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Introduction

This Board Policy Handbook has been developed to highlight and support the very important
governance function of the Board. In addition to clearly defining the role of the Board, and the
role of the Superintendent, it includes the following as policies:
1. Foundational statements which provide guidance and direction for all activities within
SCSS;
2. Directions for how the Board itself is to function and how individual directors are to
conduct themselves; how Board committees and representatives are to function;
3. Statements as to how appeals and hearings will be conducted;

This Board Policy Manual is intended to be supplemented by an Administrative Procedures
Manual; the primary written document by which the Superintendent directs staff. The Manual
must be entirely consistent with this manual.
The development of two separate and distinct documents is meant to reinforce the distinction
between the Board’s responsibility to govern and the Superintendent’s executive or
administrative duties.

SCSS Board Policy Manual

Page 2 of 56

Table of Contents
Introduction

2

Table of Contents

3

Policy 1 ........... Suzuki Charter School Foundation Statements

4

Policy 2 ........... Role of the Charter Board

5

Policy 3 ........... Role of the Director

8

Policy 4 ........... Director Code of Conduct

Policy 5

10

Appendix A ‐ Director Code of Conduct

12

Role of the Board Chair

13

Policy 6 ............ Role of the Vice Chair

15

Policy 7 ............ Board Operations

16

Policy 8 ............ Committees of the Board

25

........................ Appendix B ‐ Committees and Sub‐Committees of the Board

27

Policy 9 ............ Policy Development and Review

39

Policy 10 .......... Role of the Superintendent

42

Policy 11 .......... Role of the Secretary‐Treasurer

45

Policy 12 .......... Appeals and Hearings Regarding Student Matters

46

Policy 13 .......... Hearings on Termination of Teacher Contracts of Employment

50

Policy 14

Recruitment and Selection of Personnel

53

Policy 15

Sexual Orientation and Gender Identity

55

Policy 16

Research

57

SCSS Board Policy Manual

Page 3 of 56

Policy 1 ‐ Suzuki Charter School Foundational Statements

Suzuki Charter School Foundational Statements
Vision
To provide an enriched academic program utilizing a continuous, integrated program of music instruction based
upon the teachings of Dr. Shinichi Suzuki, and to enable every child enrolled in Suzuki Charter School to find the
joy that comes through music making and the realization of their potential.

Mission
To create, develop and maintain continuity and growth over time in an enriched learning environment utilizing
the Suzuki philosophy and method thereby promoting the academic and musical/artistic talents of each
individual student.

Purpose
To provide an education enriched with music, whose parents demonstrate a commitment to the Suzuki
philosophy.

Adopted:
Due for Review:

June 21, 2018
June 2023
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Role of the Charter Board
The Board of Directors is responsible for the development of goals and policies to guide the provision of
educational services to its students, in keeping with the requirements of government legislation, the
values of Suzuki Charter and the interests of the parents.

General Areas of Responsibility
The Board is responsible to set priorities and policies to provide leadership and overall direction for
SCSS. The Board shall serve as an advocate of the charter school and public education.

Specific Areas of Responsibility
1.

Accountability to Provincial Government
1.1
1.2

2.

Act in accordance with all statutory requirements to implement provincial educational
standards and policies.
Perform Board functions required by governing legislation and existing Board policy.

Accountability to Community
2.1
2.2
2.3
2.4

Make decisions that reflect values outlined in the Suzuki Charter and represent the interests
of parents.
Establish processes and provide opportunities for focused community input.
Develop procedures for and hear appeals as required by statute and/or Board policy.
Model a culture of respect and integrity.

3.

Combined Annual Education Results Report and Education Plan
3.1
Provide overall direction for SCSS by establishing mission, vision, strategic priorities and key
results.
3.2
Annually approve planning process and timelines.
3.3
Identify Board priorities at the outset of the annual planning process.
3.4
Annually approve Combined Annual Education Results Report and Education Plan for
submission to Alberta Education by due date.
3.5
Monitor progress toward the achievement of student outcomes and other desired results.
3.6
Approve Combined Annual Education Results Report and Education Plan for distribution to
public.
4.
Policy
4.1
Determine the goals and objectives SCSS wishes to pursue.
4.2
Identify the manner in which the Board is to function.
4.3
Develop a mechanism to monitor policy impact, regularly review and determine if policy is
producing the desired results.
4.4
Define responsibilities for the Superintendent and the Board
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5.

Superintendent / Board Relations
5.1
Select the Superintendent.
5.2
Provide the Superintendent with clear corporate direction.
5.3
Administrative authority is identified in Suzuki Charter School’s Administrative Procedures
Manual, subject to provisions and restrictions in the School Act and the Charter School
Regulations.
5.4
Annually evaluate the Superintendent in regard to the Superintendent’s job description and
additional Board direction.
5.5
Annually review compensation of Superintendent.

6.

Political Advocacy
6.1
Develop a yearly plan for advocacy including focus, key messages, relationships, and
mechanisms.

7.

Board Development
7.1
Annually carry out a board evaluation as prescribed in Policy 8
7.2
Develop a yearly plan for Board/director development including increased knowledge of
role, processes and issues to further the effective implementation of the Education Plan.
7.3
Develop an annual work plan outlining its key activities along with appropriate timelines.

8.

Fiscal Accountability
8.1
Approve budget annually and ensure resources are allocated to achieve desired results.
8.2
Receive Audit Report and ensure quality indicators are met.
8.3
Monitor fiscal management of SCSS.
8.4
Ratify salary agreement for staff.
8.5
Approve the transfer of funds to capital reserves.
8.6
Approve all contracts for goods and services with SCSS that exceed a value of $200,000
unless such contracts follow explicitly from budget approval.

Other Responsibilities
The Board shall:
1. Acquire and dispose of Capital Assets.
2. Approve school‐year calendar.
3. Establish entrance ages for student admission.
4. Approve leaves of absence with pay for employees other than those specified in Suzuki Charter
School’s Administrative Procedures Manual.
5. Provide for recognition of students, staff and community.
6. Hear appeals of the Superintendent’s decision on harassment complaints.
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7. Approve annual fees.
8. Approve new leases; such leases to include any provisions for the placement or modification of
facilities by outside agencies.
9. Approve the appointment of a Secretary‐Treasurer.

Legal Reference:
Adopted:
Due for Review:

Section 56, 60, 116 School Act
June 21, 2018
June 2023
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Role of the Director
The role of the director is to contribute to the Board as it carries out its mandate in order to achieve its mission
and goals.
The Board of Directors is a corporation. The decisions of the Board in a properly constituted meeting are those
of the corporation. A director who is given corporate authority to act on behalf of the Board may carry out
duties individually but only as an agent of the Board. In such cases, the actions of the director are those of the
Board, which is then responsible for them. A director acting individually has only the authority and status of any
other parent of SCSS.
As a result of elections, the Board may experience changes in membership. To ensure continuity and facilitate
smooth transition from one Board to the next following an election, directors must be adequately briefed
concerning existing Board policy and practice, statutory requirements, initiatives and long‐range plans.
The Board believes an orientation program is necessary for effective directorship.
1.

The Board will offer an orientation program for all newly elected directors to provide information on:
1.1

Role of the director and the Board;

1.2

Organizational structures and procedures of SCSS;

1.3

Board policy, agendas and minutes;

1.4

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

1.5

School programs and services;

1.6

Board’s function as an appeal body; and

1.7

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

2.

The Board Chair is responsible for ensuring the development and implementation of the Board’s
orientation program for newly elected directors. The Superintendent shall provide each director with
access to the Board Policy Manual and the Administrative Procedures Manual at the organizational
meeting following a general election or at the first regular meeting of the Board following a by‐election.

3.

Incumbent directors are encouraged to help newly elected directors become informed about the history,
functions, policies, procedures and issues.

Specific Responsibilities of Individual Directors
1.

Become familiar with SCSS’s policies and procedures, meeting agendas, and reports in order to participate
in Board business.

2.

Refer queries, or issues and problems not covered by Board policy, to the Board for corporate discussion
and decision.
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3.

Refer administrative matters to the Superintendent. The director, upon receiving a complaint from a
parent or community member about operations, will refer the parent or community member back to the
school as per Administrative Procedure 109, Parents Channels of Communications, for Concerns or
Appeals, and will inform the Superintendent of this action.

4.

Keep the Superintendent and the Board informed in a timely manner of all matters coming to his/her
attention that might affect SCSS.

5.

Assist the Superintendent with counsel and advice, providing the benefit of the director’s judgment,
experience and familiarity with the community.

6.

Attend Board meetings; participate in, and contribute to, the decisions of the Board in order to provide
the best solutions possible for education.

7.

Support the decisions of the Board and refrain from making any statements that may give the impression
that such a statement reflects the corporate opinion of the Board when it does not.

8.

When delegated responsibility, will exercise such authority within the defined limits in a responsible and
effective way.

9.

Participate, subject to Board approval, in Board/director development sessions so that the quality of
leadership and service can be enhanced.

10.

Stay current with respect to provincial, national and international educational issues and trends.

11.

Strive to develop a positive and respectful learning and working culture both within the Board and SCSS.

12.

Attend School community functions when possible.

Legal Reference:
Adopted:
Due for Review:

Section 9, SCSS Bylaws
June 21, 2018
June 2023
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Director Code of Conduct
Each director recognizes:






That directors are the children's advocates and their first and greatest concern is the best interest of
each and every one of these children, without distinction as to who s/he is or what her/his
background may be.
That, legally, the authority of the Board is derived from the province, which ultimately controls the
organization and operation of the Charter School and which determines the degree of discretionary
power left with the Board and the people of this community for the exercise of local autonomy.
That directors must never neglect their personal obligation to the community and their legal
obligation to the province, nor surrender these responsibilities to any other person, group, or
organization

In carrying out the role of director, the Board expects members to adhere to the
following Code of Conduct:
1.

Devote time, thought and study to the duties of a director so that they may render effective and
creditable service. Board members are expected to attend scheduled board and committee meetings
prepared to work collaboratively with each other and the administration.

2.

Work with their fellow directors in a spirit of harmony and cooperation in spite of differences of opinion
that arise during vigorous debate of points of issue.

3.

Consider information received from all sources and base personal decisions upon all available facts in
every case; unswayed by partisan bias of any kind, and thereafter, abide by and uphold the final majority
decision of the Board.

4.

Work together with fellow directors to communicate to the parents.

5.

Provide leadership to the school community through setting goals and policies for educational programs
and by regularly evaluating these in the light of the wishes and expectations of the community.

6.

Remember at all times that individual directors have no legal authority outside the meeting of the Board,
and therefore relationships and communications with school staff, the community, and all media are to be
conducted on the basis of this fact.

7.

Refrain from using the director position to benefit either oneself or any other individual or agency apart
from the total interest of SCSS.

8.

Recognize that a key responsibility of the Board is to establish the policies by which the system is to be
administered, and that the administration of the educational program and conduct of school business
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shall be left to the Superintendent and School Administration.
9.

Encourage active cooperation by stakeholders with respect to establishing policies.

10. Provide effective director service to the community in a spirit of teamwork and devotion to public
education as the greatest instrument for the preservation and perpetuation of our representative
democracy.
11. Represent the Board responsibly in all Board‐related matters with proper decorum and respect for others.
12. Represent the perceived concerns or needs of the community to the Board or Superintendent as
appropriate, and accurately communicate the Board’s decisions to those we serve.
13. Declare a pecuniary interest in a matter before the board or any committee of the board or any
commission, committee or agency to which the director is appointed as a representative of a board. The
director shall, if present:
• immediately disclose the general nature of the pecuniary interest prior to any discussion
of the matter;
• abstain from voting on any question relating to the matter;
• abstain from discussing the matter; and
• leave the room in which the meeting is being held until the discussion and voting on the
matter are concluded.
14.

Guidelines for collaborative meetings:








Chair will be addressed as “Chair”; Directors will be addressed as “Director”, “Director (insert last name)
or “Colleague”, administration to be addressed as Superintendent or Secretary Treasurer.
There will be two rounds of debate; each director will be permitted to speak once for 2 minutes during
each round of debate as required.
Directors will come prepared for meetings by reading all relevant materials and submitting all agenda
items to the Board Chair at least one week before the next board meeting if possible.
Board members will be engaged in board work during board meetings and will defer personal
communication unless there is an emergency, until after the meeting or during breaks.
Profanity or foul language will not be tolerated at the board table.
Directors will be respectful of one another and assume the best of one another.
As the Board Chairs controls meeting debates, all comments and questions will be made through the
board chair and directors will not speak until recognized by the Board Chair.

15. Board Members are expected to attend board meeting regularly. Directors who are absent from three (3)
consecutive regular meetings shall:
 Obtain authorization in advance by resolution of the Board to do so or:
 Provide the Board Chair with evidence of illness in the form of a medical certificate regarding the period
of absence: or
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Obtain a leave of absence ( for an extended period)
Failure to attend may result in disqualification.

The Director Code of Conduct Sanctions are included in Appendix A.

Legal Reference:
Adopted:
Due for Review:

Section 81, 82, 83 School Act
June 21, 2018
June 2023
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Appendix A – Director Code of Conduct Sanctions
1. Directors shall conduct themselves in an ethical and prudent manner in compliance with the Director
Code of Conduct. The failure by directors to conduct themselves in compliance with this policy may
result in the Board of Directors instituting sanctions.
2. A director who believes that a fellow director has violated the Code of Conduct should seek resolution of
the matter through appropriate conciliatory measures prior to commencing an official complaint under
the Code of Conduct.
3.

A director who wishes to commence an official complaint, under the Code of Conduct, shall file a letter
of complaint with the Chair or Vice Chair within thirty (30) days of the alleged event occurring, and
indicate the nature of the complaint and the section or sections of the Code of Conduct that are alleged
to have been violated by the director. The director who is alleged to have violated the Code of Conduct ,
and all other directors, shall be forwarded a copy of the letter of complaint by the Chair, or where
otherwise applicable, in what follows, by the Vice Chair, within five (5) days of receipt by the Chair of the
letter of complaint.

4. When a director files a letter of complaint, and a copy of that letter of complaint is forwarded to all
directors, the filing, notification, content, and nature of the complaint shall be deemed to be strictly
confidential, the public disclosure of which shall be deemed to be a violation of the Code of Conduct.
Public disclosure of the complaint and any resulting decision taken by the Board of Directors may be
disclosed by the Chair only at the direction of the Board of Directors, following the disposition of the
complaint by the Board of Directors at a hearing.
5. The Chair shall add the item to a meeting of the Board of Directors as soon as is reasonable.
6. A violation of the Code of Conduct shall result in the board sanctioning any or all of the following as it
sees fit:
6.1

6.2
6.3

The Chair writing a letter of censure marked “Personal and Confidential” to the director in
question. This occurs only after having such action discussed and agreed upon by a majority of
directors present at an in‐camera meeting of the Board of Directors. A majority of directors at a
public meeting of the Board of the Directors shall immediately approve this decision;
Presenting at a public meeting of the Board of Directors, a motion of censure against the
director in question; and,
Presenting at a public meeting of the Board of Directors, a motion to remove the director in
question from one (1), or more, of all Board of Directors appointments.

Adopted:
Due for Review:

June 21, 2018
June 2023
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Role of the Board Chair
The Board believes that its ability to discharge its obligation is enhanced when leadership and guidance is
forthcoming from its membership.
. The Board entrusts to its Chair primary responsibility for providing leadership and guidance.

The Board delegates to the Chair the following powers and duties:
1. Preside over all Board meetings and ensure that such meetings are conducted in accordance with the School
Act and the policies and procedures as established by the Board.
2. Shall be the official spokesperson of the Society but may delegate such authority in this regard as the
Chairperson, in consultation with the Board of Directors, deems appropriate;
3. Prior to each Board meeting, confer with the Vice‐Chair and the Superintendent on the items to be included
on the agenda, the order of these items, and become thoroughly familiar with them;
4. Perform the following duties during Board meetings:
1.1 Maintain the order and proper conduct and decorum of the meeting so that motions may be
formally debated;
1.2 Ensure that all issues before the Board are well‐stated and clearly expressed;
1.3 Display firmness, courtesy, tact, impartiality, and willingness to give everyone an opportunity to
speak on the subject under consideration;
1.4 Ensure that debate is relevant. The Chair, in keeping with his/her responsibility to ensure that
debate must be relevant to the question, shall, when s/he is of the opinion that the discussion is not
relevant to the question, remind members that they must speak to the question;
1.5 Decide questions of order and procedure, subject to an appeal to the rest of the Board. The Chair
may speak to points of order in preference to other members, and shall decide questions of order,
subject to an appeal to the Board by any member duly moved;
1.6 Submit motions or other proposals to the final decision of the meeting by a formal show of hands;
1.7 Ensure that each director present votes on all issues before the Board;
5. Keep informed of significant developments within SCSS.
6. Be responsible for ensuring the development and implementation of the Board’s orientation program for
newly elected directors.
7. Keep the Superintendent and the Board informed in a timely manner of all matters coming to his/her
attention that might affect SCSS.
8. Be in regular contact with the Superintendent to maintain a working knowledge of current issues and
events.
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9. Shall inform and work with the Superintendent in accordance with the wishes of the Society, the bylaws, the
School Act, and the Charter School Regulations.
10. Convey directly to the Superintendent such concerns as are related to him/her by directors, parents, or
students that may affect the administration of SCSS.
11. Bring to the Board all matters requiring a corporate decision of the Board.
12. May, from time to time, with the concurrence of the Board of Directors, approve the formation of ad hoc
committees of the Society or Officers and prescribe their functions and limitations, and appoint such
persons to sit thereon; provided however, that each appointment to membership on each committee shall
end on the day prior to the Annual General Meeting following such appointment.
13. Act as ex‐officio member of all committees appointed by the Board.
14. Act as a signing officer for SCSS.
15. Represent the Board, or arrange alternative representation, at official meetings or other public functions.
16. Address inappropriate behavior on the part of a director.
17. Ensure that the Board engages in annual assessments of its effectiveness as a Board.

Legal Reference:

Adopted:
Due for Review:

Section 11, SCSS Bylaws
Section 60, School Act
Section 6, Local Authorities Election Act
June 21, 2018
June 2023
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Role of the Vice Chair
The Vice‐Chair shall be elected by the Board at its first meeting following the Annual General meeting, to hold
office during the pleasure of the Board.

Specific Responsibilities
1. The Vice‐Chair shall act on behalf of the Board Chair, in the latter’s absence and shall have all the duties
and responsibilities of the Board Chair.
2. The Vice‐Chair shall assist the Board Chair in ensuring that the Board operates in accordance with its
own bylaws, policies and procedures and in providing leadership and guidance to the Board.
3. Prior to each Board meeting, the Vice‐Chair shall confer with the Board Chair and the Superintendent on
items to be included on the agenda, the order of these items and become thoroughly familiar with
them.
4. The Vice‐Chair shall perform all other duties and exercise all such powers as shall be from time to time
determined by the Board.
5. The Vice‐Chair shall be a signing authority for SCSS.

Legal Reference:
Adopted:
Due for Review:

Section 11 SCSS Bylaws
June 21, 2018
June 2023
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Board Operations
The Board believes that its ability to discharge its obligations in an efficient and effective manner is dependent
upon the development and implementation of a sound organization design. The board shall meet at a minimum
of once per month during the school year as outlined in the Bylaws. A quorum, which is a majority of the
number of directors specified in the By‐Laws of the Suzuki Charter School Society, must be present for every
duly constituted meeting.
The Board has adopted policies so that the business of the Board can be conducted in an orderly and efficient
manner.
Consistent with its objective to encourage all parents to contribute to the educational process, Board meetings
will be open to the public. Towards this end, the Board believes its affairs must be conducted in public to the
greatest extent possible.
The Board believes there are times when public interest is best served by private discussion of specific issues in
"in‐camera" sessions. The Board believes it is necessary to protect individual privacy and the Board's own
position in negotiating either salary agreements or contracts and therefore expects to go in‐camera for issues
dealing with individual students, individual employees, land, labour, litigation or negotiation.
The Board further believes having members of the public make presentations at Board meetings can enhance
public interest.
The Board also believes that public forums dealing with specific educational topics can enhance communications
and the effectiveness of the Board.
1. Organizational Meeting
An organizational meeting of the Board shall be the first meeting following the Annual General Meeting.
The organizational meeting shall include, but not be restricted to, the following:
1.1 Elect a vice‐chair;
1.2 Establish a schedule (date, time and place) for regular meetings, and any additional required
meetings;
1.3 Approve the annual work plan for the Board;
1.4 Create such standing or ad hoc committees of the Board as are deemed appropriate, and appoint
members;
1.5 Review director conflict of interest stipulations and determine any disclosure of information
requirements.
2. Regular Meetings
The dates of regular Board meetings shall be as established at the annual organizational meeting.
2.1 All meetings will ordinarily be held in the Suzuki Charter School;
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2.2 Notwithstanding the schedule noted in 1.2, the Board may, by resolution, alter the schedule in such
manner as it deems appropriate.
2.3 All directors shall notify the Board Chair or the Superintendent if they are unable to attend a Board
meeting.
2.4 This item is addressed in Policy 4, #15
2.4

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

3. Special Meetings
Occasionally, unanticipated or emergent issues require immediate Board attention and/or action. Special
meetings of the Board may be held from time to time as provided for in the bylaws of SCSS.
The nature of the business to be transacted must be clearly specified in the notice of the meeting. Unless all
directors are present at the special meeting, no other business may be transacted. Items can be added to
the agenda only by the unanimous consent of the entire Board.
4. In‐Camera Sessions
The Board may, by resolution, schedule an in‐camera meeting at a time or place agreeable to the Board or
recess a meeting in progress for the purpose of meeting in‐camera. Such resolutions shall be recorded in the
minutes of the Board and shall specify those individuals eligible to attend in addition to directors. The
reason for the In‐Camera session shall be limited to discussion pertaining to the following stated reasons:
4.1 Individual students;
4.2 Individual employees;
4.3 Bargaining issues;
4.4 Litigation issues;
4.5 Acquisition/disposal of property; and
4.6 Other topics that a majority of the directors present feel should be held in private, in the public interest.
The Board shall only discuss the matter that gave rise to the closed meeting. Directors and other persons
attending the session shall maintain confidentiality and not disclose the substance of deliberations at such
sessions.
The Board shall, during the in‐camera session, adopt only such resolution as is required to re‐convene the
Board in an open, public meeting.
5. Agenda for Regular Meetings
The Superintendent, Board Chair and Vice Chair are responsible for preparing an agenda for Board meetings
in accordance with board policy, practice and the School Act.
The board chair is responsible to review the draft agenda prior to distribution.
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5.1 The order of business at a regular meeting shall generally be as follows:
5.1.1 Call to Order


Approval of Agenda

5.1.2 Approval of Minutes



Minutes of Regular Board Meetings
Minutes of Special Board Meetings

5.1.3 Chairperson’s Report
5.1.4 Superintendent’s Report
5.1.5. Secretary Treasurer’s Report
5.1.6



Reports
Action Items
Information items

5.1.6 Delegations
5.1.7 Committee Reports
5.1.8 Comments from Parents, Staff and the Public
5.1.9 Notices of Motion
5.1.10 Adjournment
Items scheduled for a specific time shall be clearly identified on the agenda.
5.2 The agenda will be supported by copies of letters, reports, contracts and other materials as are pertinent
to the business that will come before the Board and will be of value to the Board in the performance of
its duties.
5.3 Items may be placed on the agenda in one of the following ways:
5.3.1 By notifying the Board Chair or Superintendent at least six days prior to the Board meeting.
5.3.2 By notice of motion at the previous meeting of the Board.
5.3.3 As a request from a committee of the Board.
5.3.4 Emergent issues that require Board action may arise after the agenda has been prepared. The
Board Chair, at the beginning of the meeting, shall ask for additions to and/or deletions from
the agenda prior to agenda approval. Changes to the agenda may be made by a majority of
those present
5.4. The agenda package, containing the agenda and supporting information, will be provided to each
director at least six (6) days prior to the date of the meeting. Subsequently, emergent information may
be sent electronically.
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5.5 The list of agenda items shall be posted on SCSS’s notice board and on the school website on the same
day it is distributed to directors. Any parent may inspect the agenda.
5.6 The Board will follow the order of business set by the agenda unless the order is altered or new items
are added by agreement of the Board.
5.7 During the course of the Board meeting, the majority of directors present may amend the agenda and
place items before the Board for discussion. The Board may take action on such items.
5.8 The Board will deal with all matters properly brought before it, unless referred to a committee by a
majority vote of the members present.
6. Minutes for Regular or Special Meetings
6.1 The minutes shall record:
6.1.1 Date, time and place of meeting;
6.1.2 Type of meeting;
6.1.3 Name of presiding officer;
6.1.4 Names of those directors and administration in attendance;
6.1.5 Approval of preceding minutes;
6.1.6 A brief summary of the circumstances which gave rise to the matter being debated by the
Board;
6.1.7 All resolutions, including the Board’s disposition of the same, placed before the Board, are to
be entered in full;
6.1.8 Names of persons making the motion;
6.1.9 Points of order and appeals;
6.1.10 Appointments;
6.1.11 Summarized reports of committees;
6.1.12 Recording of the vote on a motion when requested; and
6.1.13 Director declaration pursuant to the SCSS bylaws.
6.2 The minutes shall:
6.2.1 Be prepared as directed by the Superintendent;
6.2.2 Be reviewed by the Superintendent prior to submission to the Board;
6.2.3 Be considered an unofficial record of proceedings until such time as adopted by a resolution of
the Board; and
6.2.4 Upon adoption by the Board, be deemed to be the official and sole record of the Board’s
business.

SCSS Board Policy Manual

Page 20 of 56

Policy 7 – Board Operations
6.3 The Superintendent or designate shall ensure, upon acceptance by the Board, that appropriate initials
are appended to each page of the minutes, and that appropriate signatures are affixed to the concluding
page of the minutes.
6.4 The Superintendent or designate shall establish and maintain a file of all Board minutes.
6.5 Upon adoption by the Board, the minutes shall be open to public scrutiny through posting on the school
website or availability at the senior administration office.
7. Motions
Motions do not require a seconder, except in rare instances as described below.
7.1 General
7.1.1 All questions will be submitted to the Board by a motion of any director other than the Board
Chair.
7.1.2 After a motion has been submitted, the chairperson or any member may request that it be put
in writing or recorded before it is stated by the chairperson.
7.1.3 The motion must be read before the director who introduced the motion may speak on it.
7.1.4 The motion will be voted on unless, with the permission of the Board, it is withdrawn by the
mover.
7.2 Notice of Motion
The notice of motion serves the purpose of officially putting an item on the agenda of the next or
future regular meeting and gives notice to all directors of the item to be discussed. A notice of
motion is not debatable and may not be voted on. A director may present a notice of motion for
consideration at the next regular meeting of the Board or may specify another meeting date. A
director may also provide the Board Chair with a written notice of motion and ask that it be placed
on the agenda of the next regular meeting and read at the meeting.
The director will need not be present during the reading of the motion, however if the director is
not present, a seconder is required at the meeting at which the notice is given, otherwise the item
will be dropped.
7.3 Discussion on Motions
The custom of addressing comments to the Board Chair is to be followed by all persons in
attendance.
A Board motion or a recommendation from administration must generally be placed before the
Board prior to any discussion taking place on an issue. Once a motion is before the Board and until it
is passed or defeated, all speakers shall confine their remarks to the motion or to the information
pertinent to the motion.
7.4 Speaking to the Motion
The mover of a motion first and every director shall have an opportunity to speak to the motion
before any director is allowed to speak a second time.
The mover of the motion is permitted to close debate on the motion.
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The Board Chair has the responsibility to limit the discussion by a director when such a discussion is
repetitive or digresses from the topic at hand, or where discussion takes place prior to the
acceptance of a motion and adhere to the accepted code of behavior accepted by the board
directors annually.
No one shall interrupt a speaker, unless it is to ask for important clarification of the speaker’s
remarks, and any such interruption shall not be permitted without permission of the Board Chair.
Should a director arrive at the meeting after a motion has been made and prior to taking a vote, the
director may request further discussion prior to the vote.
The Board Chair shall rule on further discussion.
7.5 Reading of the Motion
A director may require the motion under discussion to be read at any time during the debate,
except when a director is speaking.
7.6 Recorded Vote
Whenever a director requests a recorded vote, before the vote is taken, the minutes shall record the
names of the directors who voted for or against the matter.
7.7 Required Votes
The Board Chair, and all directors present, unless excused by resolution of the Board or by the
provisions of the bylaws, shall vote on each question. Each question shall be decided by a majority
of the votes of those directors present.
A simple majority of a quorum of the Board will decide in favour of the question.
In the case of an equality of votes, the question is defeated. A vote on a question shall be taken by
open vote, expressed by show of hands.
7.8 Debate
In all debate, any matter of procedure in dispute shall be settled, if possible, by reference to
Robert’s Rules of Order. If this reference is inadequate, procedure may be determined by motion
supported by the majority of directors in attendance.
8. Delegations to Board Meetings
The Board believes that it has the responsibility to encourage parents of SCSS to bring matters of concern
regarding the education of children and the operation of SCSS to regular meetings of the Board. The Board
also believes it has a responsibility to conduct regular public meetings of the Board in an orderly and
efficient fashion. The Board will receive representations and delegations on any subject pertinent to Board
business provided the item has been placed on the agenda.
8.1 All delegations wishing to appear before the Board shall give seven (7) days’ notice thereof in writing to
the Board Chair or Superintendent before the meeting at which they wish to appear. The notice shall
contain sufficient information to enable the directors to become acquainted with the subject
beforehand. A copy of the request shall be sent to each director with the agenda for the meeting at
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which the delegation is to appear.
8.2 In an emergent situation where time does not permit adherence to this timeline, the Board may agree to
receive a delegation. The Superintendent shall acquaint the directors with the problem prior to receiving
the delegation.
8.3 A spokesperson(s) for the delegation must be identified.
8.4 Delegations are encouraged to keep their presentations brief, with a maximum of fifteen (15) minutes.
The Board Chair has the right to restrict the length of time for any delegation at any meeting.
8.5 Matters deemed to be of a sensitive and/or confidential nature shall be heard at an in‐camera session of
the Board. Personnel issues will not be discussed in an open forum.
8.6 In discussing matters with the delegation, the Board Chair shall act as spokesperson for the Board. The
Board will normally hear the matter presented to it without entering into discussion or debate.
However, individual directors or administrators may raise questions of clarification and address these to
the delegation. At no time during the presentation shall any director commit the Board to any specific
course of action.
8.7 The Board will not necessarily make a decision on the matter at the same meeting that a representation
or delegation is heard. Upon completion of the presentation, the Board Chair shall inform the delegation
when a decision, if required, will be made. Such decision will be communicated in writing to the
spokesperson.
9. Recording Devices
9.1 The Board expects that anyone wanting to use a recording device at a public Board meeting shall obtain
prior approval of the Chair.
10. Director Conflict of Interest
The director is directly responsible to the parents of SCSS and to the Board. Upon election to office, the
director must complete a disclosure of personal interest statement and accept a position of public trust. The
director is expected to act in a manner which will enhance the trust accorded the director, and through the
director, the trust accorded to the Board.
The Board is of the firm conviction that its ability to discharge its obligations is dependent upon the trust
and confidence of the electorate in its Board and in its director members. Therefore, the Board believes in
the requirement to declare conflict of interest
10.1 The director is expected to be conversant with sections 80‐86 of the School Act.
10.2 The director is solely responsible for declaring him/herself to be in possible conflict of interest.
10.2.1 The director shall make such declaration in open meeting prior to Board or committee
discussion of the subject matter which may place the director in conflict of interest.
10.2.2 Following the declaration of conflict of interest by a director, all debate and action shall cease
until the director has left the room.
10.3 It shall be the responsibility of the director in conflict to absent him/herself from the meeting in
accordance with the requirements of the School Act and ensure that his/her declaration and absence is
properly recorded within the minutes.
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10.4 The recording secretary will record in the minutes:
10.4.1 The director’s declaration;
10.4.2 The director’s abstention from the debate and the vote; and
10.4.3 That the director left the room in which the meeting was held.
11. Board Self‐Evaluation
11.1 The annual Board self‐evaluation process will complement the Superintendent evaluation process.
11.2 The purpose of the Board self‐evaluation is to answer the following questions:
11.2.1 How well have we fulfilled each of our defined roles in relation to our mission, goals and
objectives as a Board this past year?
11.2.2 How do we perceive our interpersonal working relationships?
11.2.3 How well do we receive input and how well do we communicate?
11.2.4 How well have we adhered to our annual work plan?
11.2.5 How would we rate our Board‐Superintendent relations?
11.2.6 How well have we adhered to our governance policies?
11.2.7 What have we accomplished this past year? How do we know?
11.3 The principles upon which the Board self‐evaluation is based are as follows:
11.3.1 A learning organization or a professional learning is focused on the improvement of practice.
11.3.2 A pre‐determined process for evaluation strengthens the governance functions and builds
credibility for the Board.
11.3.3 An evidence‐based approach provides objectivity.
11.4 The components of the Board self‐evaluation are:
11.4.1 Review of Board Performance
11.4.2 Monitoring Interpersonal Working Relationships
11.4.3 Monitoring Board Representation/Communication
11.4.4 Review of Annual Work Plan Completion
11.4.5 Monitoring Board‐Superintendent Relations
11.4.6 Review of Board Motions
11.4.7 Review of Board Governance Policies
11.4.8 Creating a Positive Path Forward

Legal Reference:
Adopted:
Due for Review:

Section 60, 75, 80, 81, 82, 83, 145, School Act
June 21, 2018
June 2023
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Committees of the Board
The Board may establish committees to assist with its work.

Working Committees
The Board of Directors shall have the power to constitute such working committees as it deems necessary to
assist the Board in fulfilling its mandate. In this regard, the Board of Directors shall:
1. Identify the chair of the working committee or make provisions for same;
2. Designate the composition of the working committee, or provide for a selection process for its members,
such a process to be consistent with the Bylaws and the School Act;
3. Define the role and tasks of the working committee, including timelines and budget, if necessary;
4. Define the reporting requirements of the working committee; and
5. Define other such requirements and regulations as the Board deems appropriate.

Standing Committees
Standing committees are established to assist the Board with work of an on‐going or recurring nature. At its
annual organizational meeting, the Board shall establish such standing committees as it deems necessary. Such
standing committees shall remain in place until the subsequent organizational meeting unless dissolved by
Board motion.
1

Facilities Committee

2.

Finance and Audit Committee and its sub committees



Casino
Bursary

3

Governance Committee

4.

Human Resources

Ad Hoc Committees
Ad hoc committees may be established at any meeting of the Board for the purpose of studying, investigating or
acting on specific matters; they cease to exist as soon as they have completed the specified task. Terms of
reference are outlined at the time of establishment. At any duly constituted meeting, the Board may establish
such standing or ad hoc committees as it deems necessary.
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Resource Personnel
The Superintendent may appoint resource personnel to work with committees and shall determine the roles,
responsibilities and reporting requirements of the resource personnel.

The Terms of Reference for the committees and subcommittees are included in Appendix B.

Legal Reference:
Adopted:
Due for Review:

Section 14, SCSS Bylaws
Section 60, School Act
June 21, 2018
June 2023

SCSS Board Policy Manual

Page 26 of 56

Appendix B – Committees and Sub‐Committees of the Board

Appendix B – Committees and Sub‐Committees of the Board
FACILITIES STANDING COMMITTEE
Terms of Reference
Purpose
In the event that significant changes to the facility are required, a committee will be established to deal with the
facilities issues at Suzuki Charter School.

Key Duties and Responsibilities
LEVEL OF AUTHORITY
Has absolute authority to direct the investigation and production of any report and/or make such
recommendations to the Board as it sees fit on any matter falling within its mandate.
REPORTING RELATIONSHIP
Chairperson of this committee will report directly to the Board via written report and/or oral reporting methods
at such times as the Chair may deem necessary or appropriate.

Composition and Appointments
The standing committee shall have a minimum of one Board Member, the Secretary‐Treasurer, and may include
other individuals who shall be members of the Society, unless pre‐approved by the Board.
The Board, in its sole discretion shall appoint Committee Members. Appointment of a Committee Member shall
be effective for a term determined by the Board at the time of appointment, and may be terminated at the
discretion of the Board. Any and all appointments must be ratified by the Board not less than once every 12
months.
Ad‐hoc sub‐committees may be formed as deemed necessary by the standing committee to carry out the
business of the committee. Any sub‐committee may include one or more board members or other individuals
who shall be members of the society, unless pre‐approved by the board. Creation of sub‐committees must be
approved by the board.

Meetings



Will be scheduled as needed and called by the Chairperson.
Minimum of one meeting annually if required.
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Meeting notes to be taken by a committee member, circulated to all committee members and a copy of
the notes forward to the Secretary Treasurer to be kept as part of the corporate records of the board.

Resources
FINANCIAL
None without Board authorization.
STAFF
None unless directed by the board.

Specific Annual Objectives
To report to the board all items of significant issues of concern which affect the existing facilities of Suzuki
Charter School.
To ensure a safe, healthy and functional facility.
To pursue improvements to existing facilities and/or additional or alternate facilities as deemed necessary by
the Board.
To monitor all Facilities Sub Committees.

Reports and Target Dates
Reports and target dates will be established by the Board or the Chair of the Committee, as needed having
regard to individual programs and/or concerns.

Review and Evaluation Process
Committees will be reviewed and evaluated as needed, but not less than once during the school year.

Adopted:
Due for Review:

June 21, 2018
June 2023
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FINANCE and AUDIT STANDING COMMITTEE
Terms of Reference
Purpose
To deal with oversight of the finances of Suzuki Charter School.
Chair of the Finance Committee, SCSS Board Chair, Superintendent and the Secretary Treasure will meet with
the auditor at the conclusion of the annual audit. This meeting will take place prior to the audited financial
statements being presented to the Board of Directors.
Budget reviews and development will occur to make recommendations to the Suzuki Charter School Board to
maintain fiscal responsibility and ensure the viability of Suzuki Charter School.

Key Duties and Responsibilities
LEVEL OF AUTHORITY
Has absolute authority to direct the investigation and production of any report and/or make such
recommendations to the Board as it sees fit on any matter falling within its mandate.
REPORTING RELATIONSHIP
Chairperson of this committee will report directly to the Board via written report and/or oral reporting methods
at such times as the Chair may deem necessary or appropriate.

Composition and Appointments
Minimum of one Board Member, the Secretary‐Treasurer and up to two other individuals who shall be members
of the Society, unless pre‐approved by the Board, to comprise each committee.
The Board, in its sole discretion shall appoint Committee Members. Appointment of a Committee Member shall
be effective for a term determined by the Board at the time of appointment, and may be terminated at the
discretion of the Board.
Any and all appointments must be ratified by the Board not less than once every 12 months.
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Meetings





Will be scheduled as needed and called by the Chairperson.
Minimum of one meeting annually if required.
Meeting notes to be taken by a committee member, circulated to all committee members and a copy of
the notes forward to the Secretary Treasurer to be kept as part of the corporate records of the board.
Shall be scheduled as needed and called by the Chairperson.

Resources
FINANCIAL
None without Board authorization.
STAFF
None unless directed by the Board.

Specific Annual Objectives
To report to the Board all items of significant issues of concern with the finances of Suzuki Charter School.

Reports and Target Dates
Reports and target dates will be established as needed by the Board or the Chair of the committee, with specific
attention given to individual programs and/or concerns.

Review and Evaluation Process
May be reviewed and evaluated as needed, with a minimum of quarterly reporting.
Monthly reporting provided by the Secretary‐Treasurer.

Adopted:
Due for Review:

June 21, 2018
June 2023
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FINANCE STANDING COMMITTEE
BURSARY ‐ SUB‐COMMITTEE
Terms of Reference
Purpose
To aid students who require financial assistance to maintain their Suzuki Charter School Music programs by
subsidizing monies required to participate in the music program, i.e.) private lessons, group lessons.

Key Duties and Responsibilities
LEVEL OF AUTHORITY
Has absolute authority to direct the investigation and production of any report and/or make such
recommendations to the Board as it sees fit on any matter falling within its mandate.
REPORTING RELATIONSHIP
Chairperson of the Bursary Committee will report directly to the Chair of the Finance via written report and/or
oral reporting methods at such times as the Chair may deem necessary or appropriate. However, at a minimum,
the Chair will report to the Chair of the Finance
committee not less than once per year.

Composition and Appointments
Minimum of one Board member plus up to two other individuals who shall be members of the Society, unless
pre‐approved by the Board. Selection committee will be comprised of two Board members and the Secretary
Treasurer. An appointment as a committee Member shall be effective for a term determined by the Board At
the time of appointment, and may be terminated at the discretion of the Board.
Any and all appointments must be ratified by the Board not less than once every 12 months.

Meetings




Will be scheduled as needed and called by the Chairperson.
Minimum of one meeting annually if required.
Meeting notes to be taken by a committee member, circulated to all committee members and a copy of
the notes forward to the Secretary Treasurer to be kept as part of the corporate records of the board.

Resources
FINANCIAL
None without Board authorization.
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STAFF
None without Board authorization.

Specific Annual Objectives
To report to the Chair of the Finance Committee all items of significant concern affecting the dispersion and
management of the Bursary Fund.

Reports and Target Dates
Reports and target dates will be established by the Board or Chair of the Committee, as needed.
Information sheets, application and forms will be available to members of the Suzuki Charter
School Society at the annual general meeting in November.
Applications and information sheets will be available to all members of the Society on the school’s website or
through the Senior Administration office

Review and Evaluation Process
Committee may be reviewed and evaluated as needed, but not less than once during the school
year.

Adopted:
Due for Review:

June 21, 2018
June 2023

SCSS Board Policy Manual

Page 32 of 56

Appendix B – Committees and Sub‐Committees of the Board

FINANCE STANDING COMMITTEE
CASINO SUB‐COMMITTEE
Terms of Reference
Purpose
To deal with all issues respecting any casinos held by the Suzuki Charter School Society

Key Duties and Responsibilities
LEVEL OF AUTHORITY
Has absolute authority to direct the investigation and production of any report and/or make such
recommendations to the Chair of the Finance Committee as it sees fit on any matter falling within its mandate.
REPORTING RELATIONSHIP
Chairperson of the Casino Sub Committee will report directly to the Chair of the Finance Committee via written
report and/or oral reporting methods at such times as the Chair may deem necessary or appropriate.
However, at a minimum, the Chair will report to the Board not less than two times per year.

Composition and Appointments
The Casino Sub Committee shall have a minimum of one member of the Society and may include other
individuals who shall be members of the Society, unless pre‐approved by the Board.
The Board, in its sole discretion shall appoint committee members.
Appointment of a Committee Member shall be effective for a term determined by the Board at the time of
appointment, and may be terminated at the discretion of the Board.
Any and all appointments must be ratified by the Board not less than once every 12 months.

Meetings



Will be scheduled as needed and called by the Casino Chair. No reporting is required in any given year
that a casino is not held.
Meeting notes to be taken by a committee member, circulated to all committee members and a copy of
the notes forward to the Secretary Treasurer to be kept as part of the corporate records of the board.
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Resources
FINANCIAL
None without Board authorization.
STAFF
None unless directed by the Board.

Specific Annual Objectives
To report to the Chair of Finance on all items of significant issues which may affect the operation of the casino.

Reports and Target Dates
Reports and target dates will be established by the Board or the Chair of the Committee.

Review and Evaluation Process
Committees will be reviewed and evaluated as needed or a minimum of twice yearly.

Adopted:
Due for Review:

June 21, 2018
June 2023
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GOVERNANCE STANDING COMMITTEE
Terms of Reference
Purpose
To deal with all governance issues related to Suzuki Charter School and/or the Suzuki Charter School Board.

Key Duties and Responsibilities
LEVEL OF AUTHORITY
Has absolute authority to direct the investigation and production of any report and/or make such
recommendations to the Board as it sees fit on any matter falling within its mandate.
REPORTING RELATIONSHIP
Chairperson of the Governance Committee will report directly to the Board via written report and/or oral
reporting methods at such times as the Chair may deem necessary or appropriate.
However, at a minimum, the Chair will report to the Board not less than two times per year.

Composition and Appointments
Minimum of one board member with an option of an additional two other individuals who shall be members of
the Society, unless pre‐approved by the Board.
The Board in its sole discretion shall appoint Committee Members.
An appointment as a Committee Member shall be effective for a term at the discretion of the Board. Any and all
appointments must be ratified by the Board not less than once every 12 months.

Meetings




Minimum of one meeting annually.
Meeting notes to be taken by a committee member, circulated to all committee members and a copy of
the notes forward to the Secretary Treasurer to be kept as part of the corporate records of the board.
Shall be scheduled as needed and called by the Chairperson.
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Resources
FINANCIAL
None without Board authorization.
STAFF
None unless directed by the Board.

Specific Annual Objectives
To report to the Board all items of significant issues of concern concerning the governance of Suzuki Charter
School and/or the Board.

Reports and Target Dates
Reports and target dates will be established by the Board or the Chair of the committee, as needed having
regard to individual programs and/or concerns.

Review and Evaluation Process
The Governance Committee may be reviewed and evaluated as needed, but not less than once during the school
year.

Adopted:
Due for Review:

June 21, 2018
June 2023
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HUMAN RESOUCES COMMITTEE
Terms of Reference
Purpose
The Purpose of the Human Resources Committee is to assist the Board with matter pertaining to its human
resources responsibilities. Specifically, the human Resources Committee will provide leadership for the annual
review of the Board’s performance, and the annual review of the Superintendent’s performance, including
consideration of remuneration, and for the coordination of professional development opportunities and
strategies for the Board.

Key Duties and Responsibilities
leadership for the annual review of the Board’s performance, and the annual review of the Superintendent’s
performance, including consideration of remuneration, and for the coordination of professional development
opportunities and strategies for the Board.
LEVEL OF AUTHORITY
Has absolute authority to direct the investigation and production of any report and/or make such
recommendations to the Board as it sees fit on any matter falling within its mandate.
REPORTING RELATIONSHIP
Chairperson of the Human Resources Committee will report directly to the Board via written report and/or oral
reporting methods at such times as the Chair may deem necessary or appropriate.
However, at a minimum, the Chair will report to the Board not less than two times per year.

Composition and Appointments
The Human Resources committee shall have a minimum of two board members, which must include the Board
Chair and the Vice Chair. The Board Chair may appoint one additional board director to the committee should
the need arise.
In the event the committee recommends hiring an external consultant, the decision will be made by board
motion.
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Meetings



Minimum of one meeting annually and shall be scheduled as needed and called by the Chairperson.
Meeting notes to be taken by a committee member, circulated to all committee members and a copy of
the notes forward to the Secretary Treasurer to be kept as part of the corporate records of the board.

FINANCIAL
None without Board authorization.

Specific Annual Objectives
To report to the Board on the annual evaluation of the Superintendent of Suzuki Charter School and the Board.

Reports and Target Dates
Reports and target dates will be established by the Committee.

Adopted:
Due for Review:

June 21, 2018
June 2023
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Policy Development and Review
Policy development is a key responsibility of the Board. Board policies, and the Suzuki School charter
approved by the Minister of Education, establish direction and guide the desired operation of the Suzuki
Charter School. Policies reflect the values directors bring as representatives of the parents to a specific
issue.
Adoption of new Board policies or revision of existing policies is solely the responsibility of the Board.
Board policies shall provide an appropriate balance between the responsibility of the Board to develop
the broad guidelines for SCSS and the opportunity for the Superintendent to exercise professional
judgment in the administration of the school.
The Board shall be guided in its approach to policy making by ensuring adherence to the requirements
necessary to fulfill the mandate of the Charter and compliance with the School Act and provincial
legislation. Further, while reserving unto itself the authority and responsibility to determine and adopt
policies, the Board encourages interested groups and individuals to participate in the policy making
process.

The Board shall adhere to the following stages in its approach to policy making:
1. Planning
The Board, in cooperation with the Superintendent, shall assess the need for a policy, either as a
result of its own monitoring activities or in response to a request from a director, the
administration, the School Council, a parent or a staff member, and identify the critical attributes of
each policy to be developed.
2. Implementation
The Board is responsible for the implementation of policies governing its own processes. The Board
and Superintendent share the responsibility for implementation of policies relating to the Board‐
Superintendent relationship. The Superintendent is responsible for the implementation of all other
policies.
3. Review
The Board, in cooperation with the Superintendent, shall review each policy in a timely manner in
order to determine whether it is meeting its intended purpose.
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Specifically
1. A policy need is established. The need for a new or revised policy can be initiated by any individual
or group and is communicated to the Superintendent.
2. All policies should:
2.1
Create a framework within which the Superintendent can discharge assigned
responsibilities.
2.2
Be capable of implementation and review.
2.3
Be limited to a single policy topic and written in clear, concise language.
3. The Board may choose to pass the policy in its draft or amended form, or direct that the draft policy
be circulated to appropriate interest groups for input/comment. The following groups may be
consulted:

4.

3.1

School Administration

3.2

Parents

3.3

Teachers

3.4

School Council

3.5

Non‐certificated staff

If the policy is circulated to appropriate interest groups, at a subsequent meeting, the policy in its
original or amended form shall be given further consideration and recommended for approval.

5. Policy shall be approved by Board motion.
6. New or revised policies will become effective on the date of Board approval unless otherwise
indicated in a Board motion.
7. In the absence of existing policy, the Board may make decisions, by resolution, on matters affecting
SCSS. Such decisions carry the weight of policy until such time as specific written policy is developed.
8. The Board may direct that an administrative procedure be written as a draft Board policy, and will
provide the rationale for same.
9. The Superintendent must develop administrative procedures and may develop such other
procedures as deemed necessary for the effective operation of SCSS; these must be in accordance
with Board policies. The Superintendent must inform the Board of any changes to administrative
procedures.
10. The Board may also, in its discretion and as it deems appropriate, delete a policy and may assign the
Superintendent authority over this area. The Superintendent may choose to then develop an
administrative procedure relative to this matter.
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11. All Board policies shall be posted on the school’s website and notification of any changes sent to
directors, school administration and staff.

Policy Review
1. The Board, with support and advice from the administration, shall be responsible for overseeing the
policy review process in accordance with the following:
1.1

Each policy shall be reviewed at a minimum of every five years.

1.2

The Superintendent shall make recommendations to the Board for revision, deletion or
reclassification of existing policies identified through the review process.

Legal Reference:
Adopted:
Due for Review:

Section 60, School Act
June 21, 2018
June 2023
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Role of the Superintendent
The Superintendent is the Chief Executive Officer of the Board and the Chief Education Officer for the
School. The Superintendent reports directly to the corporate Board, and is accountable to the Board of
Directors for the conduct and operation of the school.
The Superintendent is the head of the Suzuki Charter School Society for the purposes of the Freedom of
Information and Protection of Privacy Act.

Specific areas of responsibility, competencies and indicators as outlined in the
Superintendent Leadership Quality Standards.
1.
2.
3.
4.
5.
6.
7.

Building Effective Relationships
Modeling Commitment to Professional Learning
Visionary Leadership
Leading Learning
Ensuring First Nations, Metis and Inuit Education for all Students
School Authority Operations and Resources
Supporting Effective Governance

The annual evaluation of the Superintendent shall be conducted in accordance with Policy 8

Adopted:
Due for Review:

June 21, 2018
June 2023
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Role of the Secretary/Treasurer
Under the School Act, the Board shall appoint a Secretary and a Treasurer or one person to act as
Secretary‐Treasurer.
The Board expects that the Secretary‐Treasurer will carry out his/her responsibilities in accordance with
SCSS and Alberta Education policy and regulations, the School Act, applicable provincial and federal
statutes and within the provisions of contract of employment.
1. Subject to the School Act and Alberta Education policy and regulations, the Board is responsible for
appointing the Secretary‐Treasurer.
2. The following shall apply to the role of the Secretary‐Treasurer:
2.1. The Secretary‐Treasurer reports directly to the Superintendent and or the Board as the Board
may from time to time direct.
2.2. Responsibility for evaluation of the Secretary‐Treasurer shall rest with Superintendent.
2.3. The Secretary‐Treasurer’s contract is negotiated directly with the Board.
3.

The duties and responsibilities of the Secretary‐Treasurer shall include:
3.1.
Administration of all SCSS business functions in a manner that is consistent with standard
accounting procedures and legal and ethical requirements;
3.2.
Planning for and control of the expenditure of public funds to achieve SCSS goals;
3.3.
Care and control of SCSS assets;
3.4.
Provision of regular reports regarding the financial operations of the SCSS;
3.5.
Provision of advice on all financial and business matters and the development and
recommendation of related policies and practices for consideration;
3.6.
Provision of assistance and advice with respect to contracts and labour relations issues and
concerns;
3.7.
Proper tendering and contracting procedures;
3.8.
Recording and compiling of minutes for all regular and special meetings of the Board;
3.9.
Liaison with Alberta Education, local municipalities and other organizations or agencies as
required;
3.10. Carrying out of any other duties that the Secretary–Treasurer may be required to do, from
time to time, as dictated by the School Act or by Board policy, and;
3.11. Other duties and responsibilities as may be assigned by the Superintendent. and or such
other additional responsibilities as may be assigned by the Board

Legal References:
Adopted:
Due for Review:

Section 116, School Act
June 21, 2018
June 2023
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Appeals and Hearings Regarding Student Matters
Under section 124 of the School Act, the only matters on which the Minister of Education will consider
appeals are:
1.
2.
3.
4.

Special education placement;
Language of instruction;
Home education programs;
Student expulsion;

The Board will hear appeals on administrative decisions on all matters other than expulsion of students,
which are submitted in accordance with section 123 of the School Act and that significantly affect the
education of a student.

A.

All Matters Other Than Expulsion of a Student
1. Prior to a decision being appealed to the Board, it must be appealed to the Superintendent.
2. Parents of students, and students 16 years of age or over, have the right to appeal to the Board
a decision of the Superintendent. The Superintendent must advise parents and students of this
right of appeal.
3. The appeal to the Board must be made within five days from the date that the individual was
informed of the Superintendent’s decision. The appeal must be filed in writing and must contain
the name of the party filing the appeal, the date, the matter at hand, and the reason for the
appeal.
4. Parents or students as above, when appealing a decision to the Board, have the right to be
assisted by a resource person(s) of their choosing. The responsibility for engaging and paying for
such assistance rests with the parents or students.
5. The hearing of the appeal must be scheduled so as to ensure that the person making the appeal
and the Superintendent, or designate, whose decision is being appealed, has sufficient notice
and time to prepare for the presentation.
6. The appeal will be heard in‐camera, with specified individuals in attendance.
7. The appeal hearing will be conducted in accordance with the following guidelines:
7.1

The Board Chair will outline the purpose of the hearing, which is to provide:
7.1.1

An opportunity for the parties to make representation in support of their
respective positions to the Board. This information may include expert medical,
psychological and educational data and may be presented by witnesses. The
information presented may include both written and verbal communications;
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7.1.2

The Board with the means to receive information and to review the facts of the
dispute;

7.1.3

A process through which the Board can reach a fair and impartial decision.

7.2

Notes of the proceedings will be recorded for the purpose of the Board’s records.

7.3

The Superintendent and/or staff will explain the decision and give reasons for the
decision.

7.4

The appellant will present the appeal and the reasons for the appeal and will have an
opportunity to respond to information provided by the Superintendent and/or staff.

7.5

The Superintendent and/or staff will have an opportunity to respond to information
presented by the appellant.

7.6

Directors will have the opportunity to ask questions or clarification from both parties.

7.7

No cross‐examination of the parties shall be allowed, unless the Chair deems it advisable
under the circumstances.

7.8

The Board will meet without the respective parties to the appeal in attendance to arrive at
a decision regarding the appeal. The recording secretary will remain in attendance. The
Board may have legal counsel in attendance.

7.9

If the Board requires additional information or clarification in order to make its decision,
both parties to the appeal will be requested to return to the hearing for the required
additional information.

7.10 The Board decision and the reasons for that decision will be communicated to the
appellant by telephone and confirmed in writing following the hearing. Included in the
communication to the appellant shall be information that the appellant has the right to
seek a review by the Minister if the appellant is dissatisfied with the decision of the Board,
if the matter under appeal is a matter described in Section 124 of the School Act.

B.

Expulsion of a Student
The Board Committee of the Whole will hear representations with respect to a recommendation for
a student expulsion in accordance with sections 24 and 25 of the School Act.
If a student is not to be reinstated within five school days of the date of suspension, the Principal
shall immediately report in writing all the circumstances of the suspension and provide a
recommendation to the Board Committee of the Whole through the Office of the Superintendent.
The Board Committee of the Whole will convene in an in‐camera session upon the call of the
Superintendent, but in no event shall the meeting occur later than ten school days from the first day
of suspension.
Parents of students, or students 16 years of age or over, have the right to be assisted by a resource
person(s) of their choosing. The responsibility for engaging and paying for such assistance rests with
the parents or students.
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The Board Committee of the Whole may have legal counsel in attendance.
Notes of the proceedings will be recorded for the purpose of the Board’s records.
The expulsion hearing will be conducted in accordance with the following guidelines:
1. The Chair will outline the purpose of the hearing, which is to:
1.1

Provide an opportunity to hear representations relative to the recommendation from the
Principal;

1.2

Provide an opportunity for the student and/or the student’s parents to make
representations;

1.3

Reinstate or expel the student.

2. The Chair will outline the procedure to be followed, which will be as follows:
2.1

The Principal will present the report documenting the details of the case and the
recommendation to expel the student;

2.2

The student and the student’s parents will be given an opportunity to respond to the
information presented and to add any additional relevant information;

2.3

The members of the Board Committee of the Whole will have the opportunity to ask
questions of clarification from both the Principal and the student and the student’s
parents;

2.4

The Superintendent or designate will provide information on possible educational
programming for the student should the expulsion be upheld.

2.5

The Board Committee of the Whole will meet, without either the administration or the
student and the student’s parents present, to discuss the case and the recommendation.
The recording secretary may remain in attendance. Legal counsel may also remain in
attendance.

2.6

Should the Board Committee of the Whole require additional information, both parties
will be requested to return in order to provide the requested information;

2.7

The Board Committee of the Whole will then make a decision to either reinstate or expel
the student; and

2.8

The Board Committee of the Whole decision shall be communicated in writing to the
student and the student’s parents within 5 days of the hearing, with copies being provided
to the Principal and the Superintendent. (The Superintendent’s office will attempt to
inform the parent(s) and the student of the decision by telephone or personal
communication as soon as possible after a decision has been reached.)

3. If the Board Committee of the Whole’s decision is to expel the student, the following
information must be included in the letter to the student and the student’s parents:
3.1

The length of the expulsion which must be greater than 10 school days;

3.2

The educational program to be provided to the student and the name of the individual to
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be contacted in order to make the necessary arrangements; and
3.3

The right of the student and the student’s parents to request a review of the decision by
the Minister of Education.

4. Expulsion is at the discretion of the Committee. The Board Committee of the Whole, in making
its decision, shall take into account the circumstances under which the student committed the
offence. The following offences may be considered by the Committee as justification for
expulsion:
4.1

Open opposition to the authority of the staff;

4.2

Conduct deemed to be injurious to the general tone and well being of the student
population being served by the school and the staff employed by the Society; including
conduct enacted through technological means, regardless of the place of occurrence.

4.3

Willful disobedience over a prolonged period or in a single instance where the
disobedience endangers the students, teacher, building or general climate of orderly
behavior;

4.4

Habitual neglect to do work that is assigned to the student and which is within his/her
competence to complete;

4.5

Profane or indecent language in the presence of other students or before staff;

4.6

Threats of physical violence or acts of violence against a staff member or a serious
unprovoked attack on other students;

4.7

Any act of indecency in a school building, on the school grounds, or on a school bus;

4.8

Failure to observe and to obey any reasonable rule, regulation or procedure established
by a staff member for maintaining a climate of behavior conducive to learning;

4.9

Willful or malicious damage to school property or equipment;

4.10 Prohibited use of drugs, alcohol, or tobacco; or
4.11 Use of explicit materials.
It is expected that all students will comply with section 12 of the School Act, Board policy and school
Administrative Procedures.

Legal Reference:
Adopted:
Due for Review:

Section 10, 12, 24, 25, 60, 123, 124, 125 School Act
June 21, 2018
June 2023
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Hearings on Termination of Teacher Contracts of Employment
The Suzuki Charter School Society includes administration in its definition of “teacher”.
The Superintendent may make a recommendation to the Board to terminate a contract of employment
with a teacher or to terminate a designation of a teacher. In terminating a contract of employment or a
designation, the Board shall act reasonably.
The Board or the Superintendent may suspend a teacher from the performance of the teacher’s duties
in accordance with Section 105 of the School Act. The teacher may appeal such suspension to a Board of
Reference. The Board of Directors may make an investigation of the circumstances and may reinstate
the teacher pursuant to sections 105(8) to 105(11) of the School Act, or it may terminate the contract of
employment in accordance with Section 107 of the School Act.

Specifically
1. Termination of Contract or Designation
1.1

1.2

When the Superintendent has decided to make a recommendation to the Board to terminate
a teacher's contract, or terminate a designation, the Superintendent shall forward that
recommendation:
1.1.1

To the teacher, not less than 14 days before the scheduled date of the meeting at
which the recommendation shall be considered; and

1.1.2

To the Board, through the recording secretary, in accordance with the practice for
regular Board meetings.

1.1.3

All supporting documentation and the names of any witnesses to be called shall be
forwarded by the Superintendent to the teacher not less than 14 days before the date
of the hearing.

One adjournment of the meeting of no more than 14 days shall be granted by the Board Chair,
provided that:
1.2.1

A request is submitted in writing to the recording secretary by the teacher no less
than seven days before the originally scheduled date of the meeting; or

1.2.2

The request, although not submitted in accordance with clause 2.2.1 is supported
with reasons that the Board Chair considers valid, including the reason the request
was not submitted within the required period.

1.2.3

The Board Chair may seek submissions from the Superintendent, as a party to the
appeal, about whether to grant an adjournment.

Where reasonable, the Board Chair may grant further adjournments.
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2. Suspension
2.1

Should the Board determine that it is necessary to suspend the services of a teacher for
reasons noted in Section 105 (1) of the School Act; the Board shall provide the teacher with
written notice of the suspension specifying the reasons for the action.

2.2

A teacher wishing to appeal the suspension to the Board must submit a request in writing to
the recording secretary with a copy being provided to the Superintendent, within one week of
receipt of the notice of suspension.

2.3

The Board shall meet to hear the appeal within three weeks of having received the written
request from the teacher.

2.4

The recording secretary shall advise the teacher in writing of the date, time and location of the
Board meeting at which the appeal will be heard.
3. Provision of Information
3.1

Any written materials the teacher or the Superintendent wishes the Board to consider must be
submitted to the recording secretary not less than four days prior to the scheduled date of the
meeting. The recording secretary will provide copies to the Board, the Superintendent, and
the teacher.

3.2

The teacher or the Superintendent may be accompanied by counsel or other representative,
and may bring witnesses if, not less than four days prior to the scheduled date of the meeting,
the following is provided by the teacher or the Superintendent in writing:
3.2.1

The names of counsel, other representatives, and any witnesses; and

3.2.2

An explanation satisfactory to the Board Chair as to why the witnesses' evidence may
not be adequately presented in writing.
4. Procedure at Hearings
4.1

Notes of the proceedings will be recorded for the purposes of the Board’s records.

4.2

The Superintendent and the teacher shall be given an opportunity to make introductory and
closing statements.

4.3

If the Superintendent considers it necessary to have witnesses appear on behalf of the
recommendation, they shall be called to appear prior to the teacher making any
representations.

4.4

Directors shall ask questions of a witness only after the party calling the witness has
completed its presentation.

4.5

The presentation of the teacher's case shall commence after the Superintendent has
presented his/her evidence.

4.6

After the teacher's closing statement, the Superintendent shall have an opportunity to
respond to information presented by the teacher.

4.7

Directors will have the opportunity to ask questions or clarification from both parties.
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4.8

No cross‐examination of witnesses shall be allowed, unless the Board Chair deems it
advisable.

4.9

The Board will meet without the respective parties to the appeal in attendance to arrive at a
decision regarding the appeal. The recording secretary will remain in attendance. The Board
may have legal counsel in attendance.

4.10 If the Board requires additional information or clarification in order to make its decision, both
parties to the appeal will be requested to return to the hearing for the required additional
information.
4.11 The Board decision will be communicated to the teacher in writing following the hearing.

Legal Reference:
Adopted:
Due for Review:

Section 104, 105, 107, 109, School Act
June 21, 2018
June 2023

SCSS Board Policy Manual

Page 50 of 56

Policy 14 – Recruitment and Selection of Personnel

Recruitment and Selection of Personnel
The Board believes that the recruitment and selection of administrative personnel is a shared
responsibility between the Board and the Superintendent.
The Board further believes strong leadership and administration for the Society and school are essential
to the effective and efficient operation of the Suzuki Charter School Society.

Specifically
1.

The Board, in the case of the Superintendent, or the Superintendent or designate, in all other
instances, will assume the sole responsibility for initiating the advertising process and will make
reasonable effort to ensure that all current employees are made aware of staff vacancies.

2. The Board has the sole authority to recruit and select an individual for the position of
Superintendent.
3. The following process will be followed for the positions of Secretary‐Treasurer and School Principal:
3.1

The Superintendent shall be responsible for the creation of a short list of candidates for
these positions.

3.2

The Superintendent and a committee of two directors shall constitute the interview team.
The Secretary‐Treasurer may be invited to participate in the interviews for the principal.

3.3

The decision will be made by consensus of the interview team.

3.4

Each position shall have a role description and each person occupying one of the positions
shall have a written contract of employment.

4. The Superintendent and/or Secretary‐Treasurer will recruit and select staff for all board office
positions not including the senior administration level detailed above, and will recommend the
successful candidate to the Board for its approval.
5. The Principal, under the supervision of the Superintendent, will recruit and select staff for all other
school‐based positions, and will recommend the successful candidate to the Board for its approval.
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6. In the event of an unexpected or short‐term vacancy, the Superintendent or designate, may
recommend the appointment of an “acting Principal” or “acting Vice‐Principal” to the Board for its
approval without going through a formal selection process.

7. All offers of employment shall be conditional on board approval and the successful applicant
providing a criminal records check and a Child Welfare Check that is acceptable to the
Superintendent or designate. Additionally, the Superintendent may require documentation
certifying that the candidate is medically fit for the position.

Legal References:
Adopted:
Due for Review:

Sections 60, 97, 113, 116 School Act
June 21, 2018
June 2023
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Sexual Orientation and Gender Identity
The Board of Directors is committed to establishing and maintaining a safe, inclusive, equitable, and
welcoming learning and teaching environment for all members of the school community. This includes
those students, staff, and families who identify or are perceived as lesbian, gay, bisexual, transgender,
transsexual, two‐spirit, queer or questioning their sexual orientation, gender identity, or gender
expression. The Board expects all members of this diverse community to be welcomed, respected,
accepted, and supported at SCS.
All members of the school community have the right to learn and work in an environment free of
discrimination, prejudice, and harassment. This right is guaranteed under the Canadian Charter of Rights
and Freedoms, Alberta Human Rights Act, and Alberta School Act. These rights shall be supported, and
enforced so that all members of the school community may work together in an atmosphere of mutual
respect and appreciation for individual differences. The Board will not tolerate harassment, bullying,
intimidation, or discrimination on the basis of a person's actual or perceived sexual orientation, gender
identity, or gender expression.
The Board believes that all sexual and gender minority students, staff and families have the right to:
 be treated fairly, equitably, and with dignity and respect;
 have their confidentiality protected and respected;
 self‐identification and determination;
 freedom of conscience, expression, and association;
 be fully included and represented in an inclusive, positive, and respectful manner by all school
personnel;
 have equitable access to the same supports, services, and protections provided to heterosexual
students and families;
 have avenues of recourse (without fear of reprisal) available to them when they are victims of
harassment, prejudice, discrimination, intimidation, bullying, and/or violence; and
 have their unique identities, families, cultures, and communities included, valued and respected
within all aspects of the school environment.
The Board is committed to implementing measures that will:
 Define appropriate expectations, behaviors, language, and actions in order to prevent
discrimination, prejudice, and harassment through greater awareness of, and responsiveness to,
their harmful effects.
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 Ensure that all such discriminatory behaviors and complaints will be taken seriously,
documented, and dealt with expeditiously and effectively through consistently applied policy
and procedures.
 Improve understanding of the individual lives of sexual and gender minorities and their families’
cultures and communities.
 Develop, implement, and evaluate inclusive educational strategies, professional development
opportunities, and administrative guidelines to ensure that sexual and gender minorities and
their families are welcomed and treated with respect and d dignity in all aspects of the school
community.
Supports for student organizations:
1. If one or more with students attending Suzuki charter school request a staff member for
support to establish a voluntary student organization, or to lead an activity intended to
promote a welcoming, caring, respectful and safe learning environment that respects
diversity and fosters a sense of belonging, the principal shall;
(a) Immediately grant permission for the establishment of the student organization or
the holding of the activity at the school, and
(b) Subject to subsection (4), within a reasonable time from the date that the principal
receives the request designate a staff member to server as the staff liaison to facilitate
the establishment and the ongoing operation, of the student organization or to assist in
organizing the activity.
2. The students may select a respectful and inclusive name for the organization or activity,
including the name “gay‐straight alliance” or “queer‐straight alliance”, after consulting
with the principal.
3. For greater certainly, the principal; shall not prohibit or discourage students from
choosing a name that includes “gay‐straight alliance” or “queer‐straight”.
4. The principal shall immediately inform the board and the Minister if no staff member is
available to serve as a staff liaison refereed in subsection (1), and if so informed the
Minister shall appoint a responsible adult to work with the requesting students in
organizing the activity or to facilitate the establishment, and the ongoing operation, of
the student organization.
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5. The principal is responsible for ensuring that notification, if any, respecting a voluntary
Student organization or an actively referred to in subsection (1) is limited to the fact of
the establishment of the organization or the holding of the activity and is otherwise
consistent with the usual practices relating to notifications of other student
organizations and activities

REFERENCES
School Act – Sections 45.1 (including section 16.1), 45(8)
Freedom of Information and Protection of Privacy Act – Section 40, 42
Alberta Human Rights Act
Alberta Teachers' Association Code of Professional Conduct
Alberta Teachers' Association Declaration of Rights and Responsibilities
Canadian Charter of Rights and Freedoms
United Nations Convention on the Rights of the Child
Freedom
Adopted:
Due for Review:

June 21, 2018
June 2023
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Research
Charter schools are expected to be actively engaged in educational research with the intent that strong
educational practices in charter schools be shared with other schools for the benefit of all Alberta’s
students.
“Research is defined as any process that gathers information for the purpose of dissemination of
findings through publications, presentations, collegial sharing or fulfillment of degree requirements for
the improvement of practice that enhances teaching and learning.” 1
Suzuki Charter School Society encourages relationships with Alberta Education, colleges, universities,
agencies and individuals engaged in research that improves teaching and learning.
The Board will consider educational research in Suzuki Charter School following these guidelines:
1. Research projects should focus on educational practices.
2. The researcher(s) are aware of the operations of SCS as outlined in the school charter.
3. Prospective use of the findings must be of benefit to SCS and to all students in Alberta.
4. Proposed projects must include cost analysis.
5. All research and scholarship undertaken in Suzuki Charter School must have Superintendent’s
approval.
6. Possible benefits to school must be identified.
7. All researchers must be affiliated with a recognized university with a graduate degree status.
8. Ethics approval from the affiliated university must be provided to the Superintendent prior to
final approval
Duties of the Superintendent
1. Promote research at Suzuki Charter School.
2. Ensure research ethics and values are acceptable as stated in the policy of the sponsoring
agency (ies).
3. Seek input from school administration on research projects; collaborate with school
administration and researchers regarding implementation protocols.
4. Bring forward research projects that have satisfied all criteria to the board for consideration.
5. Where appropriate share research developments with stakeholders, communicate successes
and publish findings.

Legal Reference: Section 25, School Act
Adopted:
June 21, 2018
Due for Review:
June 2023

SCSS Board Policy Manual

Page 56 of 56

