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PURPOSE AND STRUCTURE

This Policies, Guidelines and Procedures Manual created by and for the
Nisichawayasihk Education Authority of the Nisichawayasihk Cree Nation has
been developed and compiled to provide clear and definitive direction for the
management and operation of NCN’s education programs and schools.
Individual policies, guidelines and procedures may be adjusted and revised when

necessary over time.
The manual contains four main sections and related subsections:

* Policies: Series 100 to 1100
* Appendix 1 — Job Descriptions
* Appendix 2 — Performance Appraisal Forms

* Appendix 3 — Forms, Agreements and Miscellaneous Information
A contents page prefaces each section.

Questions about this manual and its contents should be directed to the Director

of Education.
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INTRODUCTION

The Nisichawayasihk Education Authority Policy Manual has been developed
and approved to provide direction for student education and the administration
and management of Education Authority affairs. The Board expects all
employees to familiarize themselves with the Handbook content and adhere to
the intent of policies at all times. Recommendations for changes to policies are
welcomed at all times and should be submitted to the Director of Education.
Everyone holding or responsible for a handbook is responsible for ensuring
his/her copy is kept up to date as the Board provides changes to existing polices

or the adoption of new policies.

The Board recognizes the valuable input provided by the staff and community in
developing the Policy Manual and wishes for the same cooperation to be

extended in implementing the policy intent.

ABOUT OUR LOGO

Mr. Larry Tait developed the Nelson House Education Authority Inc. logo in 1982
as symbolizing the "Cree Way". The central red disk represents the sun, on
which all life is dependent. The circles around the sun are broken to remind us of
the four seasons, which provide a time for planting, a time for growth, a time for

the harvest and a time to let the land lay fallow.

From the seasons we recall the human cycle of birth, growth, maturity and death,
which in turn impress on us the swift passage of time. The red and blue notches
extending out stand for the three communities: the Métis Settlement, Dog Point,
and the Central habitat, separated from each other by water, but united and
strong in purpose. The sun's streaming rays form the cardinal points of the
compass and inform us of the many directions available for each of us to choose
as we travel through life. Whichever path you choose my child, always keep faith

with your people. This is the "Cree Way".
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INDEX - POLICIES

Policy Series 100: Foundations and Beliefs

101 Education Authority Legal Status
102 Educational Philosophy
103 Goals of Education

104 Control of Indian Education

105 Community Involvement in Decision-Making

106 Staff Involvement in Decision-Making

107 Relationship with Chief and Council

108 Relationship with the Province and Federal Government
109 Recognition of Accomplishments

Policy Series 200: Board Governance and Operations

201 School Board Authority

202 School Board Powers and Duties

203 Organizational Structures and Lines of Authority

204 School Board Elections, Eligibility and Removal from Office
205 School Board Member Code of Ethics

206 Board Member Conflict of Interest

207 Board Member Honorarium, Expenses and Insurance
208 Board Member Development Opportunities

209 New Board Member Orientation

210 School Board Meetings

211 Board Meeting Conduct

212 Board Meeting Agenda

213 Board Meeting Minutes

214 Community Information Program
215 Community Participation at Board Meetings (Delegations)
216 School Board Chairperson Powers and Duties

217 School Board Committees
218 Board — Director Relationship

219 Policy Dissemination and Implementation

220 Policy Review and Evaluation

221 Suspension of Policies

222 Board Review of Administrative Decisions and Rules

223 Administration in the Absence of Policy
224 Board — Staff Communication
225 Consultants to the Board

Policy Series 300: General Administration

301 Director of Education
302 Director of Education — Compensation and Benefits
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303 Director of Education - Professional Development
304 Program Evaluation

305 School Evaluation

306 System Evaluation

307 School Year Calendar

308 School Staff Meetings

309 Approval of School Handbooks

310 Reports of Accidents at School

Policy Series 400: Business Finance Administration

401 Budget Policy

402 Capital Budget

403 Authorized Signature

404 Bank Borrowing

405 Sale of Obsolete Property

406 Tendering Policy

407 Purchasing

408 Payroll

409 Government Forms — T4's and ROA's
410 Post-secondary Students Advance
411 Leave of Absence

412 Sick Leave Payout

413 Call-Out

414 Health and Group Insurance

415 Approved Overtime for Support Staff
416 Employment Expenses

417 Computer Purchase Plan

418 Payment of Accounts

419 Deposit of Education Funds

420 Cash in School Buildings

421 Accounting for School Funds

422 Replacement of Equipment

423 Goods for Sale on School Property

424 Inventories

425 Disposal of Education Authority Property

Policy Series 500: Personnel and Employee Relations

501 Employee Relations
502 Staff Ethics

503 Staff Conduct

504 Staff Recruitment

505 Employment Contracts
506 Personnel Records
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507 Staff Assignments

508 New Staff Orientation

509 Staff Conflict of Interest

510 Complaints About Staff

511 Staff Complaints and Grievances

512 Staff Involvement in Decision Making

7y Staff Participation in Community Activities
514 Non-School Employment by Staff members

215 Discipline, Suspension, and Dismissal of Professional Staff
516 Reduction in Professional Staff Workforce
517 Staff Leaves and Absences

518 Vacations - Senior Management and Support Staff
519 Professional Staff Workload
520 Discipline, Suspension, and Dismissal of Support Staff
521 Staff Professional Development Opportunities
522 Board - Staff Communication
523 Staff - Student Relations
524 Staff Resignations
525 Compliance with Education Authority Policy
and Band Council By-Laws

Policy Series 600: Programs and Services

601 Instructional Goals

602 Curriculum Guides and Course Outlines
603 Curriculum Development and Approval
604 Organization for Instruction and Schedules
605 Distance Education Program

606 Mature Student Program

607 Post-Secondary Education Opportunities
608 Nehitho (Cree) Language Instruction
609 A  Religious Instruction

609 B  Spirituality

610 Teaching About Controversial Issues
611 Homework And Study Skills

612 Field Trips and Educational Tours

613 Community Resource Persons

Policy Series 700: Public Relations

701 Community Information Program

702 Community Involvement

703 Visitors to the School

704 Public Complaints

705 Relations with Other Schools, Colleges, and Universities
706 Student Teaching and Internships

707 School/Parent Advisory Council
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Policy Series 800: Support Services

801 Support Service Goals

802 Safety Programs

803A Emergency Closings

803B School Closure Due to Cold Weather

803C  Non-closure of School for Funerals

803D  Non-availability of School Gymnasium for Funerals
804 Student Transportation Services

805 School Bus Scheduling and Routing

806 School Bus Inspection

807 Accidents and Emergencies - School Buses
808 Loading and Unloading of Students

809 School Bus Discipline - Driver Responsibility
810 Use of School Board Owned Vehicles

Policy Series 900: Facilities
901 Facility Goals and Objectives

902 Buildings and Grounds Inspection and Management
903 Buildings and Grounds Security
904 Board-owned Residences

905 Building Access and Control

Policy Series 1000: Students

1001 Rights and Responsibilities -Students
1002 Equal Education Opportunity

1003 Entrance/Exit Age

1004 Non-Resident Students

1005 Student Records

1006 Student Referrals

1007 Student Attendance and Marks

1008 Student Safety and Supervision

1009 Administering Medicine to Students
1010 Student Evaluation and Examinations
1011 Promotion and Retention of Students
1012 Reporting Student Progress

1013 Financial Assistance to Students
1014 Student Awards and Graduation
1015 Student Government

1016 Student Discipline

1017 Student Interrogation and Searches
1018 Student Suspension /Expulsion
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1019
1020
1021
1022
1023
1024
1025

Smoking by Students

Student Vehicles

Student Fund Raising Activities
Student Conduct on Buses
Vandalism by Students

Child Abuse

Student Drug and Alcohol Abuse

Policy Series 1100: Students

1101
1102
1103
1104
1105
1106
1107

APPENDIX 1

Computer Use

Network Security

Email

Data Management
Awareness of the Policy
Non-Compliance

Personal Electronic Devices

A. Executive and Administration Job Descriptions

A1
A2
A3a

A3b

A4
A5

Director of Education - Role and Responsibilities
Director of Education Trainee - Role and Responsibilities
Principal Nisichawayasihk Neyo Ohtinwak Collegiate

- Role and Responsibilities

Principal Otetiskiwin Kiskinwamahtowekamik School

- Role and Responsibilities

Vice Principals - Role And Responsibilities

Comptroller - Role And Responsibilities

B. Administrative Support Job Descriptions

B1

B2
B3
B4
BS
B6
B7
B8
B9

Administrative Assistant to Director of Education

- Role and Responsibilities

Assistant Comptroller - Role and Responsibilities

Payroll Administrator - Role and Responsibilities
Administration and Finance Clerk - Role and Responsibilities
Clerical Staff - Role and Responsibilities

Administrative Assistant 1 - Role and Responsibilities
Administrative Assistant 2 - Role and Responsibilities
Systems Administrator - Role and Responsibilities

Technical Support Analyst - Role and Responsibilities

C. Classroom and Academic Support Job Descriptions

C1
C2

Classroom Teacher - Role and Responsibilities
Coordinator of Special Education - Role and Responsibilities

Jax
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C3

C4
C5
C6
C7
Cc8
C9
C10
C11

C12

Guidance Counsellor — Elementary School

- Role and Responsibilities

Guidance Counsellor — High School - Role and Responsibilities
Resource Teacher Coordinator - Role and Responsibilities
Resource Teacher - Role and Responsibilities

Home/School Coordinator - Role and Responsibilities
Education Assistant - Role and Responsibilities

Curriculum Coordinator - Role and Responsibilities

Cree Cultural Language Coordinator - Role and Responsibilities
School, Home and Community Liason Worker - Role and
Responsibilities

Post-secondary Counsellor — Role and Responsibilities

D. Maintenance, Custodial, Security, Transportation Staff Job Descriptions

D1
D2
D3
D4
D5
D6

Senior Maintenance - Role and Responsibilities
Maintenance Staff - Role and Responsibilities
Day Custodian - Role and Responsibilities
Night Custodian - Role and Responsibilities
Night Security - Role and Responsibilities

Bus Driver - Role and Responsibilities

E. Hours of Work
F. Performance Expectations and Evaluations

F1
F2
F3

APPENDIX 2

Performance Evaluation — Director of Education
Performance Evaluation of School Administrators

Teacher Performance Improvement Evaluation
— Intense Supervision

A. Executive and Administration Performance Appraisals

FORM A1
FORM A2
FORM A3a
FORM A3b
FORM Ada
FORM A4b

FORM A5

Director of Education Performance Appraisal
Director of Education Trainee Performance Appraisal
Principal Performance Appraisal —Nisichawayasihk Neyo
Ohtinwak Collegiate

Principal Performance Appraisal — Otetiskiwin
Kiskinwamahtowekamik School

Vice Principal Performance Appraisal — Otetiskiwin
Kiskinwamahtowekamik School

Vice Principal Performance Appraisal - Entry Level —
Otetiskiwin Kiskinwamahtowekamik School
Comptroller of Finance Performance Appraisal
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B. Administrative Support Performance Appraisals

FORM B1

FORM B2
FORM B3
FORM B4
FORM B5
FORM B6
FORM B7
FORM B8
FORM B9

Administrative Assistant to Director of Education Performance
Appraisal

Assistant Comptroller of Finance Performance Appraisal
Payroll Administrator Performance Appraisal

Administration and Finance Clerk Performance Appraisal
Clerical Staff Performance Appraisal

Administrative Assistant 1 Performance Appraisal
Administrative Assistant 2 Performance Appraisal

Systems Administrator Performance Appraisal

Technical Support Analyst Performance Appraisal

C. Classroom and Academic Support Performance Appraisals

FORM C1
FORM C2
FORM C3

FORM C4
FORM C5
FORM C6
FORM C7
FORM C8
FORM C9
FORM C10
FORM C11
FORM C12

Classroom Teacher Performance Appraisal

Coordinator of Special Education Performance Appraisal
Guidance Counsellor: Elementary School Performance
Appraisal

Guidance Counsellor: High School Performance Appraisal
Resource Teacher Coordinator Performance Appraisal
Resource Teacher Performance Appraisal

Home/School Coordinator Performance Appraisal
Education Assistant Performance Appraisal

Curriculum Coordinator Performance Appraisal

Cree Cultural Language Coordinator Performance Appraisal
School, Home and Community Liaison Worker
Post-secondary Counsellor

D. Maintenance, Custodial, Security Transportation Staff

FORM D1
FORM D2
FORM D3
FORM D4
FORM D5
FORM D6

APPENDIX 3
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Performance Appraisals

Senior Maintenance Performance Appraisal
Maintenance Staff Performance Appraisal
Day Custodian Performance Appraisal
Night Custodian Performance Appraisal
Night Security Performance Appraisal

Bus Driver Performance Appraisal

Nisichawayasihk Cree Nation Organizations

Report of Accident at School

School Bus Daily Inspection Check
Bus Accident Check
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Teacherage Policy and Tenancy Agreement
Teacherage Unit Check List

Teacherage Inspection Report

Employment Record Release

Authorization to Keep a Pet

Incident Report
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