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Introduction

Since 2008, the Parents’ Committee of the New Frontiers School Board has
provided its schools with a manual to assist the Governing Boards in the
exercise of their functions. The manual attempts to provide an understanding
of the essential but changing role that Governing Boards play in direct
support of schools and centres, and in the integration of local values and
priorities into the Board’s practices for the delivery of educational and
community services.

Since the roles of Governing Boards cover a wide variety of topics, related to
educational and financial matters, their operations and responsibilities are
impacted by provincial legislation on topics from the Education Act and Basic
School Regulation to Anti-Bullying legislation, the Accounting Reform, and the
Consumer Protection Act. This manual cannot cover all topics in detail, and so
attempts to be as practical as possible, and to allow updating with additional
information as may, from time to time, be suggested by you as its users.

The annexes begin with a timeline for specific activities and responsibilities of
Governing Boards over the course of the year. Where possible, key concepts
are cross-referenced to annexes or pages, or to NFSB policies that should
provide greater depth and clarity.

The Manual is intended as a resource for administrators and for all Governing
Board members. It will be made available electronically at www.nfsb.qc.ca.
We hope that you will find it to be a useful guide as you begin the school year.
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Section 1

Functions, Powers, Composition
Youth & Adult Sector Governing Boards

CONTENTS

What is a Governing Board
Composition

Terms of Office

Vacancies

Functions & Powers

Consultation by the School Board
Commonly used terms
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What is a Governing Board?

A Governing Board is a representative body established in each school and centre according to the
Education Act.

In the youth sector it is composed of parents, teachers, representatives of both the non-teaching
professionals and support staff, day care (elementary), students (cycle Il high school), and
community representatives who work in partnership to ensure that all students receive the best
possible learning opportunities.

In the adult and professional education sector it is composed of students, teachers, support staff,
community partners and business partners, as well as parents to represent the students on the

vocational programs Governing Board.

The school principal/centre director attends Governing Board meetings but is not a member and is
not entitled to vote.

Composition of the Governing Board

Youth Sector (Ed Act, Sections 42-46) Adult Sector (Ed Act, Section 102)

e Parents: at least 4 who are not members of the | ¢ Students attending the centre elected by
school staff. their peers;

e School staff: at least 4 including at least 2 teachers | ¢  School staff: at least 4 including at least 2
and if the groups concerned so decide, at least one teachers, at least 1 non-teaching
non-teaching professional and at least one support professional and at least 1 support staff
staff member, elected by their peers. member, elected by their peers;

e Day Care: 1 member of the day care staff. e In the case of a vocational training centre,

e Students: 2, cycle Il secondary'. at least 2 parents of students attending the

e Two community representatives who are not centre who are not members of the centre,
members of the school staff appointed by the elected by their peers
Governing Board (No vote). e At least 2 representatives from socio-

e The principal takes part in the meeting, but does not economic and community groups;
vote e At least 2 representatives from businesses

in the region;
e The centre director takes part in the
meeting, but does not vote.

The maximum number of members on a Governing Board is 20. The school board determines the number
of representatives from each group on the Governing Board after consulting with them.

The total number of seats available for staff
representatives must not exceed the total
number of seats for representatives of other
groups.

The total number of seats available for staff
representatives (school staff and day care staff) must be
equal to the number of seats for parents.
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When there are fewer than 60 students
enrolled in a centre, the school board may vary
the composition after consultation with the
parents and centre staff. The rule of equality in
the number of seats for parents and staff must
still be respected.

When there are fewer than 60 students enrolled in a
school, the school board may vary the composition after
consultation with the parents and school staff. The rule of
equality in the number of seats for parents and staff must
still be respected.

A commissioner cannot be a member of a Governing Board but may take part in meetings, if
authorized to do so by the Governing Board. They cannot vote.

Community Representatives
At its first meeting, the Governing Board must consider the appointment of two community
representatives. "Community" is defined as pertaining to the school/centre and the
school/centre's interests. Having community representatives on a Governing Board allows for a
closer connection to and a sense of affiliation with individuals and organizations that have an
interest and/or are linked to the school.

A community representative could be from any local organization that has common interests or
objectives, e.g., the CLSC, a local library, the municipality, or could be from a local business. The
community representative could also be an individual who maintains community links and has an
interest in the school/centre. They could, for instance, be a former or future parent of a student at
the school.

Term of Office
All members of the Governing Board remain in office until they are re-elected, re-appointed or replaced.

Adult Sector
All members are elected for two years.

Youth Sector

Parents are elected for two years, except for the first year
a Governing Board is established when half the parents
elected serve for one year. Other members are elected
for one year.

Vacancies
Adult Sector (s. 55)

Youth Sector (s. 55)

If a parent representative leaves the Governing Board
before completing his or her mandate, the other parent
representatives on the Governing Board appoint a parent
to fill the vacancy and complete the mandate.

It is recommended that the departing parent
representative notify the Governing Board Chair in writing.

A parent representative whose child no longer attends
the school may remain a member of the Governing Board
until the next general assembly held in September. If the
parent representative has not completed the second year
of his or her mandate, the position is open for election for
a one-year term.

A vacancy of any other member of the Governing Board is
filled for the rest of the term according to the procedure
for the appointment of the member.

A vacancy resulting from the departure or
disqualification of any other member of the
Governing Board is filled, for the unexpired
portion of the term, according to the mode of
appointment prescribed for the member to be
replaced.

' Students have had the right to vote since December 18, 2001 (Bill 35)
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What are the Powers and Functions of the Governing Board?

The Governing Board exists to govern the school/centre, and not to administer the daily operation
thereof. The latter is the responsibility of the principal/centre director. The powers and functions
of the Governing Board impart responsibilities and decisional authority in general matters of
school/centre governance as well as matters such as educational services, community services and
physical and financial resources. The powers and functions of the Governing Board are outlined in
the Education Act. The following outlines key responsibilities and identifies the related sections in
the Education Act.

Youth Sector...

Adult Sector...

1.

10.

1.

12.

analyzes the school’s situation and, based on the
analysis and the school board’s strategic plan,
adopts the educational project and oversees its
implementation and periodic evaluation (s. 74)
approves the school’s management and
educational success agreement(MESA), rules of
conduct and safety measures (s. 75,75.1, 76, and
209.2)

advises the school board on certain matters (s.
78 and 79)

may pool goods and services or activities with
other schools (s. 80)

Prepares and adopts an annual activity report
and transmits a copy to the school board (s. 82)
Informs the community of the services provided
by the school, makes public the educational
project and the management and educational
success agreement of the school, and distributes
to parents and staff a document explaining the
educational project and reporting on the
evaluation of the implementation of the
management and educational success
agreement (s. 83)

approves the approach for implementing the
basic school regulation (s. 84);

approves the approach for enriching and
adapting Ministry programs and the
development of local programs (s. 85);
approves the time allocation for each subject
and ensures that the compulsory objectives of
the programs of studies will be achieved and
that the rules governed by the certification of
studies are complied with (s. 86);

approves the schedule of educational activities
which changes the students' regular schedule (s.
87);

approves the approach to implementing student
and special education services (s. 88);

is consulted on the textbooks and instructional
materials required for teaching programs (s.

96.15.3);

1.

1.

12.

13.

14.

analyzes the centre’s situation, including the
characteristics and expectations of the
community served by the centre based on the
analysis and the school board’s strategic plan
determines and oversees the implementation of
and periodically evaluates the centre’s specific
policies and objectives for improving student
success.

may also determine actions to promote those
policies and integrate them into the life of the
centre (s.109)

approves the centre’s success plan and any
updates (s.109.1)

establishes the principles for determining the
costs of documents in which students write,
draw or cut out and approves a list of materials
(ss. 110.3.2, 77.1) vocational centres

advises the school board on certain matters (s.
110)

approves the centre director’s approach for the
implementation of the basic school regulations
(s.110.2 (1))

approves the implementation of the programs of
studies (s. 110.2.2)

approves the implementation of the programs
relating to student services and popular
education (s. 110.2.3)

approves the centre’s operating rules (s. 110.2.4
may organize social, cultural or sports services
on the premises (s.110.3)

informs the community served by the centre of
the services provided by the centre and reports
on the level of quality of these services (s.110.3.1)
makes public the policies, objectives and success
plan of the centre and reports on the evaluation
of the implementation of the success plan (s.
110.3.1)

may pool goods and services or activities with
other schools (ss. 110.4 and 80)

prepares and adopts an annual activity report
and transmits a copy to the school board (ss.
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13. may organize educational services (outside 110.4 and 82)
teaching periods), social, cultural or sports 15. approves the use of the premises and the
activities (s. 90); organization of cultural, social, sports, scientific

14. may, in the name of the school board, contract or community services (ss. 110.4 and 93)
with persons or organizations for goods and 16. may solicit and receive contributions from and
services (s. 91); person or organization wishing to fund the

15. may require a financial contribution from users centre (ss. 110.4 and 94)
of these goods and services (s. 91). 17. adopts the centre’s annual budget and forwards

16. approves the use of school premises and enters to the school board for approval (ss. 110.4 and
into agreements regarding their use (s. 93) 95)

17. may, in the name of the school board, solicitand | 18. is consulted by the centre director regarding the
receive voluntary contributions from persons or centre’s needs for goods, services and
organizations to support school activities (s. 94) repair/improvement of the premises (s. 110.13

18. adopts the school's annual operating budget and and 96.22)
submits it to the school board for approval (s.

95). see section 5 for a description of the
school’s annual budget.

19. establishes the principles for determining the
costs of documents for students use in which
they write, draw or cut out, and approves the
lists of non-instructional materials such as
pencils, paper, etc. (s. 77.1and 7)

20. is consulted by the principal regarding the
school's needs for goods, services and
repairfimprovement of the premises (s. 96.22).

Consultation by the School Board

Education Act, Sections 78-79 (youth) & Section 101.1 (adult)
In addition to the functions and powers outlined on the previous pages, the school board is
required to consult the Governing Board on two items (section 79), namely:

e The amendment or revocation of the deed of establishment (Annex Q) of the school, i.e.,
school closure, change of program, change of building, etc. (The deed of establishment,
prepared by the School Board, includes the name and address of the school and the level(s) of
instruction.)

e The selection criteria for the appointment of the principal (Annex M). (The Governing Board
members are not involved in the appointment but must have the opportunity to submit a
description of the characteristics, qualities and experience that they judge to be essential in an
administrator for their school.)

The Governing Board also advises the school board on certain matters, namely:

e Any matter the school board is required to submit to it;

e Any matter that may facilitate the operation of the school;

e Any matter that may improve the organization of services provided by the school board.
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Definitions of Commonly Used Governing Board Terms

Develop a proposal and modify it—add to or remove elements from
a proposal submitted by the principal.

Adopt E.g. Section 74 - The Governing Board adopts the school's educational
project (Annex R); when the Governing Board adopts, it can also
change, add and/or remove elements of a proposal.

Accept or reject a proposal without the possibility of making
changes (the power to say yes or no).

E.g. Sections 86 and 89 — The teachers work together with the principal
in the development of a proposal to determine the time allotted for
each school subject (Annex S). The Governing Board approves or rejects
the proposal. If rejected, a new proposal must be requested.

Approve

Provide an opinion on a matter with the possibility of influencing the
final decision.

E.g. Section 79 - The Governing Board must be consulted on the
revocation or amendment to the school’s deed of establishment.

Be consulted

The Chair has a casting, or deciding vote when the vote is evenly
Casting vote divided. The Chair is free to vote for or against the motion regardless
of the way he or she voted previously.

Express one's ideas on a certain topic.

Give one's E.g. Section 192-2° - The parents' committee gives its opinion on any
opinion matter conducive to the most efficient operation possible of the school
board.

Become involved in a conversation, activity or work group.
Participate E.g. Section 89 — The proposals are developed with the participation of
the school members.

Submit an idea in view of participating in its consideration.

E.g. Section 84 - The principal proposes the approach for the
implementation of the basic school regulation, which he has developed
with the school staff, to the Governing Board (section 89).

Propose

The minimum number of voting members that need to be present to
be able to vote on any resolution at the meeting. Normally it is 50%
plus one of the members. In the case of Governing Boards, quorum is
Quorum 50% +1 of all members and at least 50% of the parent members.

E.g. Section 61- A majority of the members of the Governing Board who
are in office, including at least half of the parents' representatives, is a
quorum of the Governing Board.

Continue at a later date. An item on the agenda can be postponed for

Table ) .
different reasons and addressed at another time.
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Section 2

Establishing the Governing Board

CONTENTS

e Election of the Governing Board Representatives
e Election Meeting Guidelines
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Establishing the Governing Board

e Election of Parent Representatives, Sections 47 and 102

e Election of Teachers, Professional Staff, Support Staff and Daycare Staff, Sections 48 - 50, 102
e Community Representatives, Sections 42, 102

e Appointment of Student Representatives, Sections 51, 102

WHEN are the elections for parents held? During the month of September each year.

WHO calls the meeting? The Chair of the Governing Board or, if there is none, the principal or
centre director.

WHO is invited? Parents of students attending the school.
HOW are parents notified? In writing, at least four days before the meeting is to be held.

WHAT must be done during the meeting?

e The parents present must elect their representatives to the Governing Board.

e From among the parent representatives elected to the Governing Board, the general assembly
elects a delegate to the Central Parents' Committee and may also designate a substitute
delegate.

e The general assembly decides whether or not to establish a parent participation organization.

Election of the Parent Representatives (s. 47 and 102)

In the youth sector, during the period beginning on the first day of the school year and ending on
the last day of September each year, an Annual General Assembly of parents is held at each school.
It is during this meeting that parent elections are held.

In the case of vocational centres, at least 2 parents of students attending the centre, who are not
members of the staff of the centre, are elected by their peers according to the procedure
determined by the centre director.

The Chair of the Governing Board from the previous year or, if there is none, the principal or centre
director is responsible for calling the meeting and giving at least four days written notice to
students / parents of its time and date. Practically, however, this notification should have gone out
during the first week of school, along with a call for nominations to fill the open parent positions on
the Governing Board.

All parents and legal guardians of students attending the school are invited to attend.

During the meeting the parents present must elect their representatives to the Governing Board.
The onus is on the parents to fill all positions that are up for election. If all the positions are not
filled, the Governing Board cannot operate and all its functions and powers are turned over to the
principal.
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The term of office for parents is two years, with half of the parent seats up for election each year.
The general assembly of parents elects representatives to a two-year term only, except in the
situation of a new school, where half the parent representatives are elected for one year and half
for two years.

Section 55 of the Education Act stipulates that a parent representative whose child no longer
attends the school, may remain a member of the Governing Board until the next general assembly.
A vacancy resulting from the departure of a parent representative is filled for the unexpired portion
of the representative’s term by a parent designated by the other parents’ representatives on the
Governing Board.

Other things must happen at the Annual General Assembly, not directly related to forming the
Governing Board. They are mentioned here for your convenience. From among the parent members
elected to the Governing Board, the general assembly elects a representative to the Parents’
Committee and also designates a substitute representative. The general assembly also decides
whether or not to establish a Parent Participation Organization (Annex D).

The Election of Teachers, Professional Staff,

Support Staff and Daycare Staff (s.48 - 50, 102)

During the month of September, the staff of each of these groups of the school (if any) will hold a
meeting to elect their representative(s) according to the procedure set out in their collective
agreement.

If the staff fails to elect all the positions to the Governing Board, they must be elected according to
a procedure established by the principal/centre director after consulting with the affected groups.

If the number of representatives from any of these groups is less than required, the Governing
Board can still be formed if the required number of parent representatives is elected.

The term of office for teachers, professional staff, support staff and daycare staff is one year.

The Governing Board can operate without filling all the staff positions.

Appointment of Community Representatives (s. 42, 102)

In the youth sector, two community representatives who are not members of the school staff are
appointed by the voting members of the Governing Board. This would be done at the first or second
meeting of the school year.

For adult and vocational centres, two persons are appointed by the school board after consulting
with the socio-economic and community groups in the territory principally served by the centre.

The term of office for community representatives is one year.

The Governing Board can operate without filling the community representative positions.

When appointing the community representatives, members should keep in mind that these
positions should be filled by individuals from community or business organizations that are open to

discussing issues with the education sector and can help the Governing Board create ties that will
assist it in fulfilling the objectives of its educational project (Annex P).
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Appointment of Student Representatives (s. 51, 102)

In the high schools, during the month of September, the students’ committee or the association
representing the students, if any, shall appoint two student representatives to the Governing
Board.

If the students fail to appoint representatives to the Governing Board, the principal may preside
over the election of students’ representatives in accordance with the rules established by the

principal after consulting with the students enrolled at the secondary school.

In adult and vocational centres, the students are elected according to the procedure determined by
the centre director after consulting with the students.

The term of office for student representatives is one year.

The Governing Board can operate without filling all the student positions.
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Election Meeting Guidelines

1)

3)

Notice of the Meeting
The notice should include a brief description of the role and functions of the Governing Board
and the parent participation organization.

Including a tear-off portion for parents to return to the school so they may declare their interest
in being a member of the Governing Board may help simplify the process in the event that there
are more candidates than seats.

A list of candidates (See Annex B) can be prepared ahead of time from the returned tear-offs
with spaces provided for any additional nominations made at the meeting. With the provision of
a column beside the names, this list can then be used as a ballot if a vote is needed.

It is also advisable to indicate in the notice that, if there are more candidates than seats, each
candidate will be asked to speak briefly on his/her involvement in school activities and why
he/she wishes to be a member of the Governing Board.

Calling the Meeting to Order

The Chairperson of the Governing Board, (or principal/centre director, if there is no
Chairperson), calls the meeting to order. A brief overview of the responsibilities of the
Governing Board should be presented. The Chairperson may also give a brief report of the
Governing Board's activities during the previous year.

Prior to the election parents should be made aware of the many areas in which the Governing
Board is expected to make decisions and that these decisions must be made in the best
interests of the students.

The commitment expected of Governing Board members and section 71 of the Education Act
referring to the code of conduct should be stressed. The Chair of the Governing Board presides
over the assembly, unless he/she is up for re-election. If so, the general assembly appoints
another person. In most instances, this would be the principal/centre director or a
parent/participant who is not standing for election. A secretary is also needed to record
nominations and the results of the vote.

It is suggested that basic rules of procedure be proposed to the general assembly for adoption.
An example is included in Annex C.

Requests for candidacy by proxy must be submitted in writing to the outgoing Governing Board
Chair or to the principal/centre director. It is up to the general assembly to decide whether or
not to accept candidacy by proxy.

The Election
The composition of the Governing Board has been determined for each school and centre by
the School Board after consultation.

The term of office for parent representatives is two years with half of the parent seats up for
election each year. The election Chairperson advises the assembly of the number of parents to
be elected.
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If a vacancy has been created as a result of the disqualification of a parent representative whose
child no longer attends the school, the election Chairperson also advises the assembly of the
number of parents to be elected to a one-year mandate.

If names have been submitted ahead of time, each parent present receives a copy of the list.
The Chairperson asks for a motion to accept this list into nomination or the general assembly
may choose to nominate each person on the list separately. The Chairperson then asks if there
are additional nominations. Parents may nominate themselves. Seconders are not required
unless the general assembly decides otherwise. If no names have been submitted, the election
Chairperson asks for nominations. Nominations are written for public viewing as received.
When no further nominations are forthcoming, a motion is made to close nominations. If a list
was distributed, those present should add the new names to their copy of the list.

If more than the required number of names is placed in nomination, an election must be held by
secret ballot. If a list has been distributed, it becomes the ballot and each parent checks the
names of the required number of parent representatives for whom he/she wishes to vote.

Prior to the vote, the general assembly may request that the candidates present themselves.

The ballots are collected and counted, preferably by three people not on the ballot (the
principal/centre director, election secretary and one other). The election Chairperson
announces the results by reading the names of those elected but not the number of votes for
each. The principal/centre director should keep the ballots for a month.

The first meeting of the Governing Board will be held at a later date. The principal/centre director
will consult with the parent and staff representatives elected to the Governing Board and set a date
agreeable to all parties. Any established schedule should be ratified at the first meeting of the
Governing Board.

If fewer than the required number of parents are nominated, a Governing Board cannot be
formed and is unable to exercise its roles and responsibilities. These duties and functions must
therefore be assumed by the principal/centre director.

4) Election of the Delegate to the Central Parents’ Committee (CPC)
The parents attending the meeting elect, from among the parent representatives elected to the
Governing Board, a delegate to the Central Parents' Committee. They may also appoint a
substitute to attend and vote at meetings of the Central Parents' Committee when the delegate
is unable to attend. Both the delegate and the substitute must be designated by the general
assembly (Section 47).

The Central Parents' Committees (CPC) generally meets once a month. These meetings provide
an opportunity for the parent delegates to:

e Meet with their Commissioner Representative

e Shareideas and successes

e Discuss common concerns

e Learn about curriculum and other educational matters

e Bringlocal issues to the Central Parents' Committee
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5) Parent Participation Organization (s. 96)

a. A Parent Participation Organization (PPO) provides the opportunity for broader
participation of parents in supporting school life and the school’s educational project
(Annex P). Among other things, the PPO is authorized by the Governing Board to
engage in specific fundraising activities (Annex G) for specific purposes. Typically, such
purposes included current year projects and projects to be realized in future years, and
for which the Governing Board establishes a trust through the Board (Administrative
Services).

b. Establishment of a Parent Participation Organization (s. 96)

i. The parents in attendance at the general assembly decide whether or not to
form a Parent Participation Organization, which is composed of parents of
students attending the school.

ii. If the general assembly chooses to form a PPO, it determines the name,
composition and operating rules and elects the members.

A brief description of the Parent Participation Organization is provided as Annex D.
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Section 3

Responsibilities & Roles

CONTENTS

. Responsibilities of the School Board
Role of the Principal/Centre Director

. Responsibilities of Governing Board Members
o Conflict of Interest

o Code of Conduct

. Role of the Chairperson

. Role of the Secretary

. Role of the Treasurer

. Role of the Parents’ Committee Representative

NFSB Governing Board Manual

Page 16



The Responsibilities of the School Board
School boards provide leadership and support to schools and centres and ensure that there is equal
educational opportunity for all students in the system.

The Council of Commissioners is the governing body of the school board and is composed of
elected school commissioners and two parent commissioners. Parent Commissioners are elected
annually by the parents’ committee, except for the parent Commissioner representing the special
needs who is elected from among the parents of the special needs committee. Parent
Commissioners are not entitled to vote.

1. Composition of the Governing Board
The school board determines the number of parent representatives and staff representatives
after consulting with each group (s.43). At New Frontiers School Board, the practice is for the
Board to provide to the Governing Boards a description of their current structure/composition
(typically in January or February), and to invite Governing Boards to respond with a request to
either confirm or modify it. Such requests for confirmation or modification of Governing Board
composition are normally considered in the spring of each year.

2. Operation
The school board allocates financial resources to the Governing Board. (s. 66)

The school board assumes the defense of any Governing Board member prosecuted for an act
done in the exercise of Governing Board functions. (See section 5.7 of this manual).

3. Functions and Powers
3.1. General

The school board:

e Adopts a strategic plan covering a period of several years and sends a copy to the
Ministry of Education. The strategic plan must be made public (s. 209.1)

e Every year, shall agree with the principal/centre director, within the scope of a
management and educational success agreement, on the measures required to achieve
goals and measurable objectives set out in the partnership agreement between the
school board and the Minister of Education (s. 209.2)

e Adopts a policy concerning the maintenance or closure of schools, in compliance with
Ministerial guidelines, and after consultation with the parents’ committee (s. 212)

e Consults the Governing Boards and the school board committees on those matters on
which they must be consulted and holds the public consultations prescribed in the
Education Act (s.217)

e Ensures lunchtime supervision of students who stay at school (s. 292)

e Consults the Governing Board on the deed of establishment and the selection criteria
for the appointment of the principal /centre director (Annex M) and appoints the school
principal/centre director in accordance with the selection criteria established after
consulting with the Governing Board (s. 96.8, s.110.1)

3.2. Educational Services
The school board is responsible for determining the educational services that will be
provided in each of its schools (s. 209-2 and 236), after consulting with the teachers. (s. 244)

The school board ensures that:
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3.3

e The Basic School Regulation (Régime pédagogique) is implemented (s. 222);

e The programs of study are implemented (s. 222.1) following consultation with the
teachers (s. 244);

e Only the textbooks and instructional material approved by the Minister of Education are
used by the school (s. 230);

e Each school evaluates student achievement and administers the examinations imposed
by the Minister of Education (s. 231 and 244);

e Rules governing the promotion of students from elementary to secondary school and
from secondary cycle 1 to cycle 2 are established, after consulting the parents’
committee (s. 233);

e Schools offer to all students ‘student services for spiritual care and guidance and
community involvement’ (s. 226);

e Aprogram is established for student and special education services as prescribed by the
Basic School Regulation (s. 88).

Each school board must establish a Special Education Advisory Committee (SNAC) on
services for students with special needs (s. 185).

Each school board must, after consultation with the advisory committee on services for
students with special needs, adopt a policy concerning the organization of educational
services for students with special needs (s. 235).

Community Services
The school board may provide cultural, social, sports, scientific or community services (s.
255.2).

3.4. Physical & Financial Resources

The school board establishes a 3-year plan of allocation and destination of its immovables
and draws up deeds of establishment (Annex Q) (s. 211). It allocates funds to its schools
(Section 6 and Annex H) (s. 275) and approves each school's annual budget after the
Governing Board adopts it.

The Governing Board is consulted on the objectives, principles and procedures for the
allocation of resources to school and centres. (s. 193.9)

4. Varia
For the youth sector, the school board:

Establishes criteria for student enrolment after consulting the parents' committee.
Following adoption by the Board, a copy of the enrolment criteria is sent to each Governing
Board at least 15 days before the beginning of the student enrolment period (s. 239).
Establishes the school calendar, after consultation with the parents’ committee and any
local negotiations with teachers (s. 238).

Provides day care for preschool and elementary students at the request of the Governing
Board (s. 256).

Is the employer of all school board and school personnel (s 259)? School board personnel,
including principals, perform their functions under the authority of the director general.
When assigning staff to schools, the school board must take into account the staffing
requirements submitted by the principals and must ensure that all teachers are legally
qualified and that other norms, i.e. collective agreements, are respected.
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May, with the authorization of the Minister of Education, provide transportation for all or part
of its student body (s. 291).

The Responsibilities of the Principal/Centre Director

The principal/centre director is the academic and administrative director of the school/centre and
sees that the decisions of the Governing Board are implemented. In addition, the principal/centre
director is responsible for making a number of decisions upon the proposal of teachers or other
school staff.

Formation of the Governing Board

In schools, the principal calls a general assembly of parents to elect parent representatives to the
Governing Board and the Central Parents' Committee if there is no Governing Board Chairperson. (s.
47)

In adult and vocational centres, the centre director will establish procedures by which students and
parents are elected to the Governing Board.

The staff and, in the case of secondary schools, student groups elect their representatives. Should
the staff and student groups fail to elect members according to the procedures for their
organizations, the principal determines the procedure to elect staff members and students after
consulting each group. (s. 48-51, s. 102)

In schools, if the general assembly fails to elect the required number of parents to the Governing
Board, the principal exercises the functions and powers of the Governing Board. (s. 52)

Operation of the Governing Board
The principal/centre director takes part in meetings but is not entitled to vote (s. 46, s. 105). He/she
presides over the Governing Board until the Chair is elected. (s. 57, s. 108)

If the Governing Board is unable to hold a meeting for lack of quorum, after three consecutive
notices have been sent, the principal/centre director may exercise the functions and powers of the
Governing Board as determined by the school board. (s. 62, s. 108)

The principal/centre director preserves the approved minutes of the Governing Board meetings.
The minutes are recorded or placed in a register and are countersigned by the principal/centre
director and by the person presiding over the meeting. (s. 69, s. 108)

Functions and Powers
As stipulated in section 96.13 and 110.10 of the Education Act, the principal/centre director assists
the Governing Board in the exercise of its functions and powers, and for that purpose,

e Coordinates the analysis of the school’s/ centre’s management and educational success
agreement and the development, implementation and evaluation of the educational
project;

e Every year, shall agree with the school board, within the scope of a management and
educational success agreement, on the measures required to achieve goals and measurable
objectives set out in the partnership agreement between the school board and the Minister.
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e Ensures that proposals with regard to educational services and student services are
prepared and submitted to the Governing Board for approval

e Ensures that Governing Boards are provided with all information necessary to approve
proposals. (s. 96.13, s. 110.10)

e Encourages concerted action between parents, students, staff, community and enterprise
representatives, their participation in the life of the school and their collaboration in
fostering academic success, as appropriate

¢ Informs the Governing Board on the proposals approved by the principal/centre director.

e With the collaboration of the school staff, is responsible for proposing to the Governing
Board the success plan and, for elementary and secondary schools, the rules of conduct and
safety (Annex O) measures for students (s. 75 and 76).

The principal, with the collaboration of the teachers, is responsible for proposing to the Governing
Board the principles for determining the cost of consumable materials and the list of materials to be
charged to parents (s. 77.1).

The principal, with the assistance of the parents, staff concerned and the student, if applicable,
establishes an individualized education plan (IEP) adapted to the needs of students with special
needs and those with a learning disability or a social maladjustment. (s. 96.14)

Upon the request of a parent, a principal may admit a student to an additional year of preschool or
elementary schooling if the child has not met the objectives of preschool or elementary education.
The principal submits a report on the number of students admitted for an additional year of
schooling to the school board. (s. 96.17, 96.18 and 96.19)

Educational Services
The principal is responsible for ensuring that the educational services provided by the school meet
the proper standards of quality.

As stipulated in sections 84, 85, 86, 87, 88 and 89 of the Education Act, the principal, in
collaboration with the teachers and/or other school staff, proposes the following to the Governing
Board for approval:
e The approach for the implementation of the Basic School Regulation (Régime pédagogique)
e The approach for the enrichment or adaptation of the objectives and suggested content of
the programs of study
e The time allocation (Annex S) for each compulsory and elective subject
e The programming of educational activities (Annex R) which entail changes in the students'
regular schedule or which entails taking students off the school premises
e The approach for the implementation of programs of student and special education services

Approval of proposals of the teachers and other school staff (s. 96.15)
The principal approves, on the proposal of the teachers and/or other staff concerned, the following:
e Local programs of study developed to meet the special needs of students;
e (riteria for the introduction of new instructional methods;
e Textbooks and instructional material, after consulting with the Governing Board;
e Standards and procedures for the evaluation of student achievement;
e Rules for the placement of students and their promotion from one cycle to the other at the
elementary level.
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Physical and Financial Resources
The school principal/centre director proposes the use of the premises placed at the disposal of the
school/centre to the Governing Board for its approval. (s. 93)

After consulting with the Governing Board, the principal/centre director informs the school board of
the school's needs for material resources. (s. 96.22, s. 110.13)

The principal is responsible for managing the physical resources of the school/centre and rendering
account of such management to the school board. (s. 96.23)

The principal/centre director prepares the school's/centre’s annual budget and submits it to the
Governing Board for adoption. He/she administers the budget and renders an account of the
budget to the Governing Board. (s. 96.24, s. 110.13)

Varia

After consulting with school staff, the principal is responsible for informing the school board of the
needs of the school/centre in terms of staffing of all classes of personnel. The principal/centre
director must be guided by a variety of considerations, including the educational services to be
offered in the school, the budgetary process and the applicable collective agreements for different
categories of personnel.

The principal/centre director is responsible for managing all school/centre staff and must determine
their duties and responsibilities. In addition, the principal must organize the professional
development activities as agreed to with the staff in accordance with applicable collective
agreements.
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The Responsibilities of the Members of the Governing Board
Members of the Governing Board must be concerned and interested in the school/centre and in
education in general. They must be prepared to work cooperatively as a group and deal with
common issues rather than personal ones. Being a member is not about personal power and
prestige but about being empowered to serve the people within the school community that the
Governing Board represents. Members must be prepared to commit themselves to work as a team
by:

e Regularly attending the meetings

e Arriving on time

e Respecting the code of conduct

e Participating in the discussions

e Being well informed before making decisions

Conflict of Interest

A member of the Governing Board who has a direct or indirect interest in an enterprise that puts
that member in conflict with the interest of the school/centre must disclose the interest in writing
to the principal/centre director. An example of this is a person who has an interest in the food
services supplied to the school. The member must abstain from voting on any matter concerning
the enterprise and avoid influencing the decision. In fact, the member must withdraw from a
meeting while the matter is discussed or voted on. Having a conflict of interest is not prohibited;
not declaring it leads to forfeiture of office (s. 70)

Code of Conduct

The Governing Board has the responsibility to ensure that every decision it makes is in the best
interests of the students. To help achieve this goal, they should develop the guidelines for how they
will conduct themselves in their meetings. These rules will assist in clearly laying out the procedures
for getting proposals raised, discussed, amended, and voted on in meetings directed by a Chairperson.
Rules for orderly and respectful deliberation and efficiently getting through an agenda should be
included. The rules and procedures can be revised by discussing them. A good set of rules gives the
members a shared language and a common understanding of how to communicate thoughtfully and
systematically. The goal for the group as a whole is to manage itself independently.

Section 71 of the Education Act specifically states:

(Referred to in Section 108 for Adult and Vocational Centres)

"The members of the Governing Board must act within the scope of the functions and powers
conferred on them, and exercise the care, prudence and diligence that a reasonable person would
exercise in similar circumstances; they must also act with honesty and loyalty and in the interest of the
school, the students, the parents, the school and the community."

Governing boards should also develop their own guidelines as to how they want members to
conduct themselves. If everyone understands what is expected of them and acts accordingly,
meetings will be more productive and the work of the Governing Board will be more easily
accomplished in an atmosphere of trust and collaboration. Once guidelines are developed, they
should be reviewed each year at the first meeting of the Governing Board.
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Example of Rules of Conduct of a Governing Board
Members of the (School Name) Governing Board will:

e Attend meetings regularly

e Arrive ontime

e Advise the Chairperson in advance if unable to attend

e Raise their hand when they wish to speak

e  Wait for the Chairperson to give permission to speak

e Always address the Chairperson when taking part in the discussion

e Avoid speaking when someone else is speaking

e Stay on the subject or motion being discussed

e Keep their contribution to the discussion short and to the point

e Avoid numerous interventions on the same topic

e Be objective

e Not be silent during the debate and then comment after the meeting
e Respect the right of others to express their opinions

e Listen and speak politely

e React to a point of view, never the person

e Fully understand any proposal or report that is presented before voting
e Once adecision is taken, support that decision

e Be willing to participate in activities of the Governing Board

e Respect all rules of procedure and guidelines for conduct
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Roles

The Chairperson
e Prepares the agenda (Annex E, F, A) with the principal/centre Dlrector;
e (alls the meeting to order;
e Keeps the meeting to the agenda;
e Ensures that internal procedures are respected;
e Ensures that information required for the meeting is available;
e Ensures that a motion is seconded before discussion begins;
e States each motion before it is debated and again before it is voted on, and
e (asts avotein case of a tie.
A good Chairperson
e Iswell prepared for the meeting
e Gives each member a chance to speak
e Tactfully keeps speakers on the subject
e Listens well
Speaks no more than necessary but helps clarify issues and provides information
Is fair and impartial
Is flexible
Makes sure everyone knows what the decisions are and what action is to be taken
e Starts and ends meetings on time

The Secretary

The secretary keeps an accurate record of the meetings. Only what is done, not what is said, is
recorded, e.g., the motion and the vote but not who said what during the discussion prior to the
vote. Section 4 of this manual provides more details on the topic of recording minutes. The
secretary may also assist the Chairperson in handling correspondence, notifying members of
meetings, preparing and distributing agendas, etc.

The Treasurer

The treasurer keeps track of the operating budget allocated to the Governing Board by the school
board (s. 66, s. 108). This allocation is included in the school's budget and identified by an account
code. At the beginning of each year, the Governing Board should decide how the budget will be
used. The allocation is intended for operating expenses, such as: postage, photocopying, meeting
refreshments, training materials, etc. The treasurer must oversee the claims for operating expenses
and keep a record of these. A report should be given at each meeting of the Governing Board. The
school principal /centre director is responsible for disbursing the funds from the school/centre’s
accounts. The treasurer has no signing authority over school funds. Upon request from the school
board, the Governing Board must submit an annual expense report (s. 81).

Participation on a Governing Board is of a voluntary nature. However, a Governing Board may
decide to defray some baby-sitting or transportation costs if the need arises. This is a decision of
the Governing Board and should be discussed early in the year. It is important that all members
understand what expenses will be covered by this operating budget in order to avoid any
misunderstanding later.

Note: The treasurer is also responsible for keeping account of any monies received through the solicitation of
donations as outlined in Section 94 and 110.4 of the Education Act. This fund is supervised by the Governing
Board, but managed by the school board.
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The Parents’ Committee Representative at Central Parents’ Committee -
Youth Sector

The delegate (or substitute) to the Parents' Committee (PC) represents his/her school at all
meetings of this Committee.

The delegate acts as a liaison between the parents of the school and the Parents' Committee and
should attend the meetings regularly.

If the delegate is unable to attend, he/she must notify the appointed substitute and give him/her
any documents relevant to the meeting.

When the substitute replaces the delegate at the PC meeting, the substitute has the right to vote.
The delegate (or substitute, if applicable) is expected to give a report on the business of the PC to
the Governing Board.

The Parents' Committee from time to time may ask delegates to bring issues back to the parents on
the Governing Board and PPO for discussion and feedback.

Similarly, a Governing Board may wish to gather information about what other schools are doing in
regard to certain issues and request the delegate to raise the matter at a Parents' Committee
meeting.
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Section 4

Operation

CONTENTS
o First Meeting of the Year
o What is a Good Meeting?
o Preparing the Agenda
o Notice of Meeting
. General Rules of Operation
o Public and Closed Meetings
o Prosecution
. The Minutes
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First Meeting of the Year

It is important that everyone feels welcome and comfortable at this meeting. If there are new
members, time should be given for people to get to know each other. Providing name tags and a
few refreshments helps to create a more relaxed atmosphere.

The principal/centre director presides over the first meeting of the Governing Board until the
Chairperson is elected. The Chairperson is chosen from among the parent representatives not
employed by the school board. Once the Chairperson is elected, he/she takes over the meeting. If
members fail to elect a Chair, the principal/centre director continues to Chair until a Chair is elected
or for at least the minimum five meetings required by the Education Act.

The appointment of the two community representatives should be one of the items on the agenda.

Internal rules of management should also be discussed. Certain rules of operation are determined
by the Education Act and must be respected, but Governing Boards are also required to establish
their own rules. Some of the things Governing Boards may wish to consider are:
¢ How to notify parents and staff of the dates and times of the meetings;
e The appointment of a secretary and treasurer;
e Rules of procedure for meetings (duration of the meeting, time limits on agenda items,
procedures for adding items to the agenda, etc.);
e Guidelines for the conduct of members;
e Procedures to permit members of the public to be heard at the meetings of the Governing
Board;
e How the operating budget allocated by the school board is to be used;
e Procedures for calling special meetings.

Other items on the agenda will vary from school to school depending on the local situation.

A suggested agenda for the first meeting can be found in Annex E.
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What is a Good Meeting?

There are a number of ingredients that contribute toward a good meeting, including:

e A well-planned agenda, distributed in advance with the minutes of the previous meeting
and any other documentation relevant to the agenda

e A comfortable setting

Guidelines on conduct agreed to by all members

Regular attendance

A good Chairperson

Involvement of all members in the discussions

e Time limits for the length of the meeting and on agenda items

e Willingness to work as a team

e Decision-making by consensus

Preparation of the Agenda

The agenda (Annex C, D, A) is prepared in advance of the meeting by the Chairperson in
consultation with the principal and other members of the board when appropriate. Some of the
standard items are the adoption of the agenda and the minutes of the previous meeting; business
arising from the minutes; reports; new business.

An agenda should not be too long or include too many items that require lengthy discussion. It may
be helpful to specify a time limit for each item so that the agenda can be completed and to indicate
whether the items require a decision or are items for consultation or for information.

Members who wish to add items to the agenda should let the Chairperson know ahead of the
meeting. ltems may be added at the meeting when "Adoption of the Agenda" is being considered
but these should be kept to a minimum. The added item(s), if a new topic, should be placed under
"Varia" with the understanding that it may be tabled until the next meeting when more information
would be available.

Notice of Meeting

Meetings of the Governing Board are public. Section 67 (also referred to in Section 108 for adult and
vocational centres) states that parents and school staff are to be informed of the dates, times and
place of meetings. Parents may be advised through notices and newsletters sent home with the
students. The agenda should also be posted in a location in the school where staff will see it. The
school’s website can be a perfect place to post these items.
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What are the General Rules of Operation?
(Education Act, Sections 56-73)

10

1

12

The Governing Board chooses its Chairperson from among the parent members who are not
employed by the school board. The term of office is one year.

If the Chairperson is absent, the Governing Board designates an eligible parent to act in his/her
place.

Quorum is the majority of members and must include at least half of the parent representatives.

If the Governing Board is unable to hold a meeting due to a lack of quorum, after three
consecutive notices have been sent with at least seven days in between, the school board may
order that the principal/centre director exercise the powers and functions.

Decisions are by majority vote of the members present and entitled to vote. This includes the
Chairperson. In case of a tie, the Chairperson casts a deciding vote.

The Governing Board must hold at least five meetings a year.
The Governing Board informs parents and school staff of the schedule of meetings for the year.

Meetings are open to the public; however, a meeting may be closed if the matter to be
discussed could cause injury to a person.

Minutes are recorded in a register kept by the principal/centre director or by a person
designated by the principal/centre director. The register is public. The minutes must be sent to
the office of the Director General on a monthly basis.

A conflict of interest must be disclosed in writing to the principal/centre director.

The Governing Board receives an annual operating budget from the school board (included in
the school budget). It establishes expense rules, oversees the administration of this budget and
gives an account to the school board.

The Governing Board establishes its own operational rules while respecting the rules set out in
the Education Act.
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Public & Closed Meetings

Meetings of the Governing Board are public. However, under section 68 (also referred to in section
108 for adult and vocational centres) of the Education Act, the Governing Board may decide that a
meeting be closed to the public if a matter to be examined could cause injury to a person.

The Governing Board may not adopt resolutions at closed meetings since it may only study certain
matters on these occasions and no minutes are recorded. Any decisions taken by a Governing Board
must be made in public and recorded in the minutes of the meeting.

The Governing Board, in public and closed meetings, must act within the limits of its functions and
powers and must not discuss matters not under its jurisdiction.

Public Meetings
Governing boards should develop guidelines for public meetings that will allow members of the
public an opportunity to speak at an appropriate time (e.g., during a question period). The public
must also understand that the topics raised must be appropriate to the functions and powers of the
Governing Board.

There are many matters that do not fall under the jurisdiction of the Governing Board. Examples
are matters governed by the staff’s collective agreement or those related to individual students.
Therefore the members, and more particularly the Chairperson, must prevent any such matter from
being presented by a member of the public at the meeting. For example, at a Governing Board
meeting, if a member of the public begins to complain about a member of staff, the Chairperson
must immediately intervene, indicate that the issue does not fall under the functions and powers of
the Governing Board and direct the speaker to meet with the principal at another time. If the
speaker persists, the Chairperson would have the option of adjourning the meeting.

Copies of the agenda should be available for the public at the time of the meeting. The reverse side
of the agenda could be used to give information about the guidelines for question period, the
current focus of the Governing Board, recent or upcoming events in the school/centre, etc., -
anything that might be of interest to those attending the meeting.

Prosecution (EA, s. 72 and 73)

Section 72 (also referred to in Section 108 for adult and vocational centres) of the Education Act
states, "The members of a Governing Board may not be prosecuted for an act performed in good
faith in the exercise of Governing Board functions".

If a member is prosecuted by a third party for an act done within the exercise of a Governing Board
function, the school board will defend that member. If the member is found liable for damage
caused by an act done in bad faith, the school board may require repayment by the member for
legal expenses incurred.
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The Minutes
Minutes are an official record of the business and activities of an organization. The minutes include:
e The date, time and place of the meeting
e Names of members present and apologies from those absent
e Verification of the quorum
e Adoption of the agenda (with any additions)
e Adoption of the minutes of the previous meeting (with any corrections)
e The exact wording of motions (unless withdrawn) including the names of the mover and
seconder
e Record of the votes
Decisions made by consensus
Brief references to items of discussion and reports
Items tabled
Time of adjournment

After approval at the following meeting, either the person presiding over the meeting and the
school principal/centre director or the person appointed by the principal signs the minutes.

The minutes must be recorded in a register kept for that purpose by the principal or by a person
appointed by the principal/centre director. The register is open to the public. (s. 69)

The approval of the minutes does not include the option of new wording but may include a
reference to an error or omission.

The minutes do not include details of discussions.

Only members who were present at a meeting may propose the adoption of the minutes of that
meeting.

Copies of the minutes in the English or French language must be made available upon request
within a reasonable time period.

See Annex F for a sample agenda for a regular meeting and a sample set of minutes.
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The Annual Budget

Section 95 of the Education Act states: "The Governing Board is responsible for adopting the school’s
annual budget proposed by the principal, and shall submit the budget to the school board for
approval.”

Overview of the Budgetary Process

e The principal/centre director regularly consults with the Governing Board on needs in goods and
services as well as improvements to the school building.

e The Board publishes the criteria, objectives and principles it employs in distributing financial
resources. This document is titled “Obijectives, Principles, and Procedures for the Allocation of
Resources to Schools and Centres” which describes the framework for the allocation of funds to
schools and centres.

e The Board consults with the Governing Boards of the schools and centres on the basis of budget
allocation as defined in this document, with a view to ensuring a broad shared understanding of
the budget process and the priorities by which funding will be allocated.

e Guided by these principles of budget allocation, the School Board allocates financial resources in
an equitable manner among its various establishments, taking into account any social and
economic inequalities as well as the needs expressed by the various schools.

e The principal/centre director uses the allocations from the Board to prepare a proposed annual
operating budget for the school or centre for the adoption of the Governing Board,

e The School Board receives the budgets approved by the Governing Boards, and incorporates
them into the overall budget, which is sent to the ministry of education (MEESR) after approval
by the Council of Commissioners.

e The principal administers the school budget and reports regularly to the Governing Board.

e Budgets may be revised based by the School Board over the course of the year based upon
updated information.

e The types of funds allocated to the schools are described on the following pages.

Budget Building Process
Schools must identify revenues that will be received the following year. Governing boards may wish
to consult School Board “Organizational Guide DB - Financial Planning — Budget”. In summary,
revenues are estimated by considering the following:

e Actual amounts already known [ identified

e Past years’ experience

e Trust Accounts (Annex G) amounts and purposes

e Schools must identify how revenues will be spent.

The budget amounts are estimates and, as a result, are subject to change.
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School/Centre Budget & Financial Management Timeline

Principals/Centre Directors report to Governing Boards on the financial results of the

October )
previous school year.

November | Governing Boards submit school/centre capital requests for the following school year.

Governing Boards receive for consultation the document “Objectives, Principles &
January Procedures for the Allocation of Resources” which describes the proposed basis for
the allocation of funds.

February | Governing Boards consult and respond to the Objectives, Principles & Procedures for
March the Allocation of Resources.

The School Board informs the principals/centre drectors of the allocations based upon

':}'):I the data available at that time. School Principles [ Center Directors prepare a budget
y based on this information.
e Schools develop budgets for funds under the direct control of school
May e The Governing Board adopts the school/centre budget.
June e The School Board receives school budgets and submits the consolidated budget to

the Council of Commissioners for final approval.

The months may change slightly over time, but they are consulted on each year as part of the
budget process, where Governing Boards are consulted on the “Objectives, Principles, and
Procedures for the Allocation of Resources to Schools and Centres” (Annex H).
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Funding Types
(Sources and Uses)

Allocations to schools include the following types of funding:

Operational funds are revenues allocated to the School Board by the MEESR and distributed to
schools, centres, and departments for their current operations. These amounts are for human
resources, materials, supplies, and services to fund operations of the unit. Most allocations are
based on next year’s enrollments as estimated in March and may be revised in November to reflect
actual September 30 enrolment. Operating revenues are provided to fund the delivery of goods and
services in the current year.

Capital funds are allocated to fund investments, which will provide value for multiple years such as
the purchase of computers, or other specialized equipment. The budget includes several types of
Capital Revenues:

e Educational Capital is used to purchase items necessary for the operation of the school and
centre and the delivery of educational services such as desks, Chairs, tables, and other
equipment.

e Technology Capital is used to purchase computing equipment, smart-boards, or other
technology that fits the school/centre success plan.

e Buildings/Grounds Capital (Annex 1) is used to fund ongoing improvements and major
repairs to the infrastructure of the buildings and grounds. It is not normally allocated to
schools and centres, although schools and centres, via their Governing Boards, may make
recommendations on local needs to support their educational projects (Annex P).

All of these capital revenues are allocated to the School Board by the MEESR, and are therefore
subject in their usage to the MEESR budget rules. These rules include the fact that the revenues
must be used for the stated purpose within the budget year. However, nothing prevents a
Governing Board from defining a capital project and raising funds (Annex G) for its completion over
more than a one-year period by establishing a trust (Annex G) for that purpose.

The capital budgeting process (Annex I) is used to obtain input through Governing Boards, and to
evaluate an prioritize the needs in view of the available funding of

Daycare Revenues are composed of fees from parents using the service and an allocation from the
MEESR for the children using the service. The fees are collected from the parents and allocated by
the MEESR to offset the cost of delivery of Daycare services. Estimates of both revenues and
expenses are prepared for the schools by the Board to simplify the preparation of this budget. The
key input to this process is the estimate of Daycare enrollment provided by Principals to the Board
in March.
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Program-specific revenues or (Measures) are provided by the MEESR and in some cases represent
grants from other sources. Such funds must be used in the year in which they are allocated. These
revenues are targeted to the delivery of a specific service or program. Some examples are:

e NANS - Special allocation for high schools and elementary schools.

e Homework Assistance Program

e Wellness-Oriented Program

The Governing Board Allocation is an allocation by the School Board to offset the costs of the
operation of the Governing Board (Annex H - Budget — Governing Board and School/Centre).

School-Level Revenues are revenues generated at the school level, typically from parents for a
specific service being provided to the student. These include:

e School Fees relating to the purchase of consumable items such as school agendas,
workbooks, and printed materials (Annex J - Fees for Student Materials/Services)

o Field Trip/Activity Fees collected from parents to help pay for transportation, entrance fees,
and other costs of fields trips or other special activities

A more detailed description is provided as Policy JQ (Financial Contributions from Parents or
Students)

These funds are collected from parents to deliver specific services to the students. Typically, no
revenues will be left over at the end of the year unless they were collected in advance for providing
a service in the next year (for example Fall Graduation paid in advance) or were raised for future use
through the establishment of a trust (Annex G) for that purpose.

Supervision Fee Revenues are collected from parents to offset the cost of providing supervision for
children who remain at school during lunchtime and require supervision by lunch monitors. The
School Board invoices and collects from parents, and operates the service on behalf of the schools.

Other Sources of funds that may be available to offset expected expenses include:
e Donations
e Other grants
e Trust Funds (Annex G)
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Section 6

Annual Activity Report /| Annual Report

CONTENTS

e The Annual Activity Report
e Informing the Community
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The Annual Activity Report
Section 82 and 110.4 of the Education Act states: "The Governing Board shall prepare and adopt an
annuadl activity report and shall transmit a copy of the report to the school board."

The annual activity report (Annex L) serves as a communication tool as well as an accountability and
planning tool. The Governing Board’s activities include the decisions it took throughout the school
year, from whom it sought and received funding, agreements signed, consultations responded to,
information transmitted to the school board. The annual report can be used not only to report to
the school board as required by law but also to share information with parents, the school staff and
the public.

While there is no requirement for copies of the annual report to be distributed to the parents or
staff members at large, you may decide to have copies available for those who wish to see it.

Informing the Community

Section 83 of the Education Act states: ""Each year, the Governing Board shall inform the parents and
the community served by the school of the services provided by the school and report on the quality of
such services."

This is a separate responsibility from that of the preparation and adoption of the annual report. The
key words in section 83 are "inform" and "report". The Governing Board can provide information on
services to the community on a regular basis through the public meetings of the Governing Board,
newsletters, local newspaper ads, etc.

Both the educational project (Annex P) and the management and educational success agreement
(Annex P) must be made public by December 31 of the school year immediately following. The
Governing Board must also report annually on the evaluation of the implementation of the
Management and Educational Success Agreement (MESA - see Annex P) and a report on the
evaluation of the MESA must be distributed to the parents and the school staff. (s. 83, par. 2, 3, 4)

Section 83.1 of the Education Act states: Each year, the Governing Board shall evaluate the results
achieved by the school with respect to preventing and dealing with bullying and violence.

A document reporting on the evaluation must be distributed to the parents, the school staff and
the Student Ombudsman.

The annual report must be adopted by the Governing Board and submitted to the school board.
Please note that, once adopted, the annual activity report should be forwarded to the Director
General by October 31.
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Section 7

Annexes

Annex A
Annex B
Annex C
Annex D
Annex E
Annex F
Annex G
Annex H
Annex |

Annex J

Annex K
Annex L
Annex M
Annex N
Annex O
Annex P
Annex Q
Annex R
Annex S
Annex T
Annex U

Meeting Guideline for the year — Main Topics & Timeline
Election of Governing Board

Election of Parent Representatives to Governing Board
Parent Participation Organization (PPO)

Sample Agenda - First Meeting

Sample Agenda & Minutes — Regular Meeting

Fund Raising Activities / Trust Accounts

Budget - Governing Board and School/Centre

Capital Budget Process [ Capital Projects

Fees for Student Materials [/ Services

Governing Board Financial Report

Governing Board Activities Report/Annual Report
Criteria for the selection of school principal

Emergency Preparedness Plan

Rules of Conduct and Safety

Management and Educational Success Agreement (MESA)

Deed of Establishment

Programming of Educational Activities
Approval of Time Allocation

Law 19 - Anti-Bullying / Anti-Violence (ABAV)
Glossary of terms
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Meeting Guideline for the year - Main Topics & Timeline:

ANNEX A

Month

Items | Topics

Page Ref

Annex Ref

September

Prepare and hold an Annual General Assembly of the
parents;

Election of Governing Board members;

Election of delegate to Central Parents Committee (CPC)
Vote as to whether to establish a Parent Participation
Organization (P.P.O.)

Appointment of staff and of student representation:

P10, 11

P11
P10, 11, 12

P11, 15
P11, 12

October

Election of the Chairperson and the secretary;
Establishment of the meeting dates or approval of the
calendar of meetings;

Appointment of community representatives;

Decision about fund-raising activities for the year:

Target | funds raised - timeline for request for trust
requests for monies if the project carries over more than
one school year;

Criteria for the selection of the school principal - minutes
sent to the office of the Director General;

Approval of GB Annual Report;

Review of Governing Board Rules of Internal Management /
Conduct;

Approval of the programming of educational activities
(field trips, etc.);

Approval of Capital requests and minutes submitted to
Director of Material Resources.

Approval of the Emergency Preparedness plan and minutes
submitted to the Director of Material Resources.

P13
P29

Ps, 11

P7

P22,23

November

Adoption of the GB’s operating budget;
Review of the educational project | MESA,

December

Follow up on school / centre operating budget;

Review of the educational project /| MESA;

Deposit of activities report [ annual report to the public and
the school board by December 31st; document must then
be recorded in the Minutes, signed by the Governing Board
Chair, and sent to the director general.

W I |TU I

January

Consultation on the Rules of Conduct and Safety in
preparation for the March deadline (approval);
Consultation of capital projects.

Approval of time allocation for compulsory and elective
subjects
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Meeting Guideline for the year - Main Topics & Timeline (continued)

Month Items | Topics Page Ref Annex Ref

Consultation on objectives and principles for the allocation H
of resources to schools and centres (5.193.9);
Review of the Rules of Conduct and Safety for the
upcoming school vyear, leading to their approval; the 0]

March approved rules must be recorded in the Minutes and
forwarded to the Director of Educational Services no later
than April;
Consultation on capital projects. |
Review of current school |/ centre operating budget in H
preparation for next year’s budget;
Initial preparation of the annual activity report for the L
school board;

April Assessment of the implementation of the Management and P
Educational Success Agreement;
Approval of the Rules of Conduct and Safety measures for
the following year and subsequently sent to the Director of 0
Educational Services.
Preparation of the annual report; L

May Consultation on capital projects; I
Consultation on Emergency Preparedness Plan N
Establishment of principles for determining the price of J
consumables and approval of the list of materials such as
paper, pencils, etc. to be charged to parents or students;

June Adoption of the school |/ centre operating budget for the H
following year;
Approval of the GB end-of-year financial report and
activities report K

NFSB Governing Board Manual

Page 41




Election of Governing Board

School:

Date:

ANNEX B

The following parents have submitted their names as candidates for the seats for parent

representatives on the Governing Board.

NAME

GRADE LEVEL (S) of CHILD (REN)

VOTE

10

1

12

13

14

15
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ANNEX C

Election of Parent Representatives to Governing Board
Suggested Rules of Procedure

1)
2)

3)

4)

5)

6)

7)

8)

9)

Only parents who are present can be nominated*.
Parents may nominate themselves, but seconders are required.

If more than the required number of names is placed in nomination, the vote will be held by
secret ballot.

The ballot will consist of a list of the names of the nominated candidates.
Prior to the vote, the candidates will be requested to present themselves.

The ballots are collected and counted by three people not on the ballot (the principal, election
secretary and one other).

The election Chairperson announces the results by reading the names of those elected but not
the number of votes for each.

The principal will keep the ballots for a period of one month.

The decision to form a Parent Participation Organization will be determined by a show of hands.

* [tem 1 could read:
All parents who are present can be nominated.
Candidacy by proxy submitted in writing will be accepted.

NFSB Governing Board Manual Page 43



ANNEX D
Parent Participation Organization

What is the Parent Participation Organization?
The Parent Participation Organization (PPO) gives the opportunity to a larger number of parents to
be more directly involved in the life of a school.

What are the Functions of the Parent Participation Organization?
The purpose of the PPO is:
e To encourage parents’ participation in fostering their child's success
e To encourage the collaboration of parents in developing, implementing and evaluating the
school's educational project.
e To engage in specific fundraising projects authorized by the Governing Board in support of
the school’s educational mission and school life.

As well, it may advise the parent members on the Governing Board about parents' concerns. The
Governing Board parent members may consult the PPO when additional input from parents is
needed (5.96-3).

The PPO can play a valuable role and support the work of the Governing Board by effectively
communicating with the parent body at large:

e Letting parents know about what is going on at the school and what the needs are

e Finding out about parents' concerns.

There are no regulations governing the size and general operation of a PPO except, as mentioned,
that the parents attending the AGA (Annual General Assembly — page 13) determine its name, its
composition, its operating rules and elects its members.

Each parent community has the flexibility to organize its PPO to best suit the conditions, i.e., the
number of parents who wish to be involved and the tasks that need to be done.
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ANNEXE

Suggested Agenda for the First Meeting
Of the newly formed Governing Board

N ooov oW

10
1

12

13

YOUR SCHOOL GOVERNING BOARD
Wednesday, October 21, 2015

AGENDA

Welcome - Principal/Centre Director

Introduction of Members (allow each member to introduce themselves)
Reading and Approval of the Agenda

Working Together as a Team - Principal

Refreshments and an Icebreaker

Election of Chairperson, Vice-Chair, and Secretary

Operation:

7.1 Review of Rules of Operation (as outlined in the Education Act)

7.2 Approval/Modification of Internal Rules of Management

7.3 Approval/Modification of Guidelines for Conduct of Members

Dates and Times of Meetings

Review of Functions and Powers

Discussion: Appointment of Community Representatives
Other Business

Next meeting: date and suggested contents

Adjournment
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ANNEX F
Sample Agenda for a Regular Meeting

YOUR SCHOOL GOVERNING BOARD
Wednesday, November 18, 2015

7:30 p.m.
Staff Room, YOUR School
123 Anjou, Chateauguay

AGENDA

1. Adoption of Agenda
2. Adoption of the Minutes of the Meeting of October 14, 2015
3. Business Arising from the Minutes
3.1. Guidelines for Conduct of Members
4. Question Period
5. Reports
5.1. Central Parents' Committee
5.2. Treasurer's Report
6. New Business
6.1. Adoption of the Governing Board’s Annual Budget
6.2. The Educational Project
6.3. School’s Annual Budget
7. Varia

8. Adjournment
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Sample Minutes of a Regular Meeting

Minutes of a meeting of the Governing Board of YOUR School held on Wednesday, November 18,
2015 at 7:30 p.m. in the staff room of YOUR School, 123 Anjou, Chateauguay

Present: (list names of the members of the Governing Board)
Regrets: (list names of the members who sent regrets).

Absent: (list names of absent members).

Also present: (list names of guests, commissioner, etc. if applicable)
Approximately 12 members of the public were in attendance.

1. Adoption of Agenda
It was moved by A. Teoli, seconded by M. Frost and unanimously resolved that the agenda be
adopted. Vote: 14-0-0

2. Adoption of Minutes of the Meeting of October 14, 2015
It was moved by G. Woods, seconded by I. Patel and unanimously resolved that the minutes of
the meeting held on October 14, 2015 be adopted as circulated. Vote: 14-0-0

3. Business Arising from the Minutes
3.1. Guidelines for Conduct of Members
The Chairperson distributed copies of the guidelines agreed to at the last meeting.

4. Question Period
A parent expressed a concern about the cost of field trips. The Chairperson replied that the item
would be discussed at the next meeting of the Governing Board.

5. Reports
5.1. Central Parents' Committee
G. Woods reported on the meeting of October 13, 2015.
5.2. Treasurer's Report
M. Smith reported that the Board allocation is expected within the next week. No expenses
have been incurred to date.

6. New Business

6.1. The Governing Board Annual Budget
It was moved by S. Brown, seconded by M. Smith and unanimously resolved that the
Governing Board budget be adopted. Vote: 14-0-0

6.2. The Educational Project
The Educational Project was presented and members were asked to review the document
and bring any questions to the next meeting.

6.3. Follow-up on the School Budget
The principal presented the adjustments to the school budget following the September
30th enrolment. It was moved by H. Jones, seconded by S. Randall and resolved that the
adjustments to the budget be adopted. Vote: 13-0-1

7. Varia-None

8. Adjournment
The meeting was adjourned at 9:30 p.m. on a motion by J. Landau.
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Annex G

Fund Raising Activities

Governing Boards may choose to participate in identifying and supporting specific school needs
through fundraising activities. Typically, this involves the prioritization of those needs, and
producing a clear description the desired solution, with its costs and with a timeline for the
completion of the project.

The Governing Board may then itself, or through the Parent Participation Organization (PPO) if the
school has one, organize fundraising activities to achieve the goals. In authorizing a fundraising
activity, Governing Boards should review a proposed budget for the activity, clearly indicating the
expected participants, revenues, and expenses. Support for this is available from the Board upon
request. In addition, the Governing Board is responsible to ensure that contributors/participants are
informed as to the intended use of the monies raised (in accordance with the Consumer Protection
Act).

If the project is not one that can be completed in the current year, then the Governing Board may
request the creation of a trust account for the project.

Trust Accounts

The creation of trust or fiduciary account allows funds raised to be carried forward and
accumulated for use in achieving the project in a future year. This is of particular value when the
project in mind is large enough (in terms of the funds or the time required to prepare for it) to
preclude it being achieved by the Governing Board in the current year.

Typically, such projects are identified in the fall, and noted in the minutes of the Governing Board
meeting(s). The school administrator forwards the details of the project as a request for the
creation of a trust account to the Board’s department of Administrative Services. The department
creates the account in the accounting system, and provides the school with access to it.

Any funds raised for the project are credited directly to the trust account, and will be carried
forward to the future year in which the project is realized.
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Annex H

Budget / Governing Board and School | Centre Budget

Governing Board Budget

The budget for each Governing Board is established as part of the annual NFSB budget process.
Each Governing Board has a maximum budget of $250 dollars. Any unused balance from the prior
year is topped up to $250.

The budget is to be used to offset the actual costs of operation of the Governing Board, such as
paper and supplies, transportation, and so on. To ensure clarity and to avoid frustration, the
Governing Board should agree in advance as to what expenses will be subject to reimbursement
from the budget. The budget is not provided for making donations or for direct purchases for the
school/centre, which should be made from funds raised by school activities or from donations and
other funding received by the school.

School [ Centre Budget (Operating and Capital)

The school and center operating budgets are intended to cover the administrative costs of
operation of the schools and centres that are under the principals’ and directors’ control. In the
youth sector, this does not typically include salary costs, or other overheads, but does include the
costs related to telecommunications, office materials and supplies, photocopies, and a number of
costs relating to the support of pedagogical activities and special activities.

The operating and capital budgets for each school/centre are developed based upon a model that
takes into account historical costs, student enrolment projections, indexation of costs, and specific
allocations from the Ministry of Education (MEESR).

A more complete description of the budget process is provided in Section 5 in subsections
“Overview of the Budgetary Process” and “Budget Building Process”. The first step in building the
budget is consultation with Governing Boards on the budget process itself, and on how funds are
allocated, which are described in the document “Objectives, Principles and Procedures for the
Allocation of Resources to Schools and Centres”.
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Annex |

Capital Budget Process [ Capital Projects

As noted in Section 5 (Annual Budget) under the subsection “Funding Types”, the ministry provides
capital funding to support the necessary work in maintaining buildings, capital, and equipment.

The purpose of the capital budget process is to direct these funds according to the needs of the
system as a whole, taking into account the condition of each building, changing building and safety
codes, and the need to invest in maintenance that reduces the cost over the time. As of 2015, the
average age of the NFSB buildings is 58 years.

The process involves developing a list of project proposals from schools and centres, and combining
it with needs that may be identified by the Department of Material Resources, which is ultimately
responsible for the oversight of the Board’s buildings and infrastructure. The Governing Boards, in
consultation with their principal or centre director, build a list of proposed projects based upon
their understanding of the needs of their school or centre. This proposed list is forwarded to the
Department of Material Resources, and combined with the any other needs that may be dictated by
the condition of the buildings that the Governing Board may not be aware of.

Estimated costs are then developed for each proposed project, and they are prioritized as follows:

1. The maintenance, repair and/or replacement of assets where there exists a health or safety
hazard or as a result of a legal requirement (i.e.: CSST, labour contract, government decree,
etc.).

2. Government cost-shared projects where the Board can benefit from additional funding.
Pedagogical needs for the youth, adult, and professional education sectors.

3. Building requirements of a structural nature, heating, air conditioning, and
electromechanical equipment. Modifications to playgrounds, landscaping, parking lots for
safety, not aesthetic, reasons.

4. Interior/exterior improvements or modifications for aesthetic reasons or to provide more
functionality to a facility.

This prioritized, costed list of proposals is then reviewed by the Administrative Council (AC), which
decides which projects will be able to be done within this year’s budget, and which will have to be
deferred. In making these determinations, the AC takes into account factors including the impact of
projects upon safety and balancing the investment in different schools and centres over time.

Finally, the approved project (Capital Project) list is reported back to the schools and centres, and
implemented as part of the Board’s annual budget, as approved by the of Council Commissioners.

One feature of the Capital Process is that it takes place very early in the planning cycle because the
most of the projects can only be done when schools are closed for the summer, so to get the best
prices the projects have to finalized and negotiated early.
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Annex )

Fees for Student Materials / Services

Fees assessed to parents or students in respect of supplies or services must take into account the
principles and legal framework provide by the New Frontiers School Board Policy JQ - Financial
Contributions from Parents or Students. This policy includes the following concepts:

e Financial contributions required of parents or students must be used to cover actual costs of
products or services and not as means to generate profit for the school or centre.

e The principle or centre director must prepare a proposed list of objects and services that are
not free to students (in accordance with the Education Act and the school / centre budget)
and present it to the Governing Board.

e The Governing Board shall approve a list of objects and services that are not free to
students, taking into account school board policy and financial contributions that may be
made for other services.

e Parents (orin the case of the adult sector, students) are required to pay the fees that are
invoiced for items or services that are on the list approved by the Governing Board.

The list of possible items includes activity fees, fees for consumables, special projects or programs,
field trips, Supervision and Daycare fees, transportation, and summer school fees. The actual
amounts assessed for each item or service on the approved list will be determined based upon the
cost of providing that good or service to the student, and is frequently not known at the time the
list is approved (for example, the price of a workbook in August is not necessarily known in the
spring when the list is approved by the Governing Board).
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Annex K

Governing Board Financial Report

The Governing Board Financial Report is a summary of the financial operations of the GB for the
projects it has undertaken in the year. As such, it should typically indicate how the sources and use
of funds for projects under its purview. Sources funds would include amounts from Trust Accounts
(Annex G) accessed during the year, as well as revenues from fundraisers (Annex G) and donations
to Governing Board projects. Expenses would include the costs of fundraisers, as well as the
ultimate use of the net proceeds of such fundraisers. To simplify the preparation of the Financial
Report, the Department of Administrative Services will make available to Governing Boards an Excel
template for the Financial Report upon request.
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Annex L

Governing Board Activities Report / Annual Report

The annual report should include the following information and descriptions:

Name and address of the school

Members

List each member of the Governing Board, their
position (eg: Chair, Treasurer, Secretary, etc) and
identify the group each member represents (eg:
Parents, Teachers, Daycare, Students, Community, etc.

Number of Meeting

Identify the number of regular and special meetings
held during the year and the reasons for the special
meetings.

Attendance Record
(Optional)

This is optional but will provide information to the
school community that could assist them in the
election or selection of members to sit on the
Governing Board.

Message from the Chairperson
(Optional)

This is optional but might include observations about
the general assembly, the accomplishments, the
challenges, the general functioning of the Governing
Board, etc.

New programs, activities, services
approved by the Governing Board

List the major topics that were dealt with and the
associated actions taken.

Issues and concerns addressed by
the Governing Board

List any major issues or concerns that were handled,
and the actions taken, while being careful to not
divulge any confidential information

Sub-committees and their
mandates

If your Governing Board established sub-committees
to look at issues and make recommendations, these
should be identified.

Method(s) used to inform the
school community

The school community includes parents, staff and
sometimes the larger community. Briefly describe the
method(s) used, e.g., newsletters, notices, etc.

Plans and/or recommendations
for the coming year

Indicate any recommendations for next year’s
Governing Board in terms of actions to be taken,
issues to be addressed, method of operation, etc. You
may wish to identify specific measures you would like
the school board to take which would assist the
functioning of the Governing Board.
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Annex M

Criteria for the Selection of School Principal

Annually, it is the responsibility of the Governing Board of a school or centre to review the current
criteria for the selection of a school principal or centre director and make changes or adopt as is, as
provided for in the Education Act, Article 79. While the Governing Board members are not involved
in the appointment of the school principal, they must have the opportunity to submit a description
of the characteristics, qualities, and experience that they judge to be essential in an administrator
for their school.

Criteria may include but is not limited to such points as the capacity to plan, supervise and evaluate
teachers and curriculum, desired work experience or education, the ability to foster relationships,
or a proficiency in languages. This process provides for the Governing Board of each school and
centre to provide guidance to a selection process based upon local needs.

Each year, an updated copy is to be provided to the Director General’s office.
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Annex N
Emergency Preparedness Plan

In accordance with the New Frontiers School Board policy EBC on Emergency Preparedness, all
staff, visitors, and students (occupants) must be prepared for emergencies. This is to ensure that
they are trained and equipped to act properly in a variety of emergencies. Annually, the Governing
Board must review, and update where deemed necessary, the Evacuation and Emergency Situation
Procedures for the school or centre.

The plan should contain all the procedures in effect, and ensure that it meets the safety needs for
both the students and all staff members of the school or centre. It must address what happens in
the event of:

e Emergency school closures

e Power failures

e Emergency evacuation procedures

e Fire drill procedures (during class time and non-class time)
e Winter/bad weather procedures (other than fire)

e Lockdown procedures

e Bomb threats.

It should also include the roles and responsibilities of the various staff members during these
events. Where applicable, procedures for Daycares should be included as well.
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Annex O

Rules of Conduct and Safety

Each year, the Governing Board members of a school or centre approve the Rules of Conduct and
Safety as per New Frontiers School Board Organizational Guide JICD. The School Board provides a
template as a foundation for creating the rules which align with the culture of the particular school
community to which they are set, and which adhere to all policies and standards of student
behavior and safety as well as intervention measures set forth by the school board and the MEESR.

They should encompass:

a. Bus safety and behaviour guidelines during bus travel
b. General school comportment standards for:

Hallways
Classrooms
Daycares
Cafeterias
Playgrounds
Fieldtrips

c. Directives with regard to interventions and consequences for violence, bullying,
intimidation, and use of inappropriate language.

d. Structurein terms of preventive, corrective, protective and reintegration measures.
Areas of responsibility for students, parents and staff.

f. Contracts/Agreements for students and parents to sign, if desired

This document is often included in the student agendas as they must be presented to the
students and shared with the parents at the beginning of each school year.
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Annex P

Management & Educational Success Agreement (MESA)

Educational Project

This refers to the school or centre’s mission and vision statements as well as the school profile,
typically found at the front of the MESA. It may be periodically reviewed and/or modified to ensure
that it continues to reflect the current values and reality of the school community.

Management & Educational Success Agreement (MESA)

Each school or centre has a Management & Educational Success Agreement (MESA), which
supports the NFSB Strategic Plan, which in turn is developed from and supports the orientations
and goals provided by the Ministeére de I’Education, Enseignement Supérieur et Recherche
(MEESR). As such the MESA describes at the school or centre level the objectives to be reached,
the strategies that will be used to reach those targets, and the means for measuring how well we
are succeeding. The MEESR has established the following 5 goals for the 2014-2018 period:

1. Increased graduation/qualification rates of students under the age of 20

2. Increased command and quality of English and French literacy
Improved levels of retention in school and academic success among certain target groups,
especially handicapped students or students with learning or adjustment difficulties

4. Growth of a healthy and safe environment in schools/centres

5. Increase the number of people under the age of 20 in vocational training paths

At the school/centre and board levels, data is carefully compiled, analyzed and recorded in order to
help the schools and centres make the best decisions on how to effect change in order to increase
student success, taking into account the needs and opportunities specific to the school or centre.
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Annex Q

Deed of Establishment

The deed of establishment of a building sets forth the use(s) that that building will have for the time
period covered by the deed of establishment.

The deed of establishment must, at minimum, indicate:

e The name of the school / centre
e The address of the building(s)
e Thelevel(s) of instruction to be provided in the building (e.g. K plus Cycles 1,2,and 3)

The Education Act requires that the Board must consult with the Governing Boards of the schools
and centres to modify or revoke of deed of establishment. When there are no changes, the NFSB
consults with the Central Parents Committee with its representation from all Governing Boards
(typically in February or March). The deeds of establishment are then incorporated into a three-year
“Plan for the Allocation and Destination of School Board Immovables”. This three-year plan is
accepted by the Council of Commissioners, and provided to the Ministry of Education (MEESR) each
year.
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Annex R

Programming of Educational Activities

The principal may submit proposals for approval to the Governing Board which entail changes to
the students’ regular time of arrival or departure, or which entail taking students off the school
premises. This may refer to field trips or Board-wide events, as well as to smaller events which may
involve only a few students.

The Governing Board may wish to pass a blanket approval for certain events, conferring upon the
principal the right to permit some types of changes in regularly scheduled activities in order to

accommodate unpredicted or last-minute opportunities to take place.

It is understood that all educational activities will meet the proper standards of quality.
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Annex S

Approval of Time Allocation

The Governing Board is responsible for approving the time allocation proposed by the principal for
each compulsory or elective subject. It must be satisfied that the compulsory objectives of the
programs of studies established by the Minister will be achieved and their compulsory contents will
be acquired. It must further ensure that the rules governing the certification of studies prescribed
by the basic school regulation are complied with.
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Annex T

Summary of Governing Board Responsibility with Regard to Law 19

Anti-bullying and anti-violence (ABAV) plan (Art. 75.1 EA)

1.

Goal: To prevent and stop all forms of bullying and violence targeting a student, a teacher or
any other school staff member.

In addition to any elements the minister may prescribe by regulation, the plan must include
9 elements (which are prescribed by the Education Act).

The anti-bullying and anti-violence plan must specify the form and nature of the
undertakings to be given by the principal to a student who is a victim of bullying or violence
and to his or her parents.

It must also prescribe what action must be taken by the principal to deal with the
perpetrator and his or her parents, and specify the form and nature of the undertakings
they must give in order to prevent any further act of bullying or violence.

The Governing Board is to approve the ABAV Plan proposed by the Principal.

First plan to be approved by December 31st, 2012;

To be reviewed annually and updated if necessary;

The Governing Board is to approve any updated version of the ABAV Plan submitted by the
Principal.

A document explaining the anti-bullying and anti-violence plan must be distributed to the
parents. The Governing Board shall see to it that the wording of the document is clear and
accessible.

Every school staff member shall collaborate in implementing the anti-bullying and anti-
violence plan and shall see to it that no student in the school is a victim of bullying or
violence.

Each year, the Governing Board shall evaluate the results achieved by the school with
respect to preventing and dealing with bullying and violence.

A document reporting on the evaluation must be distributed to:

0 Parents

0 School staff, and the

0 Student Ombudsman.

Must be modified and approved by the Governing Board by December 31st, 2012;
The Rules of Conduct must specify:

0 (1) The attitudes and conduct that are required of students at all times;

0 (2) The behaviors and verbal or other exchanges that are prohibited at all times,
including during school transportation, regardless of the means used, including
social media; and

0 (3) The applicable disciplinary sanctions, according to the severity or repetitive
nature of the prohibited act.

The Rules of Conduct and the safety measures must be presented to the students during a
civics session held each year by the principal in collaboration with the school staff.

The document must also be sent to the parents at the beginning of each school year.
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Annex U

Glossary of Terms
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MY NOTES...
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