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Category:  A. Foundations and Philosophy 

Code:  BP 1020                                 Policy Name:  Philosophy and Purpose 
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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 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. 
 





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.  
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Persistent criticism of or interference with school programs, teacher performance, or interaction with 
students or staff  that is 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. If it is 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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Code:  ​BP 2052​                                                    ​Policy Name:  ​Evaluation of the Superintendent 
Adopted October 21 2008 
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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   Opera�ons  

Code:     BP   2060    Policy   Name:     Role   and   Supervision   of   School   Based   Administra�on  
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   administra�ve   team   at   Aurora   Academic  
Charter   School.   The   school-based   administra�on   must   display   educa�onal   and   instruc�onal   leadership   in  
the   opera�ons   of   Aurora   School.    This   policy   is   compliant   with   the    Alberta   Educa�on   Act    and    Leadership  
Quality   Standard .   
 
Policy   Statement:   
The   Board   of   Directors   recognizes   the    Alberta   Educa�on     Leadership   Quality   Standard    for   School   Leaders  
in   Alberta   as   an   accepted   performance   expecta�on   for   school-based   administra�on.  
 
A. Role   of   the   Principals   

The   Principals   at    Aurora   School   are   key   members   of   the   leadership   team.    Repor�ng   to   the  
Superintendent,   each   Principal   will   demonstrate   leadership   quali�es   expected   of   Aurora   staff  
and   community   along   with   all   related   Alberta   Educa�on   legisla�on   and   regula�ons.    The  
Superintendent   and   Aurora   Charter   School   Board   of   Directors   expect   the   Principals   to   be  
instruc�onal   leaders   and   learning   facilitators,   managers,   school   community   facilitators,  
visionaries,   and   problem   solvers.    The   Board   further   expects   that   school   Principals   shall   carry   out  
their   responsibili�es   in   accordance   with   the   Aurora   Charter   and   Ar�cles   of   Associa�on,   Alberta  
Educa�on   policies   and   regula�ons,    Alberta   Educa�on   Leadership   Quality   Standard ,   and  
applicable   provincial   and   federal   statutes.  

 
B. Role   of   the   Assistant   Principals   

The   Assistant   Principals   (APs)   at   Aurora   School   ac�vely   par�cipate   in   the   administra�on   of   the  
school.    As   a   member   of   the   administra�ve   team,   the   APs   work   in   a   professional   manner   at   all  
�mes   and   exemplify   the   quali�es   necessary   to   fulfill   the   expecta�ons   of   the   Alberta   Educa�on  
Leadership   Quality   Standard   and   Alberta   Educa�on   Act   and   associated   regula�ons.    The   APs  
report   directly   to   the   Aurora   Principals.  

 
C. Du�es   of   the   Principals   

1. The   Principals   shall   provide   opportuni�es   for   the   staff   and   School   Council   to   provide   advice   on  
school-based   decisions   related   to   any   ma�er   related   to   school   opera�ons.    This   includes   advice  
on:   
a. programs,   instruc�onal   services   and   co-curricular   ac�vi�es;   and   
b. the   alloca�on   of   funds   to   support   the   programs,   instruc�onal   services   and   co-curricular  

ac�vi�es.   
2. The   Superintendent   may   assign   to   the   Principals   other   du�es,   responsibili�es   and   obliga�ons.   

Prior   to   September   30th   of   each   year,   the   Principals   will   no�fy   all   staff   of   the   key   du�es   of   each  
member   of   the   administra�on   team.   
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D. The   leadership   roles   iden�fied   by   the   Alberta   Educa�on   Leadership   Quality   Standard   include:   
 

● Fostering   Effec�ve   Rela�onships:   
The   school   leader   builds   posi�ve   working   rela�onships   with   members   of   the   school  
community   and   local   community.  
 

● Modeling   Commitment   to   Professional   Learning:  
A   leader   engages   in   career-long   professional   learning   and   ongoing   cri�cal   reflec�on   to  
iden�fy   opportuni�es   for   improving   leadership,   teaching,   and   learning.  

 
● 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.   

 
● Leading   a   Learning   Community:  

A   leader   nurtures   and   sustains   a   culture   that   supports   evidence-informed   teaching   and  
learning.  

 
● Suppor�ng   the   Applica�on   of   Founda�onal   Knowledge   about   First   Na�ons,   Mé�s   and   Inuit:  

A   leader   supports   the   school   community   in   acquiring   and   applying   founda�onal   knowledge  
about   First   Na�ons,   Mé�s,   and   Inuit   for   the   benefit   of   all   students.   

 
● Providing   Instruc�onal   Leadership:  

A   leader   ensures   that   every   student   has   access   to   quality   teaching   and   op�mum   learning  
experiences.  

 
● Developing   Leadership   Capacity:  

A   leader   provides   opportuni�es   for   members   of   the   school   community   to   develop   leadership  
capacity   and   to   support   others   in   fulfilling   their   educa�onal   roles.  
 

● Managing   School   Opera�ons   and   Resources:  
A   leader   effec�vely   directs   opera�ons   and   manages   resources.  
 

● Understanding   and   Responding   to   the   Larger   Societal   Context:  
A   leader   understands   and   appropriately   responds   to   the   poli�cal,   social,   economic,   legal   and  
cultural   contexts   impac�ng   schools   and   the   school   authority.  

 
E. Supervision   of   School   Based   Administra�on   

1. The   Principals   at   Aurora   School   will   demonstrate   leadership   quali�es   expected   of   Aurora   staff  
and   community   as   described   in   the    Educa�on   Act    and    Leadership   Quality   Standard .    Principals  
will   employ   ac�ve   supervision   of   their   respec�ve   Assistant   Principals   and   office   administra�on  
team.    The   Superintendent   or   designate   is   responsible   for   the   supervision   of    the   Principal.   
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Accountability:   
Annually   by   Superintendent   for   Principals   and   Principals   for   Assistant   Principals.  
 
 
References:   
Alberta   Educa�on   Act  
Alberta   Educa�on   Leadership   Quality   Standard  
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Objec�ve:    
The   Principals   at   the   Aurora   School   will   demonstrate   leadership   quali�es   expected   of   Aurora   staff   and  
community   as   described   in    The   Educa�on   Act    and    Alberta   Educa�on   Leadership   Quality   Standard .   This  
regula�on   provides   direc�on   for   opera�onaliza�on   of    the   inten�ons   of   Board   Policy   2060.  
 
 
Responsibility:     
Superintendent   and   Principals  
 
 
Regula�on :    
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   Educa�on  
Leadership   Quality   Standard.  

 
2. The   Principals   report   directly   to   the   Superintendent   who   is   responsible   for   the   supervision   and  

evalua�on   of   the   Principals.   Performance   review   will   be   undertaken   annually   by   the   Superintendent.  
The   performance   review   will   be   based   on   Aurora   policies   and   regula�ons,   the    Alberta   Educa�on  
Leadership   Quality   Standar d,   and   the    Educa�on   Act .  

 
3. The   Principals   will   provide   ac�on   plans   that   reflect   the   findings   of   the   annual   review.   Should   there   be  

major   performance   issues,   these   will   be   communicated   in   wri�ng   by   the   Superintendent   and/or  
designate   at   a   �me   frame   provided   to   address   such   issues   with   appropriate   support   provided.   

 
4. The   Principals   will   provide   annual   wri�en   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   Administra�on  
Educa�on   Act  
Alberta   Educa�on   Quality   Leadership   Standard  
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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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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. A draft 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:   
a. Transportation fees 
b. Technology user fees 
c. Fees for optional courses and related consumables 
d. Field-trips 
e. Extracurricular fees 
f. Activity fees 
g. Lunch supervision fees 
h. Yearbooks 
i. Other fees to enhance education over above basic education requirements and 

accountabilities (Kindergarten to Grade 9) 
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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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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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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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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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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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Objective:​  
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. All information affecting the decisions made about the education of the student that is 

collected or maintained by Aurora School including: 
i. Student’s legal name as registered by legal parent(s)/guardian(s) 

ii. Legal name of the student’s legal parent(s)/guardian(s) 
iii. Alberta School Number (ASN) 
iv. Court approved custody arrangements 
v. Birthdate of the student 

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

vii. Student’s Birth Certificate  
viii. All Psychometric testing results 

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

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

xi. The annual report card 
xii. 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)  

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

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

xvii. CTBS - Canadian Test of Basic Skills 
xviii. PAT - Provincial Achievement Tests 

xix. 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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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. For incoming 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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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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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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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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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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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:  

a. education  
b. experience  
c. values  
d. knowledge  
e. skills/abilities  
f. personal suitability  

 
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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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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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 
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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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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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Objective:​  
To provide direction for implementation of the Board Policy regarding orientation of new​ ​staff. 
 
Responsibility:​  
Principals, Secretary Treasurer 
 
Regulation​:​  
 
A. Orientation 
 

1. Orientation includes giving new employees a full picture of Aurora School. New recruits​ ​should 
learn, respective to their position: 
a. History 
b. Mission, Vision, Values 
c. Philosophy 
d. School community 
e. Structure and reporting relationships 
f. Goals 
g. Key responsibilities 
h. Expectations and standards of performance for their position (TQS) 
i. Curriculum and embellishments 
j. Direct instruction model and strategies 
k. Record Keeping 
l. Reporting and evaluation 
m. Terms and conditions of employment 
n. Health, safety and emergency procedures 

 
2. Orientation should emphasize: 

a. The uniqueness of Aurora School’s culture and teaching methodology 
b. 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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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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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: 
a. Life Insurance 
b. Accidental Death and Dismemberment 
c. Dependent Life Insurance 
d. Short-term Disability 
e. Long-term Disability Insurance 
f. Extended Health Care 
g. Dental Care Insurance 
h. Health Spending Account 

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

Account premiums 
 
C. Eligible Employees 
 

1. All employees 0.5 FTE or greater shall be required to enroll in the benefit plans. 
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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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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: 
 
1. sick leave 
2. maternal/parental leave 
3. compassionate 
4. Convocation 
5. personal leave 
 
 
Accountability:  
Annual review by the Board of Directors. 

 
 



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. 

 
2. 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. 
 

3. 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. 

 
2. 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. 

 
3. 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 (EI), Supplemental Unemployment Benefits 
(SUB), Short Term Disability (STD) or Long Term Disability (LTD). The total period of maternity 
leave shall not exceed 18 months. 

 
4. 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. 

 
5. 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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C. Compassionate Leave 

1. Compassionate leave shall be approved by the employer in a case of critical​ ​illness 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. for​ ​critical​ ​illness, 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. For school-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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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 

 
 















Aurora Academic Charter School Administrative Regulation 
Category:  Human Resources                     

Code:  AR5200.1                                  Policy Name:  APPENDIX 1 – Teacher Supervision Handbook 
 
 

Page 1 of 44 

Issue Date September 17, 2018 

Revision Date  

Review Year 2020 

APPENDIX 1 
TEACHER SUPERVISION HANDBOOK 

 
 

 
PRINT DATE:  March 2018 

  



Aurora Academic Charter School Administrative Regulation 
Category:  Human Resources                     

Code:  AR5200.1                                  Policy Name:  APPENDIX 1 – Teacher Supervision Handbook 
 
 

Page 2 of 44 

Issue Date September 17, 2018 

Revision Date  

Review Year 2020 

 

 
  



Aurora Academic Charter School Administrative Regulation 
Category:  Human Resources                     

Code:  AR5200.1                                  Policy Name:  APPENDIX 1 – Teacher Supervision Handbook 
 
 

Page 3 of 44 

Issue Date September 17, 2018 

Revision Date  

Review Year 2020 

 



Aurora Academic Charter School Administrative Regulation 
Category:  Human Resources                     

Code:  AR5200.1                                  Policy Name:  APPENDIX 1 – Teacher Supervision Handbook 
 
 

Page 4 of 44 

Issue Date September 17, 2018 

Revision Date  

Review Year 2020 

 



Aurora Academic Charter School Administrative Regulation 
Category:  Human Resources                     

Code:  AR5200.1                                  Policy Name:  APPENDIX 1 – Teacher Supervision Handbook 
 
 

Page 5 of 44 

Issue Date September 17, 2018 

Revision Date  

Review Year 2020 

 



Aurora Academic Charter School Administrative Regulation 
Category:  Human Resources                     

Code:  AR5200.1                                  Policy Name:  APPENDIX 1 – Teacher Supervision Handbook 
 
 

Page 6 of 44 

Issue Date September 17, 2018 

Revision Date  

Review Year 2020 

 



Aurora Academic Charter School Administrative Regulation 
Category:  Human Resources                     

Code:  AR5200.1                                  Policy Name:  APPENDIX 1 – Teacher Supervision Handbook 
 
 

Page 7 of 44 

Issue Date September 17, 2018 

Revision Date  

Review Year 2020 

 



Aurora Academic Charter School Administrative Regulation 
Category:  Human Resources                     

Code:  AR5200.1                                  Policy Name:  APPENDIX 1 – Teacher Supervision Handbook 
 
 

Page 8 of 44 

Issue Date September 17, 2018 

Revision Date  

Review Year 2020 

 



Aurora Academic Charter School Administrative Regulation 
Category:  Human Resources                     

Code:  AR5200.1                                  Policy Name:  APPENDIX 1 – Teacher Supervision Handbook 
 
 

Page 9 of 44 

Issue Date September 17, 2018 

Revision Date  

Review Year 2020 

 



Aurora Academic Charter School Administrative Regulation 
Category:  Human Resources                     

Code:  AR5200.1                                  Policy Name:  APPENDIX 1 – Teacher Supervision Handbook 
 
 

Page 10 of 44 

Issue Date September 17, 2018 

Revision Date  

Review Year 2020 

 



Aurora Academic Charter School Administrative Regulation 
Category:  Human Resources                     

Code:  AR5200.1                                  Policy Name:  APPENDIX 1 – Teacher Supervision Handbook 
 
 

Page 11 of 44 

Issue Date September 17, 2018 

Revision Date  

Review Year 2020 

 
 
 



Aurora Academic Charter School Administrative Regulation 
Category:  Human Resources                     

Code:  AR5200.1                                  Policy Name:  APPENDIX 1 – Teacher Supervision Handbook 
 
 

Page 12 of 44 

Issue Date September 17, 2018 

Revision Date  

Review Year 2020 

 



Aurora Academic Charter School Administrative Regulation 
Category:  Human Resources                     

Code:  AR5200.1                                  Policy Name:  APPENDIX 1 – Teacher Supervision Handbook 
 
 

Page 13 of 44 

Issue Date September 17, 2018 

Revision Date  

Review Year 2020 

 



Aurora Academic Charter School Administrative Regulation 
Category:  Human Resources                     

Code:  AR5200.1                                  Policy Name:  APPENDIX 1 – Teacher Supervision Handbook 
 
 

Page 14 of 44 

Issue Date September 17, 2018 

Revision Date  

Review Year 2020 

 



Aurora Academic Charter School Administrative Regulation 
Category:  Human Resources                     

Code:  AR5200.1                                  Policy Name:  APPENDIX 1 – Teacher Supervision Handbook 
 
 

Page 15 of 44 

Issue Date September 17, 2018 

Revision Date  

Review Year 2020 

 



Aurora Academic Charter School Administrative Regulation 
Category:  Human Resources                     

Code:  AR5200.1                                  Policy Name:  APPENDIX 1 – Teacher Supervision Handbook 
 
 

Page 16 of 44 

Issue Date September 17, 2018 

Revision Date  

Review Year 2020 

 



Aurora Academic Charter School Administrative Regulation 
Category:  Human Resources                     

Code:  AR5200.1                                  Policy Name:  APPENDIX 1 – Teacher Supervision Handbook 
 
 

Page 17 of 44 

Issue Date September 17, 2018 

Revision Date  

Review Year 2020 

 



Aurora Academic Charter School Administrative Regulation 
Category:  Human Resources                     

Code:  AR5200.1                                  Policy Name:  APPENDIX 1 – Teacher Supervision Handbook 
 
 

Page 18 of 44 

Issue Date September 17, 2018 

Revision Date  

Review Year 2020 

 



Aurora Academic Charter School Administrative Regulation 
Category:  Human Resources                     

Code:  AR5200.1                                  Policy Name:  APPENDIX 1 – Teacher Supervision Handbook 
 
 

Page 19 of 44 

Issue Date September 17, 2018 

Revision Date  

Review Year 2020 

 



Aurora Academic Charter School Administrative Regulation 
Category:  Human Resources                     

Code:  AR5200.1                                  Policy Name:  APPENDIX 1 – Teacher Supervision Handbook 
 
 

Page 20 of 44 

Issue Date September 17, 2018 

Revision Date  

Review Year 2020 

 



Aurora Academic Charter School Administrative Regulation 
Category:  Human Resources                     

Code:  AR5200.1                                  Policy Name:  APPENDIX 1 – Teacher Supervision Handbook 
 
 

Page 21 of 44 

Issue Date September 17, 2018 

Revision Date  

Review Year 2020 

 



Aurora Academic Charter School Administrative Regulation 
Category:  Human Resources                     

Code:  AR5200.1                                  Policy Name:  APPENDIX 1 – Teacher Supervision Handbook 
 
 

Page 22 of 44 

Issue Date September 17, 2018 

Revision Date  

Review Year 2020 

 
 
 
 
 



Aurora Academic Charter School Administrative Regulation 
Category:  Human Resources                     

Code:  AR5200.1                                  Policy Name:  APPENDIX 1 – Teacher Supervision Handbook 
 
 

Page 23 of 44 

Issue Date September 17, 2018 

Revision Date  

Review Year 2020 

 



Aurora Academic Charter School Administrative Regulation 
Category:  Human Resources                     

Code:  AR5200.1                                  Policy Name:  APPENDIX 1 – Teacher Supervision Handbook 
 
 

Page 24 of 44 

Issue Date September 17, 2018 

Revision Date  

Review Year 2020 

 



Aurora Academic Charter School Administrative Regulation 
Category:  Human Resources                     

Code:  AR5200.1                                  Policy Name:  APPENDIX 1 – Teacher Supervision Handbook 
 
 

Page 25 of 44 

Issue Date September 17, 2018 

Revision Date  

Review Year 2020 

 



Aurora Academic Charter School Administrative Regulation 
Category:  Human Resources                     

Code:  AR5200.1                                  Policy Name:  APPENDIX 1 – Teacher Supervision Handbook 
 
 

Page 26 of 44 

Issue Date September 17, 2018 

Revision Date  

Review Year 2020 

 



Aurora Academic Charter School Administrative Regulation 
Category:  Human Resources                     

Code:  AR5200.1                                  Policy Name:  APPENDIX 1 – Teacher Supervision Handbook 
 
 

Page 27 of 44 

Issue Date September 17, 2018 

Revision Date  

Review Year 2020 

 



Aurora Academic Charter School Administrative Regulation 
Category:  Human Resources                     

Code:  AR5200.1                                  Policy Name:  APPENDIX 1 – Teacher Supervision Handbook 
 
 

Page 28 of 44 

Issue Date September 17, 2018 

Revision Date  

Review Year 2020 

 



Aurora Academic Charter School Administrative Regulation 
Category:  Human Resources                     

Code:  AR5200.1                                  Policy Name:  APPENDIX 1 – Teacher Supervision Handbook 
 
 

Page 29 of 44 

Issue Date September 17, 2018 

Revision Date  

Review Year 2020 

 



Aurora Academic Charter School Administrative Regulation 
Category:  Human Resources                     

Code:  AR5200.1                                  Policy Name:  APPENDIX 1 – Teacher Supervision Handbook 
 
 

Page 30 of 44 

Issue Date September 17, 2018 

Revision Date  

Review Year 2020 

 



Aurora Academic Charter School Administrative Regulation 
Category:  Human Resources                     

Code:  AR5200.1                                  Policy Name:  APPENDIX 1 – Teacher Supervision Handbook 
 
 

Page 31 of 44 

Issue Date September 17, 2018 

Revision Date  

Review Year 2020 

 



Aurora Academic Charter School Administrative Regulation 
Category:  Human Resources                     

Code:  AR5200.1                                  Policy Name:  APPENDIX 1 – Teacher Supervision Handbook 
 
 

Page 32 of 44 

Issue Date September 17, 2018 

Revision Date  

Review Year 2020 

 



Aurora Academic Charter School Administrative Regulation 
Category:  Human Resources                     

Code:  AR5200.1                                  Policy Name:  APPENDIX 1 – Teacher Supervision Handbook 
 
 

Page 33 of 44 

Issue Date September 17, 2018 

Revision Date  

Review Year 2020 

 



Aurora Academic Charter School Administrative Regulation 
Category:  Human Resources                     

Code:  AR5200.1                                  Policy Name:  APPENDIX 1 – Teacher Supervision Handbook 
 
 

Page 34 of 44 

Issue Date September 17, 2018 

Revision Date  

Review Year 2020 

 



Aurora Academic Charter School Administrative Regulation 
Category:  Human Resources                     

Code:  AR5200.1                                  Policy Name:  APPENDIX 1 – Teacher Supervision Handbook 
 
 

Page 35 of 44 

Issue Date September 17, 2018 

Revision Date  

Review Year 2020 

 



Aurora Academic Charter School Administrative Regulation 
Category:  Human Resources                     

Code:  AR5200.1                                  Policy Name:  APPENDIX 1 – Teacher Supervision Handbook 
 
 

Page 36 of 44 

Issue Date September 17, 2018 

Revision Date  

Review Year 2020 

 



Aurora Academic Charter School Administrative Regulation 
Category:  Human Resources                     

Code:  AR5200.1                                  Policy Name:  APPENDIX 1 – Teacher Supervision Handbook 
 
 

Page 37 of 44 

Issue Date September 17, 2018 

Revision Date  

Review Year 2020 

 



Aurora Academic Charter School Administrative Regulation 
Category:  Human Resources                     

Code:  AR5200.1                                  Policy Name:  APPENDIX 1 – Teacher Supervision Handbook 
 
 

Page 38 of 44 

Issue Date September 17, 2018 

Revision Date  

Review Year 2020 

 



Aurora Academic Charter School Administrative Regulation 
Category:  Human Resources                     

Code:  AR5200.1                                  Policy Name:  APPENDIX 1 – Teacher Supervision Handbook 
 
 

Page 39 of 44 

Issue Date September 17, 2018 

Revision Date  

Review Year 2020 

 



Aurora Academic Charter School Administrative Regulation 
Category:  Human Resources                     

Code:  AR5200.1                                  Policy Name:  APPENDIX 1 – Teacher Supervision Handbook 
 
 

Page 40 of 44 

Issue Date September 17, 2018 

Revision Date  

Review Year 2020 

 



Aurora Academic Charter School Administrative Regulation 
Category:  Human Resources                     

Code:  AR5200.1                                  Policy Name:  APPENDIX 1 – Teacher Supervision Handbook 
 
 

Page 41 of 44 

Issue Date September 17, 2018 

Revision Date  

Review Year 2020 

 



Aurora Academic Charter School Administrative Regulation 
Category:  Human Resources                     

Code:  AR5200.1                                  Policy Name:  APPENDIX 1 – Teacher Supervision Handbook 
 
 

Page 42 of 44 

Issue Date September 17, 2018 

Revision Date  

Review Year 2020 

 



Aurora Academic Charter School Administrative Regulation 
Category:  Human Resources                     

Code:  AR5200.1                                  Policy Name:  APPENDIX 1 – Teacher Supervision Handbook 
 
 

Page 43 of 44 

Issue Date September 17, 2018 

Revision Date  

Review Year 2020 

 



Aurora Academic Charter School Administrative Regulation 
Category:  Human Resources                     

Code:  AR5200.1                                  Policy Name:  APPENDIX 1 – Teacher Supervision Handbook 
 
 

Page 44 of 44 

Issue Date September 17, 2018 

Revision Date  

Review Year 2020 

 



Aurora Academic Charter School Policy 
Category:  F. Personnel  & Employee Relations 

Code:  BP 5300                                                                     Policy Name:  Recognition for Long Service 
 
 
 

 
 

Page 1 of 1 

Adopted November 20, 2006 

Revision Date December 18, 2017 

Review Year 2020 

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 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,  
c. evaluation reports, and  
d. copies of correspondence between the employee, school administration, and Board of 

Directors.  
 
3. A personnel file 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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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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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. 

5. Act in ways that honour and represent you and your school. 
6. Attend regularly and punctually. 
7. Be ready to learn and actively engage in and diligently pursue your education. 
8. Know and comply with the rules of your school. 
9. 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. 

 
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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2. Acts of bullying, harassment, or intimidation in any context including electronic whether or 
not inside the school building or during the school day. 

3. 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. 
 

5. Illegal 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. 
2. 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; 
b. Nature of the action or incident that calls for disciplinary measures; 
c. Student’s previous conduct; 
d. Student’s age, maturity and individual circumstances; 
e. Impact of proposed action on the student’s future behavior; 
f. 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. 
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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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5. Illegal 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. 
2. 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. 
b. Nature of the action or incident that calls for disciplinary measures. 
c. Student’s previous conduct. 
d. Student’s age and maturity. 
e. Impact of proposed action on the student’s future behaviour. 
f. Previous disciplinary actions. 

 
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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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. A teacher 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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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 a suspension 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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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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Expulsions 
1. Expulsion procedures are consistent with the School Act. 
2. Expulsion will only be used when: 

a. 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 

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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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 

b. Educational value to warrant the loss of instructional time. 
c. Supervision to ensure acceptable student behavior and safety 
d. An itinerary outlining approximate times and specific locations 

 
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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Background/Purpose:   
To   ensure   students   who   have   serious   medical   needs   have   access   to   con�nued   educa�on   and   support.   
 
 
Policy   Statement:   
The   administra�on   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   educa�on.    Aurora   School   acknowledges   that   the   determina�on   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  
situa�on.  
 
 
Guidelines:   
Staff   will   act   in   accordance   with   the   direc�ons   set   out   in   Administra�ve   Policy   and   corresponding  
Administra�ve   Regula�on   6101   Student   Medical   Needs.  
 
 
References:   
Emergency   Medical   Aid   Act,   R.S.A.   2000    (Alberta's   Good   Samaritan   legisla�on).  
AR   6101   -   Student   Medical   Needs  
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Objec�ve:    
To   support   implementa�on   of   Board   Policy   on   the   administra�on   of   medica�on   to   students.   
 
Responsibility:     
Employees  
 
Regula�on :    
1. Informa�on   Required  

a. Any   student   suffering   from   a   known   medical   condi�on,   regardless   of   whether   medica�on   is  
prescribed   shall   have   that   condi�on   iden�fied   and   updated   by   the   parent/legal   guardian   on   the  
Student   Registra�on   file    in    Family   Zone.  

b. Aurora   School   shall   maintain   a    Student   Medical   Informa�on    binder   in   which   records   of   the  
administra�on   of   medicine   or   other   medical   treatment   shall   be   kept.  

c. Parent/legal   guardian   will   complete   the    Student   Medica�on   Management   Plan    for   every   student  
suffering   from   a   known   medical   condi�on   or   for   each   incident   requiring   medical   interven�on.  
The   completed   form   shall   be   kept   in   the    Student   Medical   Informa�on    binder   in   a   readily  
accessible   loca�on   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  
par�cular   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   informa�on   is   provided   in   accordance   with   the    Freedom   of   Informa�on   and  
Protec�on   of   Privacy   Act.  

 
2.   Administra�on   of   Prescrip�on   Medicine  

a. If   a   request   is   made   to   administer   prescrip�on   medica�on   at   school   to   a   student   who   is   not  
developmentally   able    to   self-administer   the   medica�on   and   medica�on   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   prescrip�on   medica�on   in   the   appropriate   se�ng.  
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  

informa�on   regarding   medica�on   such   as   dosing,   frequency,   route   of   administra�on   and  
side-effects   by   comple�ng   a    Student   Medica�on   Management   Plan .  

iv. The   parent/legal   guardian    shall   be   responsible   for   providing   sufficient   physician  
prescribed   medica�on   in    the   original   container/packaging    that   is   clearly   labeled   and  
non-expired,   

v. If   changes   are   made   to   medica�on   or   administra�on   of   medica�on,   the   parent   shall  
provide   a   physician’s   note   to   the   school   indica�ng   the   changes   and   update   the    Student  
Medica�on   Management   Plan    and   the   student   informa�on   on    Family   Zone  

vi. The   Principal   shall   be   responsible   for   ensuring   that   all   medica�on   kept   at   school   is   stored  
appropriately   and   is   accessible   to   staff   who   are   involved   with   its   administra�on.  
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2. Emergency   Treatment   with   Prescrip�on   Medica�on  
a. In   the   event   that   a   student   has   a   poten�ally   fatal   or   debilita�ng   allergic   reac�on   that   requires  

immediate   emergency   treatment   (e.g.   anaphylaxis)   or   displays   poten�ally   serious   symptoms   of   a  
known   medical   condi�on   (e.g.   epilepsy,   insulin   shock)   for   which   prescrip�on   medica�on   has  
been   provided:  

b. The   Principal   or   a�ending   staff   member   shall   administer   the   treatment   or   the   medica�on   in  
strict   accordance   with   the   physician’s   instruc�ons   or   the    Student   Medical   Management   Plan     or  
in   accordance   with   the   best   available   instruc�ons   at   the   scene.  

c. The   student’s   parents   shall   be   contacted   as   soon   as   possible   and   informed   of   the   situa�on.  
d. A   staff   member   will   call   “911”   to   secure   trained   medical   assistance.  

 
3. Medical   Treatment   for   Other   Illness   or   Accidental   Injury  

a. In   the   event   that   a   student   suffers   an   accident   or   becomes   otherwise   ill   while   a�ending   school:  
i. The   a�ending   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  

situa�on.  
iii. A   staff   member   shall   supervise   the   student   un�l   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   a�ending   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   legisla�on).   
BP   6101   Administering   Medica�on   to   Students   -   Alberta   Health   Services:    Guidelines  
The   School   Act  
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SUPPORTING   FORMS   AND   DOCUMENTS   USED   BY   SCHOOL   ADMINISTRATION  

 
Request   for   medica�on   to   be   given   at   school   (Aurora   Elementary)  
 
Date:  
To:    Parent   or   Guardian  
RE:    Request   for   Medica�on   to   be   given   at   School  
 
Each   student   should   have   their   own    Student   Medica�on   Management   Plan   (Form   A,   B   &   C)     to   ensure  
safe   medica�on   management   at   school.    This   plan   will   be   developed   in   a   mee�ng   with   the   school  
principal   and   parent/guardian.  
 
Before   this   mee�ng,   please:  
 
1. Consult   with   your   child’s   physician   and/or   pharmacist   to   determine   if   medica�on(s)   can   be   managed  

outside   of   school   facility   hours.    If   this   is   not   possible,   a   mee�ng   to   develop   a   Student   Medica�on  
Management   Plan   must   be   arranged   with   the   school   principal.   

2. Ask   the   pharmacist   for   detailed   informa�on   regarding   medica�on   such   as   dosing,   frequency,  
possible   side   effects   and   method   of   administra�on.  

3. Complete   the   parent   sec�on   of   the    Student   Medica�on   Management   Plan     Form   B    (SMMP).    Use   the  
pharmacy   label   on   your   child’   medica�on   and   the   pharmacy   informa�on   sheet.  

4. Complete   and   sign   the    Student   Medica�on   Management   Parent   Consent     Form   A .  
5. Return   the   completed   forms   to   the   Principal   and   arrange   a   �me   to   meet   about   the   SMMP   with   the  

principal.  
6. Enter   the   medical   condi�on   and   medica�on   requirement   on   the   student   file   in   Family   Zone   and  

con�nue   to   update   informa�on   as   medical   needs   change.    Also,   provide   a   physician’s   note   to   the  
principal   detailing   any   changes   to   medica�on,   dosing   and   administra�on   of   medica�on.  

  
 
 
__________________________________   
School   Principal  
 
 
 
 
Student   Medica�on   Management   Parent/Guardian   Consent   Form   A  

Administra�on   of   Medica�on  
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Student   Medica�on   Management  
Parent/Guardian   Consent  

 
Student’s   Name:   ___________________________________  
                                                          (Last/First)  
 
Date   of   Birth:   _________________________   
                                    (Day/Month/Year)   

PLEASE   PRINT   CLEARLY  
Parent/Guardian   Name :   _____________________________  
Phone   (home)   ________________   (work)   _______________  
Mobile   Ph:   __________________________  

Parent/Guardian   Name:   _____________________________  
Phone   (home)   ________________   (work)   _______________  
Mobile   Ph:   __________________________  

 
Emergency   Contact   Name :   ____________________________  
Phone   (home):   _________________   (work):   ______________  
Mobile   Ph:   __________________________  
 

 

  

 
The   informa�on   you   provide   will   be   kept   confiden�al.    All   informa�on   provided   will   be   protected   and   used   in   compliance   with   the  
Freedom   of   Informa�on   and   Protec�on   of   Privacy   (FOP)   Act   and   the   Health   Informa�on   Act   (HIA),   as   applicable  
 
 
 
 
I   request   that   school   facility   staff   administer/monitor   my   child’s   medica�on   as   outlined   in   the    Student   Medica�on  
Management   Plan    for   my   child.  
 
I   will   give   the   school   the   physician   prescribed   medica�on   in   its    original   container     with   the   current    pharmacy   label  
a�ached.  
 
The   medica�on   dose   schedule   has   been   planned   such   that   a   minimum   number   of   doses   will   be   given   at   school.  
 
Medica�on   and   refills   will   be   supplied   to   the   school   when   necessary   
 
Signature   of   Parent/Guardian   _______________________________    Date:    _______________________  
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 Student   Medica�on   Management  
Plan   Form   B  

This   plan   is   intended   for   physician   prescribed   medica�ons  
only  

 
Student’s   Name:   ___________________________________  
                                                          (Last/First)  
 
Date   of   Birth:   _________________________   
                                    (Day/Month/Year)   

 
PLEASE   PRINT   CLEARLY.    DO   NOT   USE   ABBREVIATIONS.    UPDATE   ANNUALLY.  

 
 

Medica�on   #1  
◻     Administer  
◻     Monitor  

Medica�on   #2  
◻     Administer  
◻     Monitor  

Medica�on   #3  
◻     Administer  
◻     Monitor  

Medica�on   #4  
◻     Administer  
◻     Monitor  

 Received   medica�on   in   original  
container  ◻     Yes       ◻      No  ◻     Yes       ◻      No  ◻     Yes       ◻      No  ◻     Yes       ◻      No  

C 
O 
M 
P 
L 
E 
T 
E 
D  
B 
Y  
P 
A 
R 
E 
N 
T  

Medica�on   Informa�on   sheets  
provided  ◻     Yes       ◻      No  ◻     Yes       ◻      No  ◻     Yes       ◻      No  ◻     Yes       ◻      No  

Name   of   medica�on      
Therapeu�c   effect(s)   of   medica�on      
Possible   side   effect(s)   of   medica�on      
Plan   of   ac�on   for   possible   side  
effect(s)      

Medica�on   Dose      
Route   of   administra�on   (e.g.   by  
mouth)      

Time(s)   medica�on   to   be   given   at  
school   facility      

Start   date   of   medica�on      

Finish   or   review   date   of   medica�on      

C 
O 
M 
P 
L 
E 
T 
E 
D  
D 
U 
R 
I 
N 
G  
M 
E 
E 
T 
I 
N 
G  

Medica�on   loca�on   for  
administra�on/monitoring      

Name   of   staff   person   to  
administer/monitor   medica�on      

Name   of   alterna�ve   staff   to  
administer/monitor   medica�on      

Special   instruc�ons  
(Please   a�ach   pharmacy  
informa�on   sheet)  

    

 
Parent   Name:   __________________________  Signature:   ________________________________  Date:   _____________________  
Staff:     ________________________________  Signature:   ________________________________  Date:   _____________________  
Other:     _______________________________  Signature:   ________________________________  Date:   _____________________  
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Student   Medica�on   Management   Record   Form   C  
 

 
Student   Medica�on   Management  

Record  
 

 
Student’s   Name:   ___________________________________  
                                                          (Last/First)  
 
Date   of   Birth:   _______________________   
                                   (Day/Month/Year)   

  
 Date:    Month   ____________________________     Year   ________________  

Medica�on  Dose  Time                      
                       
                       
                       
                       
                       
                       
                       
                       
                       
                       

 

Date  Comments   Ini�als  

     
     
     
     
     
 

 Administered/monitored   by:    

Print   Name:  
_________________________________  

Signature:  
______________________________________  

Ini�als:  
__________  

Print   Name:  
________________________________  

Signature:  
______________________________________  

Ini�als:  
__________  

Print   Name:  
________________________________  

Signature:  
______________________________________  

Ini�als:  
__________  
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Background/Purpose:   
To   ensure   students   who   have   serious   life   threatening   allergies   have   access   to   con�nued   educa�on   and  
support.   
 
 
Policy   Statement:   
The   administra�on   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   educa�on.    Aurora   School   acknowledges   that   the   determina�on   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  
situa�on.  
 
 
Guidelines:   
Staff   will   act   in   accordance   with   the   direc�ons   set   out   in   Administra�ve   Policy   and   corresponding  
Administra�ve   Regula�on   6102   Anaphylaxis/Life   Threatening   Allergies.  
 
 
Accountability :  
This   policy   will   be   reviewed   on   a   five   year   basis   or   sooner   as   needed   by   the   Superintendent   in  
consulta�on   with   school-based   administra�on.  
 
 
References:   
Province   of   Alberta,   Protec�on   of   Students   with   Life-Threatening   Allergies   Act,   Statues   of   Alberta,   2019  
Chapter   P-30.6  
AR   6102   -   Anaphylaxis/Life   Threatening   Allergies  
 
 
 

Page    1    of    1  
 



Aurora   Academic   Charter   School   Administra�ve   Regula�on  
Category:     F.   Student   Policies  

Code:     AR   6102                                                             Policy   Name:    Anaphylaxis/Life   Threatening   Allergies  
Issue   Date  May   20,   2020  
Revision   Date   
Review   Year  2025  

 
Objec�ve:    
To   support   implementa�on   of   Board   Policy   on   the   administra�on   of   allergy   medica�on   to   students.   
 
Responsibility:     
Employee  
 
Regula�on :    
1. Informa�on   Required  

a. Any   student   suffering   from   a   known   medical   condi�on,   regardless   of   whether   medica�on   is  
prescribed   shall   have   that   condi�on   iden�fied   and   updated   by   the   parent/legal   guardian   on   the  
Student   Registra�on   file    in    Family   Zone.  

b. Aurora   School   shall   maintain   a    Student   Medical   Informa�on    binder   in   which   will   contain   Form   A,  
Form   B   and   Medical   Informa�on   obtained   from   Family   Zone   for   each   student.  

c. Parent/legal   guardian   will   complete   the    Student   Medica�on   Management   Plan    for   every   student  
suffering   from   a   known   allergy.    The   completed   form   shall   be   kept   in   the    Student   Medical  
Informa�on    binder   in   a   readily   accessible   loca�on   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   subs�tute   teachers,  
volunteers,   bus   drivers)   having   direct   responsibility   for   each   par�cular   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   ea�ng   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   recogni�on   of   a   severe   allergic   reac�on   and   the   use   of  
injectors.  

h. The   above   informa�on   is   provided   in   accordance   with   the    Freedom   of   Informa�on   and  
Protec�on   of   Privacy   Act.  

 
2. Allergic   Reac�ons  

a. In   the   event   that   a   student   has   a   poten�ally   fatal   or   debilita�ng   allergic   reac�on   that   requires  
immediate   administra�on   of   medica�on   or   emergency   procedures   (to   prevent   death   or   health  
complica�on),   the   rights   and   limita�ons   inherent   in   the    Protec�on   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   Informa�on    form.  
ii. The   Principal   will   brief   the   staff   of   the   nature   of   the   allergy   and   the   symptoms   based   on  

the   informa�on   provided   by   the   parents.  
iii.   Epi-Pen   medica�on   provided   by   the   parent/legal   guardian   shall   be   clearly   labeled   with  

student’s   name   and   stored   in   an   accessible   loca�on   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. In   the   event   that   a   student   suffers   an   allergy   related   medical   emergency:  
i. The   a�ending   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   un�l   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  

situa�on.  
v. The   a�ending   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,   Protec�on   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   medica�on   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   Medica�on   Management   Plan   (Form   A   &   B   and   Medical  
Informa�on   retrieved   from   Family   Zone)     to   ensure   safe   medica�on   management   at   school.    This   plan  
will   be   developed   in   a   mee�ng   with   the   school   principal   and   parent/guardian.  
 
Before   this   mee�ng,   please:  
 
1. Consult   with   your   child’s   physician   to   fill   out   the   required    Anaphylaxis   Emergency   Plan   Form   B  
2. Complete   and   sign   the    Student   Medica�on   Management   Parent   Consent,   Form   A  
3. Return   the   completed   forms   to   the   Principal   and   arrange   a   �me   to   meet   about   the   SMMP   with   the  

principal.  
4. Enter   the   medical   condi�on   and   medica�on   requirement   on   the   student   file   in   Family   Zone   and  

con�nue   to   update   informa�on   as   medical   needs   change.    Also,   provide   a   physician’s   note   to   the  
principal   detailing   any   changes   to   medica�on,   dosing   and   administra�on   of   medica�on.  

  
 
 
__________________________________   
School   Principal  
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Student   Medica�on   Management  
Parent/Guardian   Consent   
 
Administra�on   of   Medica�on  

 
Student’s   Name:   ___________________________________  
                                                          (Last/First)  
 
Date   of   Birth:   _________________________   
                                    (Day/Month/Year)   

PLEASE   PRINT   CLEARLY  
Parent/Guardian   Name :   _____________________________  
Phone   (home)   ________________   (work)   _______________  
Mobile   Ph:   __________________________  

Parent/Guardian   Name:   _____________________________  
Phone   (home)   ________________   (work)   _______________  
Mobile   Ph:   __________________________  

 
Emergency   Contact   Name :   ____________________________  
Phone   (home):   _________________   (work):   ______________  
Mobile   Ph:   __________________________  
 

 

  

 
The   informa�on   you   provide   will   be   kept   confiden�al.    All   informa�on   provided   will   be   protected   and   used   in   compliance   with   the  
Freedom   of   Informa�on   and   Protec�on   of   Privacy   (FOP)   Act   and   the   Health   Informa�on   Act   (HIA),   as   applicable  
 
 
 
 
I   request   that   school   facility   staff   administer/monitor   my   child’s   medica�on   as   outlined   in   the    Anaphylaxis  
Emergency   Plan    for   my   child.  
 
I   will   give   the   school   the   physician   prescribed   medica�on   in   its    original   container     with   the   current    pharmacy   label  
a�ached.  
 
Medica�on   and   refills   will   be   supplied   to   the   school   when   necessary   
 
Signature   of   Parent/Guardian   _______________________________    Date:    _______________________  
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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:  

1. ensure accurate, fair, and equitable student evaluation;  
2. specify students’ right of appeal and appeal procedures;  
3. specify the roles of students and teachers in evaluations;  
4. require the use of evaluation information to improve the quality of educational programs;  
5. 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.  
 
  
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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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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Objec�ve:     
To   support   implementa�on   of   Board   Policy   on   the   extended   absence   of   students.   As   a   public   charter   
school   of   choice   and   consistent   with   the   Educa�on   Act,   our   expecta�on   is   that   students   are   present   in   
class   on   a   regular   basis.   

  
Responsibility:       
School   Principals.   

  
Regula�on:   
Aurora   School’s   expecta�ons   for   student   a�endance   are   those   found   in   Sec�on   7.(4)   of   the    Educa�on   
Act :     

  
“Notwithstanding   subsec�on   (1),   a   student   is   excused   from   a�ending   school   on   a   day   on   which   the   
school   is   open   if     
(a) the   student   is   unable   to   a�end   by   reason   of   sickness   or   other   unavoidable   cause,   
(b) the   day   is   recognized   as   a   religious   holiday   by   the   religious   denomina�on   to   which   the   student   

belongs,     
(c) the   Principal   of   the   school   has   suspended   the   student   from   school   and   the   suspension   is   s�ll   in   

effect,     
(d) the   student   has   been   expelled   from   a   school   and   has   not   yet   been   enrolled   in   another   educa�on   

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   a�end   school,   and     
ii. excuses   the   student   from   a�ending   school   for   a   prescribed   period   of   �me.”     

  
Guidelines:   
1. If   an   extended   absence   of   more   than   four   consecu�ve   school   days   (outside   of   the   scope   of    The   

Educa�on   Act )   occurs:     
a. Parents   will   be   sent   a   le�er   from   the   Principal   that   outlines   the   school’s   concerns   and   the   

possible   academic   risks   involved.     
b. For   reasons   other   than   those   approved   by   the    Educa�on   Act ,   the   Principal   may   report   to   the   

school   authority   a�endance   officer   for   further   inves�ga�on.    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,   ci�zenship   
award,   most   improved   award,   or   diligence   award   for   that   term.    The   student   will   be   eligible   for   
the   honor   roll.     

d.     It   is   the   responsibility   of   the   students   before   the   absence,   when   possible,   to   discuss   with   their     
  respec�ve   teachers   regarding   missed   tests,   unit   exams,   projects,   and   assignments.   

i.    It   is   at   the   discre�on   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   par�al   work   completed   
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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   a   student   has   missed   too   many   curricular   outcomes   to   assess   their   progress,   they   will   

receive   an   NA   on   the   report   card   with   a   descrip�on   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.   It   is   the   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   a�en�on   and   �me   in   class   and   study,   but   not   to   
the   detriment   of   other   students.    Material   will   not   be   re-taught.     

    
2.          Missed   Final   Exams   

Philosophy:       The    Educa�on   Act ,   the   Aurora   School   Board   Policy   6170,   and   the   Administra�ve   
Regula�on   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   
s�ll   within   the   mandated   provincial   wri�ng   period.      

b.          For   all   PATs   and   non-PAT   final   exam(s)   that   are   not   wri�en   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   descrip�on   will   be   
given   in   the   report   card   to   outline   the   reason   for   the   N/A.   

  
3.   To   support   student   success,   promo�on   to   the   next   grade   is   dependent   on   students’   knowledge   of   

the   curricular   outcomes   for   the   year.   
  

References:       
The   Educa�on   Act,   Sec�on   7   
BP   6170   Extended   Absences     
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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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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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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. Provide students, staff and parents with a copy and electronic access to the publicly posted Student 

Code of Conduct.  
2. 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.    

3. 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.   

4. Support the Bullying Awareness and Prevention Week, the third (3rd) week of November.  
5. Provide a designated restroom or changing area for any student who expresses a need or desire for 

increased privacy.    
6. 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.   

7. 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. 

8. 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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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. All records 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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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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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 
 GMail 
 Google Slides 

 Google Docs 
 Google Sheets 
 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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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 

 Will 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. 

 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. 

 Will not disguise or conceal my identity. 

 It is 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 

 Will follow federal copyright laws and fair use guidelines. 

 Will respect information owned by Aurora Academic Charter School. 

  
Respect and Protect Aurora School Property and Equipment 

 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. In the 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 
● 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 I understand and comply with legislative 

requirements/enforcements regarding use of technology. 
 
Respect and Protect Others 
● Will take due care when sending, receiving, entering and updating sensitive school/student 

information. 
● Will be sure to protect  school technology and data.  
 
Respect and Protect Intellectual Property 
● Will follow federal copyright laws and fair use guidelines. 
● Will respect and protect information owned by Aurora School Ltd. 
  
Respect and Protect Aurora School Property and Equipment 
● 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. 
  
I, __________________________________,​ ​have read, understand, and agree to the above 
conditions. 
 
Staff Signature: _________________________________________ Date: _____________________ 
 
 
Supervisor Declaration 
 
I have carefully reviewed this document with ​_________________​ and agree to the above conditions. 
 
Print Supervisor Name: __________________________________________________ 
 
Signature: ________________________________________________ Date: _____________________  

Page ​2​ of ​5 



Aurora Academic Charter School Administrative Regulation 
Category:   ​G. Curriculum and Instruction  

Code:  AR 7040.1                                                              ​Policy Name:  ​Staff Technology Policy 
Issue Date August 10, 2020 

Revision Date  

Review Year 2023 

 

 

APPENDIX B 

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: 
● The role requires the employee be physically present (e.g. custodian, admin assistant, 

administrator); 
● The role requires the employee to access information or systems that are not available in the home 

environment; 
● 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: 
● 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. 

● Continue to follow all Division policies and administrative procedures. 
● 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. 

● 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 
o professional dress 
o ensure appropriate computer screen and live video backgrounds & close all web windows 

except ones being used for Lesson 
 
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: 
o Never open attachments or links in emails that are suspicious. 
o Beware of any email asking for urgent action. If it's that urgent, they will contact you again. 
o Do not reply to the email if unsure. 
o Check to whom the email is addressed. Remember, phishing emails are rarely specific. 
o Watch for spelling and grammatical mistakes. Often, these can be a tell-tale sign of phishing. 
o 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.  
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● It is 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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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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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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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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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 (ad​ults).   

  
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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