthwith inform the parents/guardians of the student by telephone of the
suspension, including reasons and length, and shall report in writing all the circumstances
respecting the suspension to the parents/guardians with a copy to the Superintendent.

f.  The Principal shall, if requested, provide an opportunity to meet with the student’s parent, and
the student if the students is 16 years of age or older, to discuss the reasonableness of the
suspension.

g. Where a student is not to be reinstated within five school days of the date of his/her
suspension, the Principal shall immediately report in writing all the circumstances of the
suspension to the Board, together with his/her recommendations.

h. Upon receiving a report from a Principal, the Board shall, within ten (10) school days from the
first day of suspension, reinstate or expel the student.
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Aurora Academic Charter School Administrative Regulation

Category: F. Student Policies

Code: AR 6040 Policy Name: Student Discipline
Issue Date November 16, 2015
Revision Date
Review Year 2020

i. Before the Board makes the decision, the student and the student’s parent may make
representations to the Board with respect to the Principal’s recommendation to expel the
student.

Suspension with Recommendation for Expulsion

1. When the student’s misbehavior or history of misbehavior is very serious, the Principal may suspend
the student and refer the matter to the Board along with a recommendation for expulsion.

2. When a suspension with recommendation for expulsion is referred to the Board, the following
procedures will apply:

a. The Principal shall inform the parents/guardians of the student and the Superintendent by
telephone and shall immediately report in writing all the circumstances of the suspension to the
parents/guardians with a copy to the Superintendent. Parents/guardians shall be advised (by
double registered letter) of the date of the Board meeting at which the hearing will be held,
their right to make representations to the Board with respect to the Principal’s recommendation
to expel the student.

b. The Board, or a Committee of the Board empowered to act on behalf of the Board shall, within
ten (10) school days from the first day of the suspension, conduct a hearing into the case and
render a decision to either reinstate or expel the student from school.

c. The Principal shall present documents and statements outlining the circumstances leading to
the suspension with recommendation for expulsion and other relevant data that may assist the
committee to make a judgement. Information will include documented instances of
inappropriate student behavior as well as administrative responses to the behavior. The
Principal will also be required to make a recommendation regarding the disposition of the case.

d. The procedure to be followed in conducting the hearing is as follows:

i.  The Chairman or the Chairman’s designate will chair the meeting.

ii.  The Principal or designate will present his/her report documenting the case along with a
recommendation for disposition.

iii.  The student and parents/guardians will be given an opportunity to respond to the
information presented as well as to add information they feel is relevant.

iv.  The Committee may ask questions or request additional information from
parents/guardians, students or personnel.

v.  The Board Committee shall, without administration (other than the Superintendent),
students or parents/guardians present, debate the merits of the case and make a
decision to reinstate or expel the student.

5. The Committee’s decision is deemed to be a decision of the Board. The Board decision shall be
communicated in writing to the student and parents/guardians with copies sent to the Principal and
the Superintendent. If a student is expelled, the board shall forthwith notify, in writing, the
student’s parent, and the student if the student is 16 years of age or older of the expulsion and of
the right to request a review by the Minister.

6. The Board may re-enroll a student who has been expelled.

7. If the student is expelled, the Board must offer the student an alternative education program
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Category: F. Student Policies

Code: AR 6040 Policy Name: Student Discipline
Issue Date November 16, 2015
Revision Date
Review Year 2020

Expulsions
1. Expulsion procedures are consistent with the School Act.
2. Expulsion will only be used when:
a. Itis deemed that other means of corrective action including consultation with parents and
suspensions have failed to achieve orderly and appropriate student behaviour.
or
b. The student’s continued presence in the school is deemed to seriously threaten or disrupt the
orderly functioning of the school or the student’s presence is deemed to be a danger to
persons or property.
3. Expulsion procedures must ensure that the rules of natural justice and due process are followed,
including a right to request a review of the Board’s decision to the Minister.
4. The seriousness of misbehavior may warrant immediate suspension or a recommendation to the
Board for expulsion on the first offense.

References:
BP 6040 Student Discipline

School Act, sections 12, 24, 25
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Aurora Academic Charter School Policy

Category: F. Student Policies

Code: BP 6050 Policy Name: Field Trips
Adopted February 03, 2003
Revision Date May 15, 2017
Review Year 2020

Policy Statement:
Aurora School recognizes that certain types of field trips and excursions have positive educational value.

While field trips and excursions have educational value, care must be taken to ensure that they are
organized in a manner that maximizes the educational benefit, and ensure the protection and safety of
students.

Guidelines:
1. Excursions that are not directly sponsored by Aurora School are the total responsibility of the
planners and agencies involved. The students and parents involved must be made aware of this.

2. Field trips sponsored by Aurora School must have:
a. Educational goals established for the trip that are compatible with the objectives of the
course(s) being taught
Educational value to warrant the loss of instructional time.
Supervision to ensure acceptable student behavior and safety
d. An itinerary outlining approximate times and specific locations

oo

3. Staff and authorized supervisors are protected by the school’s liability insurance when acting within
the scope of their duties as approved by the school’s administration. Regarding liability coverage:
a.  Secretary-Treasurer shall verify adequate liability coverage is in place for overnight field trips.
b. Coverage is effective only for activities held within Canada or continental USA; international

travel is approved by the Board on a case-by-case basis.

c.  Volunteer drivers are only permitted with the written approval of the Principal, after other
avenues have been exhausted. The supervisory teacher must make certain that any volunteer
drivers fill out a Driver Volunteer Authorization Form.

d. A Parental Consent Form must be signed by the parents and participating students for each
field trip. The form must clearly detail the risks involved with the trip and ask the parents to
acknowledge their recognition of those risks.

e. Consent forms must include consent from parents authorizing the teacher leader to arrange
for any necessary medical treatment.

f.  The school shall keep a record of each field trip for two years. This includes consent forms,
administration authorization, and trip information letters.

Accountability:
Monitored on a five year cycle by the Board of Directors in accordance with its annual work plan.

References:
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Aurora Academic Charter School Administrative Regulation

Category: F. Student Policies

Code: AR 6050 Policy Name: Field Trips
Issue Date November 16, 2015
Revision Date October 28, 2019
Review Year 2020

Objective:
To provide direction for implementation of Board Policy on Field Trips.

Responsibility:
School Principals and Teachers.

Regulation:

1. Field trips must obtain approval by the Principal. The Principal is authorized to approve field trips,
providing:
a.  Thetripis anintegral part or extension of the curricular program

®op o

Parents are advised of the nature of the trip, and that they complete a parental consent form
Students who are unable to pay any fees are not to be excluded

Adequate supervision is provided for

Meaningful arrangements are made for students not attending the trip

2. The Principal may deny any child access to a particular field trip when concerns over behavior or
attitude arise.

3. Inplanning a field trip for his/her students, a teacher must:

a.
b.
c.

Assess the educational value of the trip against the loss of instructional time

Review staff and liability implications.

Have initial discussion with the Principal to review costs and policy requirements, and to
obtain approval in principle.

Consult with other teachers regarding classes to be missed, and arrange for teacher coverage
where necessary.

Complete the Field Trip Request Form found in the Staff Handbook.

Provide details. If the trip involves more than one school day, the proposal should include
details such as educational value, costs, supervision, and itinerary; once parental permission
has been received.

Adhere to the itinerary. Once parental permission has been received, do not undertake major
deviations from the proposed itinerary. Where such a major change is required and time
permits (24 hours or more), notification must me made immediately. If time does not permit
immediate or advance confirmation, then notification must be made as soon as practically
possible.

Provide (when possible) a daily update by phone or email to the Principal for the duration of
out-of-province or out-of-country field trips. Written records of these updates should be kept.

4. Interms of supervision:

d.
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purposes. Parents and volunteers accompanying students on field trips are responsible to the
teacher supervisor. All field trip volunteers (including parents/guardians) must provide a
current vulnerable sector police information check for overnight field trips that involve
students. Prior to leaving on a field trip, they must be instructed of their supervisory
responsibilities by the teacher supervisor. They must also acknowledge their acceptance of
responsibility by filling out the Field Trip Volunteer Form (Appendix 5, 6050.5)
Both male and female supervisors will be provided for overnight co-educational field trips
An appropriate student/supervisor ratio should be adhered to using the following guideline.
d.  The teacher is responsible for ensuring that an acceptable level of student discipline is
maintained
e. Everyone involved in the trip must be dressed and equipped in a manner appropriate to the
activities to be undertaken

o T

5. Interms of safety, the Principal and staff should take reasonable measures to minimize the risks to
students participating in field trips. Safety guidelines are as follows:

a.  Outdoor activities should normally not be conducted when temperatures fall below levels
appropriate for both the activity and the age of the students.

b.  Afirst aid kit must be taken by staff on every field trip.

c.  When field trips involve swimming or boating, the supervising teacher must ensure that the
activity is under the direct supervision of a person trained in water safety procedures with a
minimum of a current Bronze Medallion and Emergency First-Aid.

d.  When field trips involve backcountry hiking, the supervising teacher must ensure that the
activity is under the direct supervision of a person trained in Emergency First-Aid and CPR.

e.  All students involved in boating activities must wear an approved Personal Floatation Device.

f. Recognized safety procedures will be adhered to. Sources: Safety Guidelines for Physical
Activity in Alberta Schools, Alberta Red Cross.

6. For field trips planned for remote wilderness areas and overnight, the supervising teacher must:

a.  Be familiar with the area and have established safety and emergency procedures understood
by all participants

b. Inform appropriate local authorities (RCMP, Forestry or park officials) about the itinerary,
location, and route

C. Establish procedures to contact the school Principal in the event of an emergency

d. Ensure that any area use permits and licenses have been obtained

e. Be responsible for carrying: list of student participants, phone contact numbers, Alberta Health
Care numbers, information regarding medication and medic-alert needs of participants, cell
phone (when available)

f. Have students fill out a Medical Information Form (see Appendix C)

g. Fill out of Trip Preparation Checklist (see Appendix D) and have it signed by the Principal

References:
BP 6050 Field Trips
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Objective:

To support implementation of Board Policy on Field Trips.

Responsibility:
School Principals

Regulation:
Form attached.
References:

BP 6050 Field Trips
AR 6050 Field Trips
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VOLUNTEER DRIVER AUTHORIZATION

The personal information requested on this form is being collected pursuant to the Freedom of
Information and Protection of Privacy Act, Section 32(c). The information will be used to make a
determination regarding the authorization of volunteer drivers.

School Name School Year:

DECLARATION OF VOLUNTEER DRIVER

I acknowledge that if according to my most current driver’s abstract | have six demerit points or more,
| cannot become a volunteer driver. A copy of my insurance and passenger endorsement rider must
be attached in order to receive approval.

| understand that in case of an insurance claim (i.e. third part damage and/or personal injury) my
personal automobile insurance applies before the School Board’s insurance as described below.
Additional automobile liability insurance protection is provided under the School District’s
comprehensive general liability insurance policy for authorized volunteer drives transporting students in
privately-owned vehicles on an approved school activity or function. This insurance is only for an
amount in excess of the limit of liability provided by the vehicle owner’s liability insurance policy.
Damage to any vehicle, including the owner’s, is the responsibility of the volunteer driver.

| Declare:
That | have a minimum of five years driving experience

That to the best of my knowledge the vehicle used to transport students is in good operating condition.

By submitting this application to become a volunteer driver for the Schoo! Board, | agree:

a.  To abide by the requirements of all applicable laws at all times while | am engaged in volunteer
driving.

h.  To possess the proper class of license for the type and seating capacity of the vehicle that | will be
operating.

c.  To provide to the school principal a written report of all accidents (whether or not occurring while
| am volunteer driving) which will increase the number of demerit points against my license. ! also
agree to report to the school principal any suspensions of my license or change in my insurance
status which may occur after the date of this declaration.

d.  To limit the number of passengers to the number of seat belts which are usable and to comply
with the directions of teachers or agents of the School Board.

e. To undertake to maintain at all times, insurance in an amount of not less than $1,000,000 in
respect of liability or injury or death of any students who are passengers in my vehicle while I am
volunteer driving, and | have advised my own insurance company before undertaking to transport
students.
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Has your driver’s license been suspended in the last three years? Yes ___ No___

If yes, please provide date of reinstatement:

Have you been involved in any accidents as a driver during the last three years? Yes ___ No ___

If yes, please provide details:

Have you been convicted of an offense under the Highway Traffic Act, the Motor Vehicle Administration
Act, or for any motor vehicle-related offence under the Criminal Code during the last three years?

Yes No

If yes, please provide details:

| hereby declare that | have read and understand the information contained on this form

Volunteers Driver’s Signature Vehicle Owner’s Signature Date

AUTHORIZATION TO RELEASE DRIVER’S ABSTRACT

Driver’s Name (in full)
Date of Birth
Driver’s Address

City

Postal Code Home Phone Business Phone
Driver’s License # Class Expiry Date
Volunteer Staff Volunteer Parent

Vehicle Seating Capacity not counting the driver

Type of Vehicle Used Make Model

Name of Company you are insured with
Company Policy #
Expiry Date
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I, the undersigned, authorize release of my Driver’s Abstract to the School Board and/or its Insurance
Agents.

Volunteer Driver’s Signature

Date

For office Use Only
| accept the above named individual as an authorized volunteer driver for the
school year for the purpose of

Signature of Principal/Designate Date:
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Objective:
To support implementation of Board Policy on Field Trips.

Responsibility:
School Principals

Regulation:
Form attached

References:

BP 6050 Field Trips
AR 6050 Field Trips
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AURORA SCHOOL
INFORMED CONSENT/PERMISSION FORM FOR EDUCATIONAL TRIPS
(Students Under 18 Years Old)

Trip Description: (Intent, Itinerary, Supervision)

THIS FORM MUST BE READ AND SIGNED BY EVERY STUDENT WHO WISHES TO PARTICIPATE AND BY A PARENT
OR GUARDIAN OF A PARTICIPATING STUDENT.

ELEMENTS OF RISK: (Specify any added risks, if any, that may occur)

The risk of sustaining injuries results from the nature of the activity and can occur without fault of either the
student, the school board, its employees/agents, or the facility where the activity is taking place. The chance of
injury occurring can be reduced by carefully following instructions at all times while engaged in the activity.

If you choose to allow your child to participate in on 20, you must
understand that you bear the responsibility for any injury that may occur.

ACKNOWLEDGEMENT

WE HAVE READ THE ABOVE. WE UNDERSTAND THAT BY PARTICIPATING IN THE ACTIVITY DESCRIBED ABOVE, WE
ARE ASSUMING THE RISKS ASSOCIATED WITH DOING SO.

Signature of student Date

Signature of parent/guardian: Date

Please list on the back of this page any medical condition/allergies the student(s) may suffer from
PERMISSION

| give permission to participate in tn be held on
{name of student)

20

Signature of Parent/Guardian Date
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Objective:

To support implementation of Board Policy on Field Trips.

Responsibility:
School Principals.

Regulation:
Form attached

References:
BP 6050 Field Trips
AR 6050 Field Trips
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WILDERNESS/AQUATIC RELATED ACTIVITIES
TRIP PREPARATION CHECKLIST

Complete the checklist, and then have it signed by the Principal prior to the trip.

Name of Trip

Date of Trip:

Staff Leader:

Other Supervisors

Have the following items been completed/distributed?

Parental Consent Forms: Yes
Itinerary: Yes
Medical Information: Yes

Driver Authorization: Yes N/A

First Aid Kit: Yes

Contact Numbers: Yes N/A

Authority Naotification: Yes

Equipment Check: Yes N/A

Supervisor First Aid/CPR certification: Yes

Principal’s Signature:

Page 2 of 2
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Objective:
To support implementation of Board Policy on Field Trips.

Responsibility:
School Principals

Regulation: Form attached.

References:
BP 6050 Field Trips
AR 6050 Field Trips
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AURORA SCHOOL
VOLUNTEER SUPERVISION ACKNOWLEDGEMENT FOR EDUCATIONAL TRIPS

Volunteers are an integral part of a successful field trip. In order to ensure the safety of all students,
volunteers must be made aware of what their roles and responsibilities are. In accordance with Aurora
School policy on field trips, the following contingencies must be met:

1. Volunteers are responsible to the teacher-leader on a field trip.
2. Volunteers will be instructed prior to the field trip of their specific roles and responsibilities.

3. All field trip volunteers (including parents/guardians) must provide a current vulnerable sector police
information check for overnight field trips that involve students.

4. Volunteers will fill out the acknowledgement form indicating they understand and accept their
supervisory responsibilities on the field trip.

By choosing to volunteer in the field trip ( ) on ,20___,you
must understand that you are accepting the instructions and responsibilities given to you by the
teacher-leader.

ACKNOWLEDGEMENT
| HAVE READ THE ABOVE. | UNDERSTAND THAT BY VOLUNTEERING IN THE ACTIVITY ABOVE, | AM
ASSUMING THE SUPERVISORY RESPONSIBILITIES ASSOCIATED WITH DOING SO.

Print Name:

Signature of Volunteer: Date:
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Background/Purpose:
To ensure students who have serious medical needs have access to continued education and support.

Policy Statement:

The administration will consult with the parent/guardian to secure a partnership with local and regional
health providers to determine how to best meet the needs of the student, including any necessary
stakeholder education. Aurora School acknowledges that the determination of the need for, and the
correct means of, medical support is a shared responsibility with parents/guardians, physician(s) and
school personnel. Aurora School employees may be required to respond to an emergency medical
situation.

Guidelines:
Staff will act in accordance with the directions set out in Administrative Policy and corresponding
Administrative Regulation 6101 Student Medical Needs.

References:
Emergency Medical Aid Act, R.S.A. 2000 (Alberta's Good Samaritan legislation).
AR 6101 - Student Medical Needs
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Objective:
To support implementation of Board Policy on the administration of medication to students.

Responsibility:

Employees
Regulation:
1. Information Required
a. Any student suffering from a known medical condition, regardless of whether medication is
prescribed shall have that condition identified and updated by the parent/legal guardian on the
Student Registration file in Family Zone.
b. Aurora School shall maintain a Student Medical Information binder in which records of the
administration of medicine or other medical treatment shall be kept.
c. Parent/legal guardian will complete the Student Medication Management Plan for every student
suffering from a known medical condition or for each incident requiring medical intervention.
The completed form shall be kept in the Student Medical Information binder in a readily
accessible location in the school office that is known to all staff members. All records shall be
retained for seven years.
d. The Principal shall be responsible for informing all personnel having direct responsibility for each
particular student’s medical well-being.
e. Parents shall be responsible for ensuring that the Principal is kept informed of any changes in the
health or treatment protocol of the student.
f.  The above information is provided in accordance with the Freedom of Information and

Protection of Privacy Act.

2. Administration of Prescription Medicine

a.

If a request is made to administer prescription medication at school to a student who is not
developmentally able to self-administer the medication and medication cannot be administered
outside school facility hours:

i If the Principal determines the request is reasonable, arrangements will be made with a
staff member to administer the prescription medication in the appropriate setting.

ii. The Principal shall ensure adherence to 1.b. and 1.c. above.

iii. The parent/legal guardian shall be responsible for providing accurate relevant
information regarding medication such as dosing, frequency, route of administration and
side-effects by completing a Student Medication Management Plan.

iv. The parent/legal guardian shall be responsible for providing sufficient physician
prescribed medication in the original container/packaging that is clearly labeled and
non-expired,

V. If changes are made to medication or administration of medication, the parent shall
provide a physician’s note to the school indicating the changes and update the Student
Medication Management Plan and the student information on Family Zone

vi. The Principal shall be responsible for ensuring that all medication kept at school is stored
appropriately and is accessible to staff who are involved with its administration.
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2. Emergency Treatment with Prescription Medication

a. Inthe event that a student has a potentially fatal or debilitating allergic reaction that requires
immediate emergency treatment (e.g. anaphylaxis) or displays potentially serious symptoms of a
known medical condition (e.g. epilepsy, insulin shock) for which prescription medication has
been provided:

b. The Principal or attending staff member shall administer the treatment or the medication in
strict accordance with the physician’s instructions or the Student Medical Management Plan or
in accordance with the best available instructions at the scene.

c. The student’s parents shall be contacted as soon as possible and informed of the situation.

d. A staff member will call “911” to secure trained medical assistance.

3. Medical Treatment for Other lliness or Accidental Injury
a. Inthe event that a student suffers an accident or becomes otherwise ill while attending school:

i The attending staff member shall determine what first aid procedures are appropriate
and apply those procedures as quickly as possible.

ii. The student’s parents will be contacted as soon as possible and informed of the
situation.

iii. A staff member shall supervise the student until the parent or trained medical personnel
arrive and assume care.

iv. If deemed necessary, a staff member shall call “911” to secure trained medical
assistance.
V. The attending staff member shall fill out an Accident Report form for each incident. The

form shall be reviewed and signed by the Principal and then kept on file for seven years.

References:

Emergency Medical Aid Act, R.S.A. 2000 (Alberta's Good Samaritan legislation).

BP 6101 Administering Medication to Students - Alberta Health Services: Guidelines
The School Act
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SUPPORTING FORMS AND DOCUMENTS USED BY SCHOOL ADMINISTRATION

Request for medication to be given at school (Aurora Elementary)

Date:
To: Parent or Guardian
RE: Request for Medication to be given at School

Each student should have their own Student Medication Management Plan (Form A, B & C) to ensure
safe medication management at school. This plan will be developed in a meeting with the school
principal and parent/guardian.

Before this meeting, please:

1. Consult with your child’s physician and/or pharmacist to determine if medication(s) can be managed
outside of school facility hours. If this is not possible, a meeting to develop a Student Medication
Management Plan must be arranged with the school principal.

2. Ask the pharmacist for detailed information regarding medication such as dosing, frequency,
possible side effects and method of administration.

3. Complete the parent section of the Student Medication Management Plan Form B (SMMP). Use the
pharmacy label on your child’ medication and the pharmacy information sheet.

4. Complete and sign the Student Medication Management Parent Consent Form A.

5. Return the completed forms to the Principal and arrange a time to meet about the SMMP with the
principal.

6. Enter the medical condition and medication requirement on the student file in Family Zone and
continue to update information as medical needs change. Also, provide a physician’s note to the
principal detailing any changes to medication, dosing and administration of medication.

School Principal

Student Medication Management Parent/Guardian Consent Form A

Administration of Medication
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L. Student’s Name:
Student Medication Management (Last/First)

Parent/Guardian Consent

Date of Birth:

(Day/Month/Year)
PLEASE PRINT CLEARLY
Parent/Guardian Name: Parent/Guardian Name:
Phone (home) (work) Phone (home) (work)
Mobile Ph: Mobile Ph:

Emergency Contact Name:
Phone (home): (work):
Mobile Ph:

The information you provide will be kept confidential. All information provided will be protected and used in compliance with the
Freedom of Information and Protection of Privacy (FOP) Act and the Health Information Act (HIA), as applicable

I request that school facility staff administer/monitor my child’s medication as outlined in the Student Medication
Management Plan for my child.

I will give the school the physician prescribed medication in its original container with the current pharmacy label
attached.

The medication dose schedule has been planned such that a minimum number of doses will be given at school.

Medication and refills will be supplied to the school when necessary

Signature of Parent/Guardian Date:
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Student Medication Management
Plan Form B

Student’s Name:

(Last/First)

This plan is intended for physician prescribed medications Date of Birth:

only (Day/Month/Year)

PLEASE PRINT CLEARLY. DO NOT USE ABBREVIATIONS. UPDATE ANNUALLY.

Medication #1
O Administer
O Monitor

Medication #2
O Administer
O Monitor

Medication #3
O Administer
O Monitor

Medication #4
O Administer
O Monitor

Received medication in original

. O Yes O No O Yes O No O Yes O No O Yes O No
container

Medication Information sheets

provided O Yes O No O Yes O No O Yes O No O Yes O No

Name of medication

Therapeutic effect(s) of medication

Possible side effect(s) of medication

Plan of action for possible side
effect(s)

Medication Dose

Route of administration (e.g. by
mouth)

Time(s) medication to be given at
school facility

Start date of medication

—IZ|'|'|=U]>'U-<WUI'H—|I'|'I|_'U§O

Finish or review date of medication

Medication location for
administration/monitoring

Name of staff person to
administer/monitor medication

Name of alternative staff to
administer/monitor medication

Gz--mMmzaz—-IcCcoOom-AmrToZO

Special instructions
(Please attach pharmacy
information sheet)

Parent Name: Signature: Date:

Staff: Signature: Date:
Other: Signature: Date:
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Student Medication Management Record Form C

Student’s Name:

Student Medication Management (Last/First)
Record
Date of Birth:
(Day/Month/Year)
Date: Month Year
Medication Dose Time
Date Comments Initials
Administered/monitored by:
Print Name: Signature: Initials:
Print Name: Signature: Initials:
Print Name: Signature: Initials:
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A AURORA ACADEMIC
N\ CHARTER SCHOOI

ACCIDENT REPORT FORM

NAME OF STUDENT

HOMEROOM

NAME OF SUPERVISOR

DATE OF ACCIDENT

TIME OF ACCIDENT

LOCATION OF ACCIDENT

NATURE OF INJURY

HOW INJURY OCCURED

ACTION TAKEN BY SUPERVISOR

ACTION TAKEN BY OFFICE
{TIME PARENTS CONTACTED, FIRST AID, REFERRALS, ETC.)

SIGNED:

[SUFERWVISOR)

Pag:

(OFFICE STAFF)

(PRINCIPAL]

Decemiber 12, 2018
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Background/Purpose:
To ensure students who have serious life threatening allergies have access to continued education and
support.

Policy Statement:

The administration will consult with the parent/guardian to secure a partnership with local and regional
health providers to determine how to best meet the needs of the student, including any necessary
stakeholder education. Aurora School acknowledges that the determination of the need for, and the
correct means of medical support, is a shared responsibility with parents/guardians, physician(s) and
school personnel. Aurora School employees may be required to respond to an emergency medical
situation.

Guidelines:
Staff will act in accordance with the directions set out in Administrative Policy and corresponding
Administrative Regulation 6102 Anaphylaxis/Life Threatening Allergies.

Accountability:
This policy will be reviewed on a five year basis or sooner as needed by the Superintendent in
consultation with school-based administration.

References:

Province of Alberta, Protection of Students with Life-Threatening Allergies Act, Statues of Alberta, 2019
Chapter P-30.6

AR 6102 - Anaphylaxis/Life Threatening Allergies
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Objective:
To support implementation of Board Policy on the administration of allergy medication to students.

Responsibility:

Employee
Regulation:
1. Information Required

a. Any student suffering from a known medical condition, regardless of whether medication is
prescribed shall have that condition identified and updated by the parent/legal guardian on the
Student Registration file in Family Zone.

b. Aurora School shall maintain a Student Medical Information binder in which will contain Form A,
Form B and Medical Information obtained from Family Zone for each student.

c. Parent/legal guardian will complete the Student Medication Management Plan for every student
suffering from a known allergy. The completed form shall be kept in the Student Medical
Information binder in a readily accessible location in the school office that is known to all staff
members. All records shall be retained for seven years.

d. The Principal shall be responsible for informing all personnel (such as substitute teachers,
volunteers, bus drivers) having direct responsibility for each particular student’s medical
well-being.

e. Parents shall be responsible for ensuring that the Principal is kept informed of any changes in the
health or treatment protocol of the student.

f.  Aurora School may designate a contained eating area, which is a secure environment free from
the allergen.

g. Aurora School shall ensure that all staff and lunch program supervisors receive training annually,
or more frequently if required, in the recognition of a severe allergic reaction and the use of
injectors.

h. The above information is provided in accordance with the Freedom of Information and

Protection of Privacy Act.

2. Allergic Reactions

a.

In the event that a student has a potentially fatal or debilitating allergic reaction that requires

immediate administration of medication or emergency procedures (to prevent death or health

complication), the rights and limitations inherent in the Protection of Students with

Life-Threatening Allergies Act will apply. As well:

i The parent shall keep an updated Student Medical Management Plan and updated
Student Medical Information form.

ii. The Principal will brief the staff of the nature of the allergy and the symptoms based on
the information provided by the parents.

iii. Epi-Pen medication provided by the parent/legal guardian shall be clearly labeled with
student’s name and stored in an accessible location within each school. Elementary
School — in black basket (which is currently mounted on the wall by the classroom door
inside each classroom) and Middle School in top right drawer in front office.
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3. Medical Treatment
a. Inthe event that a student suffers an allergy related medical emergency:
i The attending staff member shall determine what first aid procedures are appropriate
and apply those procedures as quickly as possible.
ii. A staff member will call “911” to secure trained medical assistance.
iii. A staff member shall supervise the student until the parent or trained medical personnel
arrive and assume care.

iv. The student’s parents will be contacted as soon as possible and informed of the
situation.
V. The attending staff member shall fill out an Accident Report form for each incident. The

form shall be reviewed and signed by the Principal and then kept on file for seven years.

References:

Province of Alberta, Protection of Students with Life-Threatening Allergies Act, Statues of Alberta, 2019
Chapter P-30.6

BP 6102 Anaphylaxis/Life-Threatening Allergies
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SUPPORTING FORMS AND DOCUMENTS USED BY SCHOOL ADMINISTRATION

Request for medication to be given at school (Aurora Elementary)

Date:
To: Parent or Guardian
RE: Request for Epi-Pen to be given at School

Each student should have their own Student Medication Management Plan (Form A & B and Medical
Information retrieved from Family Zone) to ensure safe medication management at school. This plan
will be developed in a meeting with the school principal and parent/guardian.

Before this meeting, please:

1. Consult with your child’s physician to fill out the required Anaphylaxis Emergency Plan Form B
Complete and sign the Student Medication Management Parent Consent, Form A
Return the completed forms to the Principal and arrange a time to meet about the SMMP with the
principal.

4. Enter the medical condition and medication requirement on the student file in Family Zone and
continue to update information as medical needs change. Also, provide a physician’s note to the
principal detailing any changes to medication, dosing and administration of medication.

School Principal

Page 3 of 7



Aurora Academic Charter School Administrative Regulation

Category: F. Student Policies

Code: AR 6102 Policy Name: Anaphylaxis/Life Threatening Allergies
Issue Date May 20, 2020
Revision Date
Review Year 2025
FORM A
Student Medication Management Student’s Name:
Parent/Guardian Consent (Last/First)

Administration of Medication Date of Birth:

(Day/Month/Year)
PLEASE PRINT CLEARLY
Parent/Guardian Name: Parent/Guardian Name:
Phone (home) (work) Phone (home) (work)
Mobile Ph: Mobile Ph:

Emergency Contact Name:
Phone (home): (work):
Mobile Ph:

The information you provide will be kept confidential. All information provided will be protected and used in compliance with the
Freedom of Information and Protection of Privacy (FOP) Act and the Health Information Act (HIA), as applicable

| request that school facility staff administer/monitor my child’s medication as outlined in the Anaphylaxis
Emergency Plan for my child.

I will give the school the physician prescribed medication in its original container with the current pharmacy label
attached.

Medication and refills will be supplied to the school when necessary

Signature of Parent/Guardian Date:
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FORM B
Anaphylaxis Emergency Plan: (name)

{Chack the sporapnale boxes. )

[1 Foadis):

[ Insect stings

PHOTO (J Other -
Epinephrine Auto-Injector: Expiry Date

Dosage:

CEpiPen-Jr 015 mg  [JEpiPen- 0,30 mg

Location of Auto-Injectoris):

[ Previous anaphylactic reaction: Person is at greater risk.

CJAsthmatic: Ferson is at greater risk. If person is having a reaction and has difficuliy
breathing, give epinephrine auto-injector before asthma medication.

A person having an anaphylactic reaction might have ANY of these signs and symptoms:

= Skin system: hives, swelling (face, lips, tongue), itching, warmith, redness
= Respiratory system (breathing): coughing, wheezing, shortness o
woice, nasal congestion or hay fever-like symptoms (runny, it

[ breath, chest pain or tightness, throat tightnass, hoarse
e and watery eyes, sneezing), trouble swallowing
= Gastrointestinal system (stomach): nausea, pain or cramps, vomiting, diarhea

= Cardiovascular system (heart): paler than normal skin colourblue colour, weak pulse, passing oul, dizziness or
ightheadedness, shock

= Other: anxialy, sensa of doom {the feeling that something bad s about to happen), headache, uterine cramps, matallic taste

Early recognition of symptoms and immediate treatment could save a person’s fife.

Act guickly. The first signs of a reaction can be mild, but symptoms can get worse very quickly

1. Give epinephrine auto-injector (c.g. EpiPen®) at the first sign of a known or suspectad anaphylactic reaction. [See attached
instruction sheet.)
2. Call 9-1-1 or local emergency medical services. Tell them someone is having a life-threatening allergic reaction.

3. Give a second dose of epinephrine as early as 5 minuies after the first dose if there is no improvement in symptoms,
4. Go to the nearest hospital immediately (ideally by ambulance), even if syrmplor

could worsen or come back, even after proper treatment. Stay in the hospital for an appropriat

decided by the emergency department physician (generally about 4-6 hours)

5. Call emergency contact person (e.g. parent, guardian).

Emergency Contact Information

Name Realationship Home Phone | Work Phone Cell Phone

[
|

| |

|
The urdersigneg ¢ et o puardian apfhonzas any adelt to administer epinapiring ta the abave-named person o the
evenf of am o it reaction, as described above. This protocol Ras bean recommended by fhe pabicnt’s plpsicd
Patient/ParentiGuardian Signature Iate Physician Signature [ On file [harte:

. 4
ATlent ﬁh Fegad gy
ay TATr s hiia
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Aurora Academic Charter School Administrative Regulation

Category: F. Student Policies

Code: AR 6102 Policy Name: Anaphylaxis/Life Threatening Allergies
Issue Date May 20, 2020
Revision Date
Review Year 2025

Blue to the sky. Orange to the thigh.

How to use EpiPen® and EpiPen® Jr (epinephrine) Auto-injectors.

Remove the EpiPen® Auto-Injector from the carrier tube and follow these
2 simple steps:

» Hold firmly with orange tip pointing downward.

» Remove blue safety cap by pulling straight up.
Do not bend or twist.

Blue to the ghy.

» Swing and push orange tip firmly into
mid-outer thigh until you hear a ‘click’

+ Hold on thigh for several seconds.

Built-in needle protection

i 3 g
2w = After injection, the orange cover automatically
' extends to ensure the needls is never exposad,
. p,

l After using EpiPen-, you must seek immediate medical attention or go to the
emergency room, For the next 48 hours, you must stay close to a healthcare
] facility or be able to call 911.
For more information visit the consumer site £piPen.co.

tpiPen= and Epi'en® Ir (=pinephrine) Auto-Injectors ase indicated far the emesgency treabment of anaphylactic reactions in patients who are determined ko be al
increased resk for anaphylaes, incleding indiiduals with 2 history of anaphylactic reactions, Selection of the appropriate desage strength is detenmined accoidng
pafient bady weight

EpiPen= arid EpPen = Ir Autg-lojeciies are designed a5 emengancy supportive therapy only. They are not & replacemnent for subsequent medical or hospital cie, After
adrministration, gatents shoukd seek medical stention immediately or go to the emesgency oom., For the nexd 48 hours, patients must sty within dese pioeriny to a
hiealthcare Eacility or whess they can call 911 Ja ensure this product is sighit far you, ahways ead and follow the label. Plezse corsuit the Consumer Informatian leaflet in
your product package for complete desage and sdminstration instructions,

| | EPIPEN
0@ -"J.a'...'.':' [t (el T Trusted for over 25 years.
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Aurora Academic Charter School Administrative Regulation

Category: F. Student Policies

Code: AR 6102 Policy Name: Anaphylaxis/Life Threatening Allergies
Issue Date May 20, 2020

Revision Date
Review Year 2025

A AURORA ACADEMIC
N\ CHARTER SCHOO!

ACCIDENT REPORT FORM
NAME OF STUDENT
HOMEROOM
NAME OF SUPERVISOR
DATE OF ACCIDENT
TIME OF ACCIDENT
LOCATION OF ACCIDENT
NATURE OF INJURY

HOW INJURY OCCURED

ACTION TAKEN BY SUPERVISOR

ACTION TAKEN BY OFFICE
{TIME FARENTS CONTACTED, FIRST AID, REFERRALS, ETC.]

SIGNED:

[BUFERWVISOR) (PRINCIFAL])

(OFFICE STAFF)
Decomiber 12, 2018
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Aurora Academic Charter School Policy

Category: F. Student Policies

Code: BP 6130 Policy Name: Student Evaluation
Adopted December 3, 1997
Revision Date March 6, 2017
Review Year 2020

Background/Purpose:

At Aurora School, student evaluation is designed to assess students’ progress, assist in establishing and
maintaining standards, assess the school’s program, and support the ongoing improvement of student
achievement.

Policy Statement:
This policy and its accompanying administrative regulation will:

ensure accurate, fair, and equitable student evaluation;

specify students’ right of appeal and appeal procedures;

specify the roles of students and teachers in evaluations;

require the use of evaluation information to improve the quality of educational programs;
require timely communication of evaluation information to students, parents, the Board of
Directors, and School Council; and

6. ensure that standardized tests (including Provincial Achievement Tests) and internal common
assessment instruments are used to assess the quality and effectiveness of school programs.

uhwnNRE

Guidelines:
The Superintendent will maintain an Administrative Regulation to implement the intent of this policy.

Accountability:
Monitored on a two year cycle by the Board of Directors in accordance with its annual work plan.

References:
AR 6130 Student Evaluation
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Issue Date November 16, 2015
Revision Date
Review Year 2020

Objective:
To support implementation of Board Policy on student evaluation.

Responsibility:
School Principals and Teachers.

Regulation:
A. Planning

C.

Prior to the beginning of each school year the Principals or their designates will ensure that yearly
plans are submitted, made available to parents, and checked to ensure the Program of Studies is
being covered. Unit plans and lesson plans will be kept in accordance with directives in the Staff

Handbook.

Reporting

1. Student progress will be summarized three times per year in a report card to be sent home. The
Principals or their designates will review report cards prior to distribution.

2. As part of the Principal’s annual (or semi-annual) report, an analysis will be made of student
results on Provincial Achievement Tests and standardized tests such as the Canadian Test of
Basic Skills. This analysis should serve to enhance future curriculum and delivery.

Appeals
Where a parent, and/or student has a concern about an evaluation strategy, technique, or mark

1. aninformal resolution should be sought:
a. with the teacher of the course or grade
b. and if unresolved, with the Principal of the school
c. and if resolution is still not reached, with the Superintendent

2. A formal and written request for resolution of an issue which was not satisfied through informal
discussion:
a. may be made to the Superintendent
b. the Superintendent will compile background information supporting his/her
recommendation to the Board
c. the Board will review the formal request and the Superintendent’s background and
recommendation prior to making a decision

Parent-Teacher Interviews

Following the first and second report cards scheduled parent-teacher interviews will be arranged at
a time as suitable as possible for both parents and staff. The school calendar will stipulate the dates
and times. These scheduled interviews in no way preclude teacher-parent meetings on other
occasions as need be.
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Issue Date November 16, 2015
Revision Date
Review Year 2020

E. Promotion, Retention, Acceleration
Basic to the Aurora School philosophy is the importance of quantifiable student achievement, and
the belief that students cannot effectively cope with a particular level and course of studies, without
having successfully completed the previous level and course of studies.

A summative evaluation for each child will be made and communicated to parents with the
distribution of the final report card in June. Where this summative evaluation recommends
retention in the present grade or acceleration beyond the next expected grade, the following steps
need to have been completed:

1. no later than two weeks following the issuing of the second (mid-year) report card, teachers
must inform the Principal of the students for whom retention (or acceleration) is being
considered.

2. no later than five weeks following the issuing of the second (mid-year) report card, the Principal
must inform the parent(s) in writing that retention (or acceleration) is being contemplated for
their child.

3. between the second and third report cards, every attempt should be made to meet with the
parents of students for whom retention (or acceleration) is being contemplated, so that the
situation can be thoroughly reviewed.

4. where the Principal has reviewed all the important aspects of the student’s situation, and
retention (or acceleration) has been decided upon, a letter to that effect must accompany the
final report card home.

This summative evaluation may be appealed according to the following steps:

1. the parent(s) of the child request in writing no later than one week following the issuing of the
final report card, a review by the Principal

2. The Principal will review his decision and reply no later than one week following the receipt of
the appeal from the child’s parent(s). Should he stand by his decision, he must inform the
parent(s) of the steps to further appeal.

3. The parent(s) may further appeal in writing to the Board of Directors who will either support or
reverse the Principal\s decision, and likewise reply in writing as to their decision. In any cases,
the rules of natural justice will apply.

F. Student Awards and Recognition
At the heart of aurora School’s philosophy is the pursuit and recognition of effort and excellence in
all aspects of school life. The motto, “All hard work yields a profit” is interpreted beyond the
pecuniary implications and refers to the innate self-satisfaction derived from the personal
accomplishment.

Beyond this quiet personal satisfaction, we believe there is a role for public recognition in the form
of prizes and awards.

Page 2 of 3



Issue Date November 16, 2015
Revision Date
Review Year 2020

1. Term and year-end awards will be given as follows for Grade 5 and higher:
a. Outstanding citizenship —one per class
b. Academics — top three in each class. Results are based on the average of the four core
subjects. Students must have a passing grade in all subjects.
c. Diligence and/or Improvement — one per class. Student who demonstrates hard work
and/or improvement throughout the term.

2. The following awards will be year-end awards only:
Principal’s Awards for academics, leadership, and sportsmanship will be given at each grade
level 5 and above. An individual winner from Grade 5 and above will be selected by the teachers
of those grades.

An honor roll will be kept for students in grades 5 to 9. The names of those students who
achieved an average of 80% or higher on their four core subjects, with no subject below 70% or
a B, will be posted in the foyer and published in the school newsletter following each report
card.

References:
BP 6130 Student Evaluation
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Adopted October 2, 2000
Revision Date November 16, 2015
Review Year 2020

Background/Purpose:
Aurora School administers provincial assessments according to the guidelines set by Alberta Education

Policy Statement:
Results from provincial assessments provide information relative to standards that can help to identify

areas of strength, areas needing improvement, and the progress being made toward improvement
goals. In order to improve student learning, Aurora School will analyze, interpret, use, and communicate
the results of provincial assessments.

Guidelines
1. Aurora School shall use the results of provincial assessments together with data from other
performance measures to plan improvements in performance at the individual student level and at

the overall school level.

2. School results on provincial assessments shall be communicated together with provincial results to
the parents and the Board.

Accountability:
Monitored on a five year cycle by the Board of Directors as part of its annual work plan.

References:
AR 6140 Provincial Assessment Results
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Issue Date November 16, 2015
Revision Date
Review Year 2020

Objective:
To support implementation of Board Policy on provincial assessment results.

Responsibility:
Superintendent of Schools, School Principals and Teachers.

Regulation:

1. The Superintendent will ensure that Aurora School shall use the results of provincial assessments
together with data from other performance measures to plan improvements in performance at the
individual student level and at the overall school level.

2. After any provincial assessment results are received, the Principals of will provide aggregate
information on school and provincial results. As well, the Teachers will provide a detailed analysis of
their individual class results.

3. Results from Provincial Assessments can assist teachers in their assessment of their own
instructional practice.

A, The Superintendent will ensure that results on provincial assessments shall be communicated
together with provincial results to the parents and the Board.

5. When comparisons are made against provincial standards and results, they should take into account
local goals, contexts, and plans. Interpreting and communicating the results for small groups of
students should be done with awareness that results can be influenced greatly by the results of one
or two students.

References:
BP 6140 Provincial Assessment Result
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Aurora Academic Charter School Policy

Category: F. Student Policies

Code: BP 6150 Policy Name: Improving Student Learning
Adopted October 2, 1997
Revision Date March 6, 2017
Review Year 2020

Background/Purpose:

Aurora School’s charter was approved on the basis that Aurora will improve student learning. Improved
student learning means that all students, by the time they graduate, will have a solid command of the
basic academic skills (that is, reading, writing, and computation); foundation skills that are both content
related (for example, listening, speaking, and working in teams); and value-added skills, such as
capabilities in the areas of leadership, problem-solving, and creativity. Aurora School supports a student
centered approach to learning that provides students with the knowledge, skills, and opportunities to be
life-long learners.

Policy Statement:
Aurora staff will expend significant effort to ensure that student learning is improving.

Guidelines:
The Superintendent will develop and maintain an Administrative Regulation directing staff in relation to
this policy and report annually to the Board of Directors on progress and accomplishments.

Accountability:
Monitored on a five year cycle by the Board of Directors as part of its annual work plan.

References
AR 6150 Improving Student Learning
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Adopted March 2, 2004
Revision Date November 16, 2015
Review Year 2020

Background/Purpose:
A concern has arisen regarding the increasing number of Aurora students who miss extended periods of

time from school for family/personal trips or holidays. When this happens, students miss valuable
curriculum that can’t be made up.

Policy Statement:

Aurora School is unique, and serious about providing a structured academic program. Academic
success is directly impacted by attendance, and therefore, any activity which inhibits a student’s ability
to attend class inhibits their ability to learn. The first priority of the school is education and, as such, the
school cannot support extended absences. If families choose to take an extended absence, parents must
accept that there is an academic cost involved with missed curriculum and school time. By the end of
the year, parents should reasonably expect that student marks will be affected due to the loss of school

time.

Accountability:
Monitored on a five year cycle as part of the Board of Directors annual work plan.

References
AR 6170 Extended Absences
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Aurora Academic Charter School Administrative Regulation

Category: F. Student Policies |

Code: AR 6170 Policy Name: Extended Absences
Issue Date November 16, 2015
Revision Date October 21, 2020
Review Year 2026

Objective:

To support implementation of Board Policy on the extended absence of students. As a public charter
school of choice and consistent with the Education Act, our expectation is that students are present in
class on a regular basis.

Responsibility:
School Principals.

Regulation:
Aurora School’s expectations for student attendance are those found in Section 7.(4) of the Education
Act:

“Notwithstanding subsection (1), a student is excused from attending school on a day on which the
school is open if
(a) the student is unable to attend by reason of sickness or other unavoidable cause,
(b) the day is recognized as a religious holiday by the religious denomination to which the student
belongs,
(c) the Principal of the school has suspended the student from school and the suspension is still in
effect,
(d) the student has been expelled from a school and has not yet been enrolled in another education
program, or
(e) the Board or, if the student is enrolled in a private school or resides in an unorganized territory, the
Minister
i. determines that the parent of the student has shown sufficient cause as to why the student
should not be required to attend school, and
ii. excuses the student from attending school for a prescribed period of time.”

Guidelines:
1. If an extended absence of more than four consecutive school days (outside of the scope of The

Education Act) occurs:

a. Parents will be sent a letter from the Principal that outlines the school’s concerns and the
possible academic risks involved.

b. For reasons other than those approved by the Education Act, the Principal may report to the
school authority attendance officer for further investigation. Teachers are not required to
provide curriculum work for the student to be done while on the extended absence.

c. Where applicable, the student will not be eligible for the top three academic awards, citizenship
award, most improved award, or diligence award for that term. The student will be eligible for
the honor roll.

d. Itis the responsibility of the students before the absence, when possible, to discuss with their
respective teachers regarding missed tests, unit exams, projects, and assignments.

i. Itis at the discretion of the teacher to do the following (but not limited to): give due date
extensions, a chance to write missed tests or exam, give a grade for partial work completed
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Aurora Academic Charter School Administrative Regulation

Category: F. Student Policies

Code: AR 6170 Policy Name: Extended Absences
Issue Date November 16, 2015
Revision Date October 21, 2020
Review Year 2026

before the deadline or while on the extended absence, or give a grade of “Excused” and the
grade does not count towards the report card grade.
a. If astudent has missed too many curricular outcomes to assess their progress, they will
receive an NA on the report card with a description to outline the reason for the absence.
ii. Whenever possible, it is the responsibility of students and parents to stay caught up with the
class while on the extended absence if work was given.

e. Itisthe responsibility of the student and/or parents to see the subject teacher upon the
student’s return to discuss and pick up missed work and to give feedback on a schedule to get
caught up on missed assignments and tests.

i. Parents are responsible for ensuring that students complete the missed work.
ii. Teachers will give students a fair amount of attention and time in class and study, but not to
the detriment of other students. Material will not be re-taught.

2. Missed Final Exams
Philosophy: The Education Act, the Aurora School Board Policy 6170, and the Administrative
Regulation 6170 all discourage any extended absences and missed final exams.

a. If a student misses a Provincial Achievement Test (PAT), they may write it upon their return if it is
still within the mandated provincial writing period.

b. For all PATs and non-PAT final exam(s) that are not written at all, a grade of “N/A” will be given
and only Terms 1, 2, and 3 will be used to calculate the final course grade. A description will be
given in the report card to outline the reason for the N/A.

3. To support student success, promotion to the next grade is dependent on students’ knowledge of
the curricular outcomes for the year.

References:

The Education Act, Section 7
BP 6170 Extended Absences
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Aurora Academic Charter School Policy Manual

Category: F. Student Policies

Code: BP 6180 Policy Name: Sexual Orientation and Gender Identity
Effective Date March 21, 2016
Revision Date June 18, 2018
Review Year 2020

Background/Purpose:

The Board of Directors acknowledges its responsibility in creating, maintaining and ensuring welcoming,
caring, respectful and safe environments for each enrolled student, every employed staff member,
families and all other members of the school community.

Policy Statement:

All members of the school community have the right to learn and work in an environment free of
discrimination, prejudice, and harassment. This right is guaranteed under the Canadian Charter of
Rights and Freedoms, Alberta Human Rights Act, and Alberta School Act. These rights shall be
supported, and enforced so that all members (staff and students) of the school community may work
together in an atmosphere of mutual respect and appreciation for individual differences.

Guidelines:

All members of the school community with diverse sexual orientations, gender identities and gender
expressions have the right to: be treated with respect, to be open about who they are, and to privacy
and confidentiality. The Board expects all members of this diverse community to be welcomed,
respected, accepted and supported in every school. The Board will not tolerate harassment, bullying,
intimidation, or discrimination on the basis of a person’s actual or perceived sexual orientation, gender
identity, or gender expression.

Support for Student Organizations:

1. If one or more students attending a school operated by a board request a staff member employed by
the board for support to establish a voluntary student organization, or to lead an activity intended to
promote a welcoming, caring, respectful and safe learning environment that respects diversity and
fosters a sense of belonging, the principal of the school shall:

a) Immediately grant permission for the establishment of the student organization or the
holding of the activity at the school, and;

b) Subject to subsection (e), within a reasonable time from the date that the principal
receives the request designate a staff member to serve as the staff liaison to facilitate
the establishment, and the ongoing operation, of the student organization or to assist in
organizing the activity.

c¢) The students may select a respectful and inclusive name for the organization or activity,
including the name “gay-straight alliance” or “queer-straight alliance”, after consulting
with the principal.

d) For greater certainty, the principal shall not prohibit or discourage students from
choosing a name that includes “gay-straight alliance” or “queer-straight alliance.”

e) The principal shall immediately inform the board and the Minister if no staff member is
available to serve as a staff liaison referred to in section (1), and if so informed, the
Minister shall appoint a responsible adult to work with the requesting students in
organizing the activity or to facilitate the establishment, and the ongoing operation, of
the student organization at the school.
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Aurora Academic Charter School Policy Manual

Category: F. Student Policies

Code: BP 6180 Policy Name: Sexual Orientation and Gender Identity
Effective Date March 21, 2016
Revision Date June 18, 2018
Review Year 2020

2. Assure that the principal is responsible for ensuring that notification, if any, respecting a voluntary
student organization or an activity referred in section 16.1(1) of the School Act:
a) Is limited to the fact of the establishment of the organization or the holding of the
activity, and
b) Is otherwise consistent with the usual practices relating to notifications of other
student organizations and activities.
3. Boards, Charter Schools and Regional authorities are public bodies under the Freedom of Information
and Protection of Privacy Act and are bound by the provisions of that Act.

Accountability:
Annual monitoring by Principals and Superintendent

References:

The School Act (Alberta)

Freedom of Information and Protection of Privacy Act
Canadian Charter of Rights and Freedoms

Alberta Human Rights Act
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Aurora Academic Charter School Administrative Regulation

Category: F. Student Policies

Code: AR 6180 Policy Name: Sexual Orientation and Gender Identity
Issue Date March 21, 2016
Revision Date
Review Year 2020

Objective:

Students are better able to achieve success and a positive sense of self when schools are inclusive,
welcoming, caring, respectful and safe. These environments support students in building healthy
relationships with others, value diversity and demonstrate respect, empathy and compassion.

Responsibility:

The Board of Directors supports the establishment of student organizations and the arranging of student-
led activities which are intended to support a welcoming, caring, respectful and safe learning
environment that nurtures a sense of belonging, including but not limited to gay-straight alliances,
diversity clubs, anti-racism clubs and anti-bullying clubs.

Regulation:
The Principals shall:

1.

8.

Provide students, staff and parents with a copy and electronic access to the publicly posted Student

Code of Conduct.

Investigate all student complaints of bullying and discriminatory behavior in a timely, respectful

manner with the primary goal of ending such behavior through restorative processes, strategies for

addressing issues of dispute, or counselling and where deemed necessary, disciplinary action,

including possible suspension or recommendation for expulsion.

Develop awareness in the school community that bullying is defined as repeated and hostile or

demeaning behavior by an individual in the school community where the behaviour is intended to

cause harm, fear or distress to one or more individuals in the school community, including

psychological harm to an individual’s reputation.

Support the Bullying Awareness and Prevention Week, the third (3) week of November.

Provide a designated restroom or changing area for any student who expresses a need or desire for

increased privacy.

Support a student request to establish a voluntary student organization or to lead an activity which is

intended to promote the desired safe learning environment that respects diversity and nurtures a

sense of belonging by:

6.1. Permitting the establishment of the student organization or the holding of the activity at the
school;

6.2. Designating a staff member to act as a liaison to facilitate the establishment, and the ongoing
operation, of the student organization or to assist in organizing the activity;

6.3. Facilitating students with the selection of a respectful and inclusive name for the organization,
including the name “gay (or queer)-straight alliance.”

6.4. Informing the Superintendent immediately if no staff member is available to serve as the liaison.

The Superintendent shall inform the Board of Directors if no staff member is available to serve as the

liaison and subsequently, the Superintendent will then appoint a responsible adult from the

community.

Students can select for purchase and wear any uniform items on the website for their grade.

References:
The School Act
BP 6180 Sexual Orientation and Gender Identity
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Aurora Academic Charter School Policy Manual

Category: G. Curriculum and Instruction

Code: 7040 Policy Name: Technology Policy
Effective Date October 2, 2000
Revision Date March 6, 2017
Review Year 2020

Background/Purpose:

The Board of Directors recognizes the key role that technology plays in teaching, learning, and
research and is committed to ensuring that staff and students have access to the necessary
resources and support.

All students and staff will have access to technologies appropriate to their educational needs. These
technologies will be at the forefront of innovation and will support our students as 21st century
learners, allowing them to thrive in an interconnected global society.

Policy Statement:

Access to technology is a privilege which imposes certain responsibilities and obligations on users. Use
of these resources is subject to school policies and local, provincial, and federal laws. All users of these
resources must act responsibly and comply with the specific guidelines and policies governing their use.

Guidelines:
1. Any digital communication sent or received over the school’s system (including records of a personal
nature) are records under the custody and control of the Board.

2. Prior to publishing a student’s picture on the internet the school must obtain a parent release
authorizing publication.

3. Allrecords in the system are subject to the provisions of the FOIP Act and as such, may become the
subject of a FOIP request. All persons are prohibited from willfully destroying any records with the
intent to evade a request for information.

4. End users are responsible to print paper copies that have an on-going legal, fiscal audit,
administrative or operational purpose and subsequently file them in the school’s existing manual
filing system.

While users have the right to a reasonable expectation of privacy, the school will:

a. use software to restrict access to certain sites on a best efforts basis and to generally monitor
sites visited.

b. authorize secret monitoring or search where there is just cause; for example, where there is
evidence of illegal activity or violation of the Board’s Responsible Use policies.

c. require teachers to reasonably monitor student activity on the internet at school.

5. Users are required to respect all copyright laws.
6. Users must exercise acceptable behaviour and understand the security risks associated.

7. Guidelines will be developed for internet use for students and the Board will approve guidelines for
staff and students. Each year, all students utilizing the school’s technology services will be required
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Aurora Academic Charter School Policy Manual

Category: G. Curriculum and Instruction

Code: 7040 Policy Name: Technology Policy
Effective Date October 2, 2000
Revision Date March 6, 2017
Review Year 2020

to sign these guidelines and by doing so, will agree to be bound by those guidelines. Parents will be
required to co-sign with their children.

8. Consequences for not following the guidelines range from warning to removal from the system to

possible disciplinary action.

Accountability:

Monitored annually by the Superintendent and on a five year cycle by the Board of Directors in
accordance with the annual work plan.

References:
AR 7040
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Aurora Academic Charter School Administrative Regulation

Category: G. Curriculum and Instruction

Code: AR 7040 Policy Name: Technology Policy
Issue Date August 27, 2018
Revision Date April 10, 2019
Review Year 2023

Objective:
To support responsible implementation of Board Policy on the use of technology.

Aurora Academic Charter School supports and encourages responsible use of technology to enhance
and facilitate learning. Our goal is to ensure that student interaction with technology contributes
positively to the learning environment at school and in the community.

This administrative regulation applies to Aurora Student use of technology.

“A student shall conduct himself or herself so as to reasonably comply with the following
code of conduct:

(h) refrain from, report and not tolerate bullying or bullying behaviour directed toward
others in the school, whether or not it occurs within the school building, during the
school day or by electronic means;”
Alberta School Act: 12(h)
In cases where irresponsible or unethical use is detected, School Discipline Policy 6040 will be utilized.

Responsibility:
Managed by the Superintendent, supervised by the school Principals and the Director of Technology.

Regulation:
1. Technology will be accessible to individuals and to whole classes to pursue learning goals on a
consistent and as-needed basis.

2. Aurora School utilizes numerous programs, apps, and tools to support student learning.
In particular, Google Apps for Education (GAFE) is used systemically for students and teachers. It is

a free, flexible tool that is used to design and build students’ learning. Some of the apps within
GAFE include:

. Google Calendar . Google Docs
. GMail . Google Sheets
. Google Slides . Google Hangouts

This is not a comprehensive list, nor are students limited to this environment. Teachers and
students select software and technology tools constructed for the best use for teaching and
learning.
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Aurora Academic Charter School Administrative Regulation

Category: G. Curriculum and Instruction

Code: AR 7040 Policy Name: Technology Policy
Issue Date August 27, 2018
Revision Date April 10, 2019
Review Year 2023

3. Parents will complete a FOIPP (Freedom of Information and Protection of Privacy) form each year
during student registration procedures to ensure we are following parents’ direction regarding
publishing student work and student images.

4. Aurora Academic Charter School uses methods and technologies to minimize students’ access to
inappropriate online content, and provides education and supervision to ensure students
understand and comply with the safe, legal and responsible use of technology and the information
accessed. We still require student, parent, and staff vigilance and assistance to ensure responsible
use.

Parents share responsibility in educating and supervising their children’s use of technology. A
completed “Annual Technology Declaration”, as shown in the Appendix, is required before students
may access school technology and devices.

Personal Technology

Students may bring personal technology to school for learning purposes, only as directed by their
teachers. When using personal technology at school, all of the above conditions apply. Cell phones and
like devices that have not been approved for use by teachers, must remain locked in lockers with
ringers and sound turned off.

References:
BP 2040 Member Code of Conduct
BP 5250 Staff Internet Use
BP 6040 School Discipline
AR 6040 School Discipline
BP 7040 Technology Policy
The School Act
Freedom of Information and Protection of Privacy Act
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APPENDIX

Annual Technology Declaration — Home Room

A Parent/Guardian of [student name] and the student must
read and complete this form for the [YEAR] school year. Students are responsible for
appropriate behaviour when using technology, just as they are in a classroom, on a bus, any school-
related functions, or on school grounds. General school rules and expectations apply to the use of
technology, regardless of location, time and device. References: 7040 BP Technology Policy, 7040 AR
Technology Policy.

Student Declaration
Respect and Protect Myself

o Wil take responsibility for actions when posting or viewing online information and images.
Will only use my account(s) and protect my passwords by not sharing them with others.
Will follow school procedures and behaviour standards.
Will not reveal personal information about myself or others with any online service or person.
Will not use electronic devices in the locker rooms and/or washrooms at any time.
Will not access, use, or share digital/online pornographic, degrading, demeaning, racist, or
inappropriate material or communications.

Respect and Protect Others

¢  Will obtain permission from individual(s) before sharing commonly created electronic data.

o Will obtain permission from individual(s) before sharing any photographs, video, audio, or any
information about them or regarding them.

¢ Will not use technology to degrade, defame, harass, intimidate or cause harm to others.

e Will not disguise or conceal my identity.

¢ Itis understood that Administration may ask to search my personal technology and/or have law
enforcement search my personal technology, if there is reasonable grounds to believe there has
been a serious breach of school rules or discipline policies.

Respect and Protect Intellectual Property
o Wil follow federal copyright laws and fair use guidelines.
o  Will respect information owned by Aurora Academic Charter School.

Respect and Protect Aurora School Property and Equipment
o Will take full responsibility for, and respectfully use, any technology available to me at all times.
Will use network bandwidth, file storage space and printers reasonably and responsibly.
Will report abuse of technology to a school administrator and/or designate.
Will report security or network problems to a school administrator and/or designate.
Will not download, install, modify or delete software on Aurora School devices.
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I, [student name] have read, understand, and agree to the
above conditions.
Student Signature: Date:
Parent/Guardian Declaration
I have carefully reviewed this document with [student name] and
agree to the above conditions.
Please Print Name:
Signature: Date:
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Objective:
To support the implementation of BP 7040 Technology Policy.

Aurora School supports and encourages responsible use of technology. Our goal is to ensure that data
integrity and security meets and/or exceeds legislative requirements.

This administrative regulation applies to staff use of technology in any school-related activities or
school-related data . In cases where irresponsible or unethical use is detected, disciplinary measures
may be considered.

Responsibility:
Managed by the Superintendent, Secretary Treasurer, and supervised by the Systems Administrator.

Regulation:

1. Technology will be accessible to individual employees based on employment profile.

2. All staff must sign a technology declaration (Appendix A).

3. Passwords must be kept confidential and login credentials must not be saved to their respective
program, site, data base, or application.

4. The Superintendent and Secretary Treasurer reserve the right to change technology controls to
ensure best data security practices.

5. Data must be stored on the school network or secured school drives. Information stored on a
portable storage device must receive prior approval by the staff’s direct supervisor and be
password protected or encrypted.

6. Aurora will make the best attempt to ensure staff have the required technology to operate within
their roles. In the event a staff member is required to use personal technology for employment
purposes, please refer to “Aurora Staff Guidelines when working from home” (Appendix B).

7. Inthe event of a privacy breach or suspected privacy breach, the Superintendent, Secretary
Treasurer and Systems Administrator must immediately be notified.

References:

BP 2040 Member Code of Conduct
BP 7040 Technology Policy

The Education Act / PASI Agreement
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APPENDIX A

Staff Technology Declaration
Staff are responsible for appropriate behaviour when using technology.

Staff Declaration

Respect and Protect Myself

e Will be the sole user of my school account(s) and protect my passwords by not sharing them with
others or by saving login credentials for auto-login. .
Will follow school procedures and professional standards.
Will take responsibility to ensure | understand and comply with legislative
requirements/enforcements regarding use of technology.

Respect and Protect Others

e Will take due care when sending, receiving, entering and updating sensitive school/student
information.

o Will be sure to protect school technology and data.

Respect and Protect Intellectual Property
e Will follow federal copyright laws and fair use guidelines.
e Will respect and protect information owned by Aurora School Ltd.

Respect and Protect Aurora School Property and Equipment

e Will take full responsibility for, and respectfully use, any technology available to me at all times.
e Will use network bandwidth, file storage space and printers reasonably and responsibly.

e Will report abuse of technology to a school administrator and/or designate.

e Will report security or network problems to a school administrator and/or designate.

1, , have read, understand, and agree to the above
conditions.
Staff Signature: Date:

Supervisor Declaration

| have carefully reviewed this document with and agree to the above conditions.

Print Supervisor Name:

Signature: Date:
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AURORA STAFF WORKING FROM HOME

Aurora Staff Guidelines when working from home
All professional standards and security of data continue whether working from school or at home at
any time.

Home is defined as your current residence in or near the community of work.

Working from Home

In situations when Alberta Health Services/Alberta Education has mandated school site closures,
teachers and support staff who request to work from home may do so by applying to their principal or
immediate supervisor. Each school should develop a check-in procedure for staff.

If the work requires the employee to be at school, administrators will work with them to identify risk

mitigation measures to enhance their safety and increase social distancing measures as directed by the

most current advice from the Alberta Chief Medical Officer and Alberta Education:

e The role requires the employee be physically present (e.g. custodian, admin assistant,
administrator);

e The role requires the employee to access information or systems that are not available in the home
environment;

e The role involves sensitive or confidential information or records that cannot, and should not, be
transferred from/to the home environment.

Working from Home Guideline

To work from home the employee must have the ability to complete assigned deliverables and
day-to-day functions (plan, assess, and professional development), as well as to communicate with
colleagues, administration, students, and parents in a secure environment.

The principal or immediate supervisor may call you back to your work site, based on operational
needs.

Regardless of where you are working, the following are important expectations to remember:

e Employee and student safety is our primary concern. Please maintain a safe and secure work
environment. Aurora School is following the directives from Alberta Health Services and Alberta
Education to ensure we are complying with Occupational Health and Safety regulations.

e Continue to follow all Division policies and administrative procedures.

e The Division will be setting expectations for work hours and employees must be available and
accessible during the workday.Periodic attendance at your workplace may be required. This may
include a directive to return to the normal work site on short notice during normal work hours.

e Check-in daily, or on an agreed upon schedule, with your administration for support and/or a
progress update.
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attend scheduled meetings via conference calls or web-based meetings.

Leave entitlements follow the usual process for requests and approvals. These include personal,

sick, family needs, compassionate and all other leaves identified in collective agreements. Requests

for leave should be accessed in the same manner in which you typically request them. Continue to

follow regular procedures for applying for/notifying HR about medical and other absences. When

working from home it is expected that you comply with professional and legislated professional

standards.

o maintain privacy: cannot be overheard by family, no family members/home visitors wandering
into meeting

o maintain security of technology and data at all times

professional dress

0 ensure appropriate computer screen and live video backgrounds & close all web windows
except ones being used for Lesson

o

Equipment and Technology

Division Laptop\Chromebook\IPad may be signed out by your administrator to work from home.
You are responsible for ensuring your working from home environment has appropriate
telephone/internet connectivity and security. If you cannot work from home, you can speak to your
supervisor regarding a safe and secure work environment at school.

IT Security and Privacy guidelines

The use of personal email for work purposes is strictly prohibited. All secure data and information
must be kept on Divisional drives.
Staff should use divisional cloud-based approved and secured platforms (OneDrive/ Google Drive).
Contact your administrator and/or Aurora IT administrator for additional support.
Adequate safeguards must be put in place to avoid data and privacy breaches. If you require
support, contact the IT Help Desk .
If you suspect a privacy breach, please call your administrator for these matters immediately.
Important note:Protect yourself and the Division from malicious attacks by:
Never open attachments or links in emails that are suspicious.
Beware of any email asking for urgent action. If it's that urgent, they will contact you again.
Do not reply to the email if unsure.
Check to whom the email is addressed. Remember, phishing emails are rarely specific.
Watch for spelling and grammatical mistakes. Often, these can be a tell-tale sign of phishing.
Hover over the link in the email without clicking on it. Will the displayed link take you to where
you would expect?
Does the signature look genuine?
o Report the email by calling System Administrator
Do not forward the email. Doing so may exacerbate the problems the phishing email can
cause.
® For Google based email systems, click on the three vertical dots in the upper right-hand corner
of an email received from outside the local network. Options to either ‘Report spam’ or ‘Report
phishing’ are available.

O O 0O 0O OO
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e |tis suggested that emails believed to be phishing or spam should simply be deleted by the
person receiving it, and that person can just send the Aurora System Administrator a new email
indicating a suspected phishing email was received from “type out the Sender email.” For any
additional questions, please contact your administration.
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Adopted October 2, 1997
Revision Date November 16, 2015
Review Year 2020

Background/Purpose:
Aurora School embraces the policy on library programs as stated by Alberta Learning: "Students in

Alberta schools should have access to an effective library program integrated with instructional
programs to provide improved opportunities for student achievement of the Goals of Basic Education

for Alberta”.

Policy Statement:
The primary objective of the school's Learning Commons) is to implement, enrich, and support the

educational program of the school.

Accountability
Monitored on a five year cycle by the Board of Directors in accordance with its annual work plan.

References:
AR 7050 Library
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Issue Date November 16, 2015
Revision Date
Review Year 2020

Objective:
To support implementation of Board Policy on the Learning Commons

Responsibility:
Managed by the Superintendent, supervised by School Principals.

Regulation:
1. Each student will have user-friendly, timely access to accurate, reliable, appropriate, current
and scholarly information, with support and education from library professionals.

2. The Learning Commons will be accessible to individuals and to whole classes to pursue
learning goals on a consistent and as-needed basis.

3. There will be access to a wide variety of materials, at all levels of difficulty for student and staff
research and enjoyment.

References:
BP 7050 Library
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Adopted October 2, 1997
Revision Date November 16, 2015
Review Year 2020

Background/Purpose:
Aurora School respects the rights and religious beliefs of individuals.

Policy Statement:
Aurora School will be a secular (hon-sectarian) school

Guidelines:
Aurora School will not allow religious classes during school or allow religious classes during before/after
school care.

Accountability
Monitored on a five year cycle by the Board of Directors as part of its annual work plan
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Revision Date September 17,2018
Review Year 2020

Background/Purpose:
Aurora School has a very specific program that will benefit many students and supports a system that is
centred on the learner.

Policy Statement:

This policy is meant to ensure that all students have access to meaningful and relevant learning
experiences that include appropriate instructional supports consistent with the Charter of Aurora
School.

Definitions:

Principles of Inclusion (Alberta Education)

Inclusion is a way of thinking and acting that demonstrates universal acceptance and promotes a sense
of belonging for all learners. Inclusion is not just about learners with special needs. It is an attitude and
approach that embraces diversity and learner differences and promotes equal opportunities for all
learners in Alberta. Alberta’s education system is built on a values-based approach to accepting
responsibility for all children and students.

Guidelines:

Guiding Principles of Inclusive Education

1. Anticipate, value and support diversity and learner differences — Welcoming, caring, respectful and
safe learning environments create a sense of belonging for all learners and their families.

2. High expectations for all learners — Creating a culture of high expectations begins with an accessible
curriculum and meaningful and relevant learning experiences. Educators and families act on the
idea that, with the right instructional supports, every learner can be successful.

3. Shared responsibility — All education partners, including school and jurisdictional staff, families,
community services providers, post-secondary institutions, teacher preparation programs and
government are committed to collaboration and are committed to the success of all learners.

4. Understand learners’ strengths and needs — Meaningful data is gathered and shared at all levels of
the system — by teachers, families, schools, school authorities and the Ministry — to understand
and respond to the strengths and needs of individual learners.

5. Reduce barriers within learning environments — All education partners work together to identify and
reduce barriers within the curriculum, the learning environment and/or instruction that are
interfering with students’ ability to be successful learners and to participate in the school
community.

6. Capacity building — School leaders, teachers, education professionals, families and community
partners have ongoing opportunities, relationships and resources that develop, strengthen and
renew their understanding, skills and abilities. Capacity building takes place at the personal, school
and system levels.
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Accountability:

Monitored on a three year cycle by the Superintendent as part of its annual work plan.

References:
School Act, Sec. 36
Ministerial Order on Student Learning (December 5, 2015)
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Adopted February 18, 1998
Revision Date October 21, 2020
Review Year 2025

Background/Purpose:

The Alberta Education (AE) Program of Studies (Grade K - 9) mandates three themes in Health. Aurora
School follows the AE Program of Studies (Grade K - 9). The AE Program of Studies includes outcomes
and topics related to human sexuality and parents reserve the right to exempt their children from this
instruction.

Policy Statement:

Aurora School promotes good health within its school community. The aim of the Health and Life Skills
component of the AE Program of Studies (Grade K - 9) is to enable students to make well-informed,
healthy choices and to develop behaviours that contribute to the well-being of self and others. Aurora
Schools believes that students require a safe and caring school and community environment in which to
explore ideas and issues surrounding personal choice, to seek accurate information, and to practise
healthy behaviours.

Guidelines:
1. The AE Program of Studies (Grade K - 9) has three general outcomes as the foundation of the Health
and Life Skills program:
a. Wellness Choices
b. Relationship Choices
c. Life Learning Choices

Human Sexuality is a mandatory component of the Grades 4 to 9 program and is incorporated within
these general outcomes. They are identified in the AE Program of Studies (Grade K - 9) for easy
identification.

2. Health classes have a course outline that are distributed to students at the beginning of the year.
Human sexuality topics will be bolded and italicized in the course outlines.

3. According to the AE Program of Studies (Grade K - 9), upon written parent/legal guardian request, a
student will be withdrawn from the human sexuality portion of the Health program and be given
alternate Health learning studies by the teacher.

Accountability:
Monitored on a five-year cycle by the Superintendentin accordance with its annual work plan.

Reference:

AE Program of Studies (Grade K - 9)
AR 7071 - Human Sexuality
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Adopted October 23, 2000
Revision Date November 16, 2015
Review Year 2020

Background/Purpose:
In response to representations made regarding the treatment in school programs of such matters as

Canadian content, family life education, sex-stereotyping and special creation, Alberta Education
established provincial policy to deal with controversial issues. Included in their policy guidelines was a
recommendation that school boards establish local policies regarding the identification and treatment
of controversial issues and materials in the classroom.

Policy Statement:
The Board believes that students should have classroom experience in selecting and organizing
information that facilitates drawing intelligent, moral, and rational conclusions.

Guidelines:
1. For sound moral judgements to be made, information regarding controversial issues should:

a. Represent alternative points of view.

b. Appropriately reflect the maturity, capabilities and educational needs of the students.

c. Reflect the requirements of the course as stated in the Program of Studies.

d. Reflect the neighborhood and community in which the school is located, but not to the
exclusion of provincial, national and international contexts.

2. In dealing with controversial issues and topics, the teacher is expected to inform parents regarding
the issues to be covered, the materials to be used and the approach to instruction in the classroom.

3. Parents may request, in writing, the exclusion of their child(ren) from formal instruction or activities
dealing with a particular controversial issue.

4. Parents have the right to formally challenge the use of a particular instructional resource on the
grounds of sex, racial, ethnic or cultural stereotyping or offensiveness to community standards.

Accountability:
Monitored on a five year cycle by the Board of Directors as part of its annual work plan

References:
AR 7230 Controversial Issues and Materials
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Issue Date November 16, 2015
Revision Date
Review Year 2020

Objective:
To support implementation of Board Policy on controversial issues and materials.

Responsibility:
School Principals and Superintendent regarding appeals.

Regulation
1. When offering programs that are controversial in nature, the Principal is responsible for:

a.
b.

C.
d.

Reviewing program content and materials to ensure conformity to Board policy.
Communicating to parents the nature of the program and holding a parent meeting to review
program content and materials, responding to parental concerns, and informing parents of their
right to exclude their children from certain program elements.

Ensuring that staff are adequately in-serviced to ensure effective program delivery.

Ensuring that alternative learning activities are provided for excluded students.

2. Inthe event of a parental challenge to the use of a particular learning resource the following
procedure will be followed:

a.

b.

A meeting will be arranged between the parent and the Teacher with the Principal to discuss the
nature of the concern.

If the issue cannot be resolved at this level, the Principal will advise the parent of their right to
formally challenge the use of the resource. Such a challenge is to be directed in writing to the
Superintendent outlining the specific content of the resource that is found objectionable and
the specific reasons for the objection.

The Superintendent will meet with the person challenging the resource and the school Principal
to review the challenge.

The Superintendent will conduct a hearing at which the challenger and the teacher may present
their respective cases.

If the matter is not satisfactorily resolved by the Superintendent’s decision, the matter may be
appealed to the Board by either party.

A review committee will be set up by the Board. This review committee will consist of equal
representation from parents, educators, trustees and students (where applicable). The mandate
of this review committee will be to report back to the Board on recommendations for
controversial issues and materials.

References:
BP 7230 Controversial Issues and Materials

Page 1 of 1



Adopted June 3, 1998
Revisfon Date November 16, 2015
Review Year 2020

Background/Purpose:
Under federal law it is illegal to copy most published materials without the permission of the copyright

owner. This includes the copying of published materials for school use.

Policy Statement:
Under the Principals’ direction, Aurora School will ensure that it acts within the law with regard to

copyright.
Accountability:
Monitored on a five year cycle by the Board of Directors in conjunction with its annual work plan, and as

otherwise required by legal and regulatory circumstances.

References:
AR 7250 Copyright
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Issue Date November 16, 2015
Revision Date
Review Year 2020

Objective:
To support implementation of Board Policy on copyright.

Responsibility:
School Principals.

Regulation
1. Aurora School will subscribe to the Access Copyright as brokered by Alberta Education.

2. The cost for this license to reproduce published works is deducted from our Foundation Grants

3. Notices will be posted outlining:
a. what may be copied
b. what may not be copied under the agreement
c. an exclusions list
d. other pertinent information

References:
BP 7250 Copyright
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Revision Date September 16, 2020
Review Year 2025

Background/Purpose:
Aurora School has a modern, attractive, well-maintained facility including a large gymnasium. These
facilities are an important community resource.

Policy Statement:

Recognizing the priority our school community has for facility utilization, the Aurora Board of Directors is
willing to allow for public use of our facility as a community service School gymnasium rentals are
facilitated through the “Joint Use Agreement” (attached) that Aurora School has with the City of
Edmonton and Edmonton Public School Board.

Accountability:
Monitored on a five year cycle by the Board of Directors as part of its annual work plan.

References:
AR 8030 Community Use of Facility
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Adopted October 13, 2015
Revision Date September 16, 2020
Review Year 2025

Objective:
To provide direction for implementation of Board Policy 8030 regarding community use of the school
facility.

Responsibility:
Principals and Secretary Treasurer.

Regulation:
1. Aurora School use takes precedence over any other use of the facility.

2. Aurora School may unilaterally cancel any agreement for community use with notice. As much
notice as possible will be given when school activities pre-empt bookings.

References:
BP 8030 Community Use of Facility
Appendix: Joint Use Agreement Template
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Adopted February 1, 1999
Revision Date October 13, 2015
Review Year 2020

Background/Purpose:
Aurora School is located in the community of Sherbrooke, a residential neighborhood in north-central

Edmonton.

Policy Statement:
The safety of the school population is of paramount importance. The school will only close or lockdown
during what would normally be an instructional day if the health and/or safety of the occupants are at

risk.

Guidelines:
1. The school will normally not close due to inclement weather conditions

Accountability:
Reviewed after each event by the Superintendent and monitored on a five year cycle by the Board of

Directors in accordance with its work plan.

References:
AR 8050 School Emergencies
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Adopted October 13, 2015
Revision Date
Review Year 2020

Objective:
To provide direction for the implementation of Board Policy 8050 regarding school emergencies.

Responsibility:
Principals and Teachers as required by the procedures.

Regulation

A. GENERAL PROCEDURES

1.

6.

Should the school building become unsafe for whatever reason, students and staff will be
evacuated to the south and east sports fields, with authorities and parents notified as is
required.

Every classroom will have an evacuation plan posted near the door. The Staff Handbook will
outline to Teachers the evacuation procedures.

A minimum of two fire drills will be held every year. In case of extreme weather, students will
be evacuated to the Sherbrooke Community Hall.

A lockdown will occur when there is a threat to the school building or its occupants and it is
safest for the staff and students to remain inside. A lockdown may occur when there is: an
intruder in the school, a threat on or very close to the school property, a threat of violence to
staff or students, severe weather conditions, an undetermined or off-site hazard that threatens
the school in any way. (refer to procedures)

A minimum of one lockdown drill will be held every year.

In case of a lockdown, emergency services will be called if warranted.

B. LOCKDOWN PROCEDURES

1.

The administration will regularly advise staff of lockdown code, repeated three times over the
intercom by the administration.

When a lockdown occurs, students will immediately clear the hallways and enter the nearest
classroom. Teachers will close and lock classroom doors and close any curtains or blinds.
Students are to sit so that they are not visible from any windows. No one is to exit the
classroom for any reason (including the fire alarm) until the all clear signal is given.

Teachers with students in the gymnasium will move into the equipment room. Teachers with
students who are outside will proceed to St. Pius X Catholic School at 12214-128 Street.

Administration will call emergency services if warranted
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Revision Date
Review Year 2020

5. When a lockdown occurs, parents will be notified of the situation through appropriate means.
6. The signal for all clear is “Attention all students and staff. This is (administration name). All
clear. All clear.” The all clear signal must come from an administration voice and must be

ignored if it comes from any other voice.

7. In case of evacuation after an all clear, staff and students will evacuate as per fire drill
procedures.

References:
BP 8050 School Emergencies
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Adopted January 22,2008
Revision Date October 13, 2015
Review Year 2020

Background/Purpose:
From time to time, circumstances require that school days be cancelled for temporary periods of time

Policy Statement:
When school cancellations occur, steps must be taken to ensure that stakeholders are notified and that
safety precautions are taken to ensure that there is available supervision for students.

Guidelines:
1. School may be cancelled because of, but not limited to, water main breaks, gas leaks, severe

weather, fire, power outage, or act of God.

Accountability:
Reviewed by the Superintendent after each event and monitored on a five year cycle by the Board of
Directors in accordance with its annual work plan.

References:
AR 8100 School Cancellation
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Category: H. Facilities Management

Code: AR 8100 Policy Name: School Cancellation
Adopted October 13, 2015
Revision Date
Review Year 2020

Objective:
To provide direction for the implementation of Board Policy 8100 regarding school cancellation.

Responsibility:

The Principal(s), or designate, is authorized to initiate a school cancellation. He/She should inform the
Superintendent of the cancellation in as timely a manner as possible.

Regulation:

1. Immediate steps must be taken by administration to inform all stakeholders of the cancellation and

any details about when school will reopen.

2. The school must be open during a cancellation, and administration will provide supervision for
students who come to school until they can be picked up.

3. Teachers and support staff may be required to be at school on the day of a cancellation.

4. The Principal(s), or designate, will consult with the Superintendent about whether the cancellation
will continue for more than one day.

References:
BP 8100 School Cancellation
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Aurora Academic Charter School Policy Manual
Category: H. Facilities Management
Policy Name: Tobacco, Alcohol, and Cannabis Free Facilities

Code: BP 8200

Effective Date April 17, 2017
Revision Date May 15, 2019
Review Year 2021

Background/Purpose:

To reflect the Board’s mandated responsibility for providing a welcoming, inclusive, safe and healthy
learning and working environment .

Policy Statement:
The Board of Directors believes that in the presence of students the consumption of alcohol, tobacco, or
cannabis products in schools or at school-sanctioned student functions is inappropriate. This includes,

but is not limited to vaporizers, oils, edibles, snuff, e-cigarettes, hookahs, and other related
devices/products.

1. Alcohol

a. The possession and/or consumption of alcohol is prohibited at:
i) District facilities which are used for the accommodation of students,
ii) all student functions held at a District facility or sponsored by the District.

b. The Superintendent may authorize the serving of alcohol:

i) at non-student functions sponsored by the District; and

ii) in District facilities.

iii) Subject to the approval of the Superintendent, the consumption of alcoholic beverages may
be permitted outside school property at school-sanctioned functions that do not include
students. Subject to the Superintendent’s approval, students may be permitted to perform or
attend events at venues where alcoholic beverages are available to non-students (adults).

c. The serving of alcohol as per Section A.2 requires written approval from the Superintendent as
well as the obtaining of a liquor license from Alberta Gaming, Liquor and Cannabis.

d. Adult possession of sealed alcohol is permitted as part of a personal gift for an adult or as a

donation to a District-sponsored fundraiser. In these situations, alcohol should be handled in a
discreet manner.

2. Tobacco and Tobacco-Like Products

a. The consumption of tobacco or tobacco-like products is prohibited on and in school property or
at District-sponsored events.

b. Adult possession of tobacco and tobacco-like products should not be visible or interfere with the
operations of the learning and working environment.
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c. Traditional use of tobacco for ceremonial purposes is permitted on District property or at
District functions.

3. Cannabis

a. The possession and/or consumption of cannabis is prohibited on and in District property or at
District functions.

b. Notwithstanding the above, the possession and/or consumption of cannabis may be permitted
for medical accommodations only when prior approval has been obtained for students
according to AR 6101.

4. No funds belonging to or administered by the school may be used to purchase or reimburse anyone
for the purchase of alcohol, tobacco, or cannabis products. This includes monies from fundraising
campaigns conducted by any person or entity affiliated with the school. The only exception is for
tobacco if associated with specific religious/ceremonial events and with prior approval by the
Principal.

Accountability:
Monitored by Board of Directors, Superintendent

Reference:

Cannabis Act Bill C-45

Clarity on Cannabis FAQ for Educators Alberta Health Services
Tobacco and Smoking Reduction Act

Gaming, Liquor Cannabis Act
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Background/Purpose:

Aurora School Ltd. In accordance with the current Alberta Occupational Health and Safety Act and the
School Act are committed to nurturing and assuring a safe, caring, ethical and healthy environment for
all students, employees and others present at our site and school-related activities.

Policy Statement:

The Aurora Board of Directors and Superintendent believe a healthy, caring, and safe workplace is
essential for all employees, students and others present at its worksites at all times. This policy is
rooted in support and assurance that all Aurora worksites and school-related activities are in compliance
with all regulations, codes and associated practices consistent with the current Alberta Occupational
Health and Safety Act. Moreover, Aurora personnel and stakeholders share responsibility in a culture
that encourages and ensures a safe and healthy workplace for all stakeholders at all times.

Guidelines:
In order to promote, support, and assure a healthy and safe workplace, it is expected that all Aurora
employees and all others who work on Aurora school sites and school-related activities will:

1. Engage in all workplace roles and responsibilities with a shared commitment to wellness, health
and safety at all times and with all stakeholders;

2. Regularly review, understand and apply current occupational health and safety codes,
regulations, legislation and procedures to assure compliance with safe workplace knowledge,
skills, attitudes, competencies and practices;

3. Establish and interact with an Aurora Joint Health and Safety Committee in compliance with
current legislation and regulations to optimize support and active engagement of all staff and
stakeholders in a school culture imbued and evidenced in a healthy and safe working
environment at all times and circumstances.

Accountability:
Aurora Board of Directors, Superintendent, Secretary-Treasurer and all staff and contractors

References:

Alberta Occupational Health and Safety Act
AR8300 — Occupational Health and Safety
Alberta School Act
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Background/Purpose:
The Aurora Board of Directors is committed to helping parents with the transportation of their children
within the context of the school’s limited resources in accordance with provincial regulations.

Policy Statement:

Shared responsibilities and cooperation among stakeholders of our school community will ensure safe,
cost effective and comfortable busing. Our transportation service is considered a privilege and school
rules apply to all students while traveling on the buses. Aurora School strives to keep travel times for
school buses reasonable, to a maximum of 75 minutes.

Bus carrier contracts will be reviewed at least every five years.

Guidelines:

Responsibilities will be shared among stakeholders consisting of Board of Directors, Superintendent,
Secretary-Treasurer, Principals or designate, Transportation Committee, Transportation Coordinator and
Parents. Guidelines will be communicated in the Aurora Student Transportation Handbook.

Accountability:
Monitored annually by Secretary Treasurer and Superintendent

References:

The School Act
Student Transportation Handbook
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Background/Purpose:
Aurora School is committed to providing safe and adequate parking for staff, parents and visitors.

Policy Statement:
Parking must be available to staff, parents and students, and visitors of the school. Safety of all

members of the Aurora community is the main priority, followed by space availability.

Accountability:
Monitored on a five year cycle by the Board of Directors in accordance with its annual work plan.

References:
AR 9010 Vehicle Parking
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