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   STAFF HANDBOOK

2020/2021 SCHOOL YEAR
“A language is either used everyday or gradually lost. A school cannot save any language but parents and a growing community of daily speakers can help save it.” 
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MISSION: Provide an outstanding education                        

 VISION: To provide a unique, culturally relevent, high quality education for all students
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MESSAGE FROM THE PRINCIPAL
BRYCE ADD IN HERE
Bryce Ross
Principal


MEET THE SKEETCHESTN COMMUNITY SCHOOL BOARD:
Chairperson: Lea McNabb     
Member: Becky Ignace   



Member: Vivian Simon      
Member: Barb Deneault

Member: Jody Delaney


              
Member and Council Rep: Terry Deneault

PLEASE NOTE: The individual Board Members may hear your concerns but as individuals they may make no comments or decisions on behalf of the Board in public. However, be assured that they will bring your requests or letter to a Board meeting and put items on the SCS Board Agenda at their regular formal monthly meeting. All Board decisions are made as a group, based on policies, regulations and not as individual members. If the Board member needs to deal with an immediate relative or if the member is in conflict, this is declared at the meeting and the member may be asked to leave the meeting until a decision is made. The members are there to help ansure a safe, secure and exciting school year for your children. Therefore, please support them in getting the facts and information at a meeting.After all, the SCS Board oversees and may modify administrative decisions and recommends to the Council various ways to strengthen.

MEET THE SKEETCHESTN COMMUNITY SCHOOL STAFF:


Principal: Bryce Ross
Grade k-1 Teacher – Erica Hamilton  
Grade 2-3-4 Teacher – Breanne Stallard
Grade 5-6-7 Teacher – Maureen Zutz
Math & Science Teacher – Lisa Andrykew 
Grade8-12 Teacher-  Caitlin Wolter

Secwepemc Language & Culture Teacher – Justin Prairie-Chicken 
Teachers Assistant & Support Staff- Debbie Deneault
Speech and Language & Support Staff – Georgina William

Teachers Assistant & Support Staff- Harmony William
Cook - Tammy Lougheed

Administrative Assistant: Holly Deneault 
Bus Driver – Jason Murray
Janitors/Minor Maintenance: Cari-Anne Hunt
EDUCATION STAFF WORK SCHEDULES

Principal: 8:00-4:00

Teachers: 8:30 – 3:30 

Support: 8:00 -3:00 
School Administrative Assistant: 8:00-4:00
Janitor: Full-time, adjusted by the principal

All full time staff, except for the janitor and bus driver, are expected to attend our staff meetings. 
Educational Assistants are assigned to one or more classrooms and may be re-assigned by the principal to other classes when needed.
All school staff are encouraged to assist with or attend school-community functions during the school year.

NOTE: Monthly staff meeting, parent-school meetings as set by appointment. 
SOME TERMS USED AT THE SCHOOL THAT STAFF NEED TO KNOW:
“School Administration” 
Means the administrative team made up of principal, school administrator and school-community coordinator. Although all educational responsibilities are shared, the focus of the principal is on the school programs, discipline issues for both staff and students. The focus of the school administrator is on the physical maintenace, safety of school property, purchase orders, finances and post secondary programs. Both the principal and school administrator report to the Skeetchestn Community School Board members each month. The principal has overall responsibility for education and is also known as the “Education Program Manager” who reports directly to the Skeetchestn Indian Band General Manager.

“Skeetchestn Community School” 
Is made up of 6 volunteer members . Also, Council appoints its Council Education representative to ensure there is a smooth two way communication with Skeetchestn Band elected leadership. 
“Zero Zero Awards”
Encourages students to have zero absences and zero lates each month. An award is handed out at every year end.
“Read Well” 
Is a major new K-5 reading program with class, group and individual student readers that we are introducing this school year.  FNESC is providing the school set of levelled readers since we seek to drastically improve our primary reading levels.  
“Special Services or Programs”   
These may be academic programs that are modified to suit the child’s ability levels. Parents need to be notified by the teacher and principal and approve of offering of a special program. These special programs may be called an “adapted”, a “modified” program”, or an “Individualized Education Plan (IEP)”. For each proposed special program, we shall seek parental approval or review. They shall be identified on the student report card and permanent records. 

“Adapted Programs” 
A student on an adapted program follows the same curriculum as peers in the same grade. The student is assessed using the established regular learner outcomes for the grade/course and receives full credit for work if the outcomes are met. The methods of reporting progress are consistent with regularly required outcomes BUT the student may have the help of a scribe, software or special considerations to participate more fully in the program with others in the class. Adaptations should be noted in the IEP and/or report card. Adapted programs recognize the potential of student to receive a Dogwood Certificate. 

“Modified programs”
Focus on different learning outcomes than those specified in the prescribed learning outcomes for the student's grade or course. Individual goals and objectives are specifically selected to meet the student's special needs and are outlined in the IEP. The goals are established for each student in consultation with parents. Some students may take part in the regular program, but have some modified components (e.g., the mathematics program may be individualized with a consumer orientation). Other students may participate in a program that is completely modified (e.g., the school program may focus on communication and self-care skills). 

Subject content is substantially different from that stated in the prescribed curriculum for the course or grade. Methods of instruction may also differ from those used for other students. Various assessment strategies to gather evidence of student performance are outlined in the Ministry Guidelines for Student Reporting. These include observation, self-assessment, practice assignments, quizzes, written tests, oral and written reports, or student portfolios of work. 

School-based teams and teachers, in consultation with parents, need to make decisions about goals for each student based on strengths and needs. Important basic questions of how to enhance the individual's quality of life should be a part of this planning. These are sometimes called "valued life outcomes." In deciding individual goals and objectives for students, be sure to focus on: 

*Meaningful participation in the community. 

**Development of skills for personal relationships. 

***Achievement of self management and decision making. 

****Maintenance of personal safety and health. 

*****Develop life skills for independent living.

The BC Education Minister recently created a policy to have school programs so adapted as to create distributed learning opportunities and enhanced work experience that are mostly off the school site for students who have very special diversified and modified program needs. 
“IEP” 
Means Individual Educational Plan that is prepared by the homeroom teacher for special learning needs students, whether on a modified, major adapted or an Ed Psychologist recommended IEP , A fully funded  FNESC or INAC program has unique IEP requirements for a classroom teacher. These IEP Plans are prepared by the teacher but involve a whole Team including parents. The members of the Team set aside a meeting to agree and review the plan periodically. Components of the IEP: 
· are written records of planning prepared with input from students, parents/guardians, school personnel and other service providers, i.e., preschool staff. 

· describe students' current learning, strengths, styles and needs, and identify appropriate goals as measured by SMART Goals. 

· help in determining the degree of intervention needed. 

· describe individual team members' responsibilities. 

· provide coherent plans for student learning and service needs. 

· should include planning for students' transitions. 

· Assist in determining criteria for evaluation. 

· help in determining how well students are meeting their goals, and form the basis of reporting students' progress. 

The classroom teacher’s IEP for your child may be brief or complex, depending on the complexity of each student's learning needs. Some students require minor adjustments, adaptions, or modifications to the regular program which can be documented in one page. Other students, with more involved needs, require more detailed and comprehensive plans. In either case, the IEP provides the IEP Team with a plan to modify, supplement, or replace parts of the regular curriculum. At Kitasoo we use the IEP model developed and supported by FNESC.
“Suspended”
Means a student is sent home by the principal with a note for severe or repeated misbehaviors. Usually, the staff makes efforts to turn things around but if these are unsuccessful and in school detention or time out room does not work, the child is sent home.  In some cases the student may have an emotional melt down and is a danger to other students or to self. No student may be suspended for more than 5 consecutive days. In all severe cases the matter of suspensions is reported to the Kitasoo Education Authority. The Authority may consider each case and decide that a student is to be Expelled for part or whole of the year. This only occurs in extreme circumstances and parents may appeal such decisions. 
“Child Abuse” 
allegations must be reported in writing by any staff member to the principal and school administrator. The principal shall forward allegations of physival or emotional abuse to the RCMP, Social Services or any professional authority who needs to investigate or inform parents of the allegation of child abuse. 
SKEETCHESTN COMMUNITY SCHOOL VISION, MISSION, GOALS
In the 2017-2018 school year, the staff reviewed our Vision/Mission. The following school statements will guide us in providing the best quality education for all Skeetchestn Community School students during the 2019-2020 School Year: 
VISION STATEMENT: TO PROVIDE A UNIQUE, CULTURALLY RELEVANT, HIGH QUALITY EDUCATION FOR ALL STUDENTS THAT: 

1.    Fosters respect for self and others 

2. Fosters pride in self, family and community 

3. Emphasizes traditional family values as a central support system 

4. Provides safety and emotional security in a nurturing environment 

5. Emphasizes quality rather than quantity 

6. Keeps pace with technological advances while at the same time respecting traditional ways 

7. Encourages all students to enhance their individual strengths and to realize their potential 

8. Recognizes individual rights and responsibilities 

9. Provides the students with the necessary skills, knowledge and attitudes to progress, and 
prepares them for future educational opportunities. 

MISSION STATMENT:
The purpose of the Skeetchestn Community School is to provide an outstanding education educational program in a safe, caring, and respectful environment that consistently provides high academic standards of Canadian and Secwepemc cultures, languages, and traditions. And which Our school strives to provide all our children with the skills, knowledge and attitudes they will need to live an independent and prosperous life. Shoulder to Shoulder with all other Canadians, in a highly educated, global and technological world.
OVERAL GOALS:

The overall goal of the Skeetchestn Community School is to provide a culturally relevant, high quality education for all students that prepare them for the next phase of their educational journey. 

CURRICULAR EMPHASIS:

It is essential that all students are provided the opportunity, within the appropriate environment, to develop the skills of reading, writing, listening, speaking, and mathematics. School staff must also strive to develop each student’s sense of independence, self-esteem, self-discipline, and ability to work both independently and with others. 


In developing the annual Social Instructional Plan, Grade and Course Plans, Master Lesson Plans, and Lesson Plans, and Lesson Plans, Skeetchestn Community School Administrator, Teachers, and Teaching Assistants shall keep in mind the following basic principles: 
The “core curriculum” will include BC Provincial curriculum as designed for each grade level. 

There will be Secwepemc language instruction as well as an emphasis on Secwepemc Culture, both directly and integrated into other aspects of the daily instruction, in balance with other school subjects. Where possible the traditional seasons will be practiced by all 

There will be emphasis on physical education, where possible combining physical activities with traditional ways. 

Annual, seasonal, and daily lesson planning is essential and will be practiced by all teaching staff. 

Curriculum will be developed for multi-grade classes. 

“Challenges”  will  be  designed  for  all  students  at  all  grade  levels  that  will  provide  opportunities  for each student to reach his or her maximum individual potential. 

Special needs programs support will be provided for all students who require assistance. 

The  use  of  Integrated  Resource  Program  (IRP’s)  is  compulsory  where  appropriate  in  the  planning  of instruction. 

Regular, comprehensive, evaluation and assessment of students is essential, and reporting, and reporting on progress will adhere to the published format and timelines.

EDUCATIONAL GOALS: 
The  current  educational  goals  should  be  based  on  the  School’s  FNSA  Assessment, Assessments by the Ministry of Education, Independent Schools Branch, Community Strategic Plans, surveys and assessment of school practice carried out independently by the school a party designated by the Skeetchestn Community School Board of Governors or the Skeetchestn Indian Band Chief and Council. The original survey based goals of the school (Qwickwiyelst) should be considered in as far as they are relevant and attainable. As well as the original goals of the school. Goals should be managed with success in mind and the use of an overall SMART Plan:
1. Specific

2. Measurable

3. Attainable

4. Rewarding

5. Traceable

SCHOOL PERSONNEL
The Skeetchestn Indian Band Staff Personnel Policy is integral to the operation of the school. It is included in this Policy Manual for reference. The updated version of the policy is available to all school employees. Copies will be provided and maintained in the school’s office. The SIB Personnel Policy takes precedence over school policy in dealing with employment and other issues covered in SIB policy
CLASSROOM TEACHER’S ROLES AND RESPONSIBILITIES
The Classroom Teacher’s roles and responsibilities, detailed in their job description and set out in individual teacher’s contracts covers the following areas: 

CLASSROOM MANAGEMENT AND SUPERVISION
The classroom teacher will be responsible for the management of her/his classroom, the supervision of the teaching assistant or other support staff designated for the classroom, and for the students in the class. The teacher will also be responsible for ensuring that all furniture and equipment are taken care of and kept in normal working order, and supplies are used appropriately.
SUPERVISION OF TEACHING ASSISTANT
The classroom teacher will be responsible for the day-to-day operations of their teaching assistant or any other special support staff assigned to their classroom. The classroom teacher will also be responsible for completing an annual performance appraisal on those individuals who they have supervised for a good period of at least three months. 

ANNUAL TEACHING PLAN
Each year, not later than the last working day of August, each classroom teacher is responsible for preparing and submitting to School Administrator, an annual plan for their class for the upcoming academic year. The plan will include a master lesson plan for all subjects/grades, special activities and field trips, allowance for unscheduled events, professional development and in-service activities, and any other activities included as a part of the school calendar. 
SAMPLE FORMATS FOR OVERVIEW ARE AVAILABLE FROM THE PRINCIPAL.

DAILY LESSON PLAN/DAYBOOKS
Teachers will ensure that daily lessons plans are developed and used for each day and each subject taught during the school year. These may be separate or a part of the teacher’s daybook. A record will be kept of the daily lessons used and retained for a period of at least one year. 
TIMETABLES/SCHEDULES
Teachers are to ensure that they are aware of weekly and monthly schedules and timetables and that this information is made readily available to students and parents throughout the year. Special events, field trips, and other activities are to be given special consideration and notification is to be provided well in advance of the date of each activity. 

ATTENDANCE RECORDS
Teachers will keep a daily record of attendance and tardiness. Any recurring absenteeism or lateness will be reported to the School Administrator and the student’s parents/guardians.
Monthly class attendance records must be filled out every morning and afternoon by the teacher and return to the administration office for review. Students who left the building and return late must report to the front office.



-Monthly Class Attendace sheets will be printed by office administration at the beginning of every month and place in attendace bin.

-It is the resposibility of the teacher to enter attendace into the FNESC DRUM each month.


-At the end of each month all attendace records must be handed in to administration office.



-Office personnel will call all absent students as soon as monthly class attendance is received to verify absence.



-If teachers notice a pattern in absents, the administration should be notified immediately. 



-Please refer to Skeetchestn Community School attendance policy for more information.

REPORT CARDS
Teachers will provide report cards on each student in their class on three occasions during each year and a final report at the end of June of each year. The report card will provide both numerical/letter grade information as well as a supporting narrative to permit parents/guardians to fully understand their child’s progress. 

TEACHER PERFORMANCE APPRAISAL
In accordance with the Band Personnel Policy, the School Administrator will prepare written performance appraisal on each teacher each year, beginning in December. The performance appraisal will include the teacher’s classroom management skills, teaching, and general work abilities. 

STUDENT SUPERVISION AND DISCIPLINE
The classroom teacher will be responsible for student supervision and discipline at all time during the school day. This responsibility may be delegated to the teaching assistant or other designated staff for shorter periods such as recess, noon hour, or for other special activities or special occasions of an educational nature. 

STAFF MEETINGS
Teacher will attend all regular staff meetings, normally scheduled bi-weekly. They will also attend other special school meetings as required.

FIELD TRIPS AND EXTRACURRICULAR ACTIVITIES
Teacher will normally attend all field trips and extracurricular activities that involve their class and/or the whole school. Duties and responsibilities for these events, in addition to supervision, will be as described upon before the event takes place. All staff attending extracurricular events are expected to engage with the children, maintenance exemplary supervisor of all students in attendance, and to promote a positive and professional demeanor. 

Field trips awards are an important part of any school. As part of the learning experience at Skeetchestn Community School we feel that trips and awards are earned and are not to be considered automatic. Also, any of school site trip must be preapproved by the principal and  parents need to be informed of its instructional value and other information outlined below ALL PERMISSION SLIPS MUST BE HANDED IN BEFORE FIELD TRIPS OCCUR. ALL OVERNIGHT TRIPS MUST HAVE A BUDGET, BE RECOMMENDED BY THE PRINCIPAL OR SCHOOL ADMINISTRATOR.

1. Report all possession and/or use of alcoholic beverages or illegal drugs to the school principal and to parents/guardians.

2. Report all instances of serious inappropriate behaviour to the principal as soon as is reasonably possible.

Arrange and supervise fund raising activities and ensure that all participants take part in fund raising activities.
PROFESSIONAL DEVELOPMENT
Teachers will participate in regularly scheduled Professional Development (PD) activities each year. Other professional development opportunities may be taken advantage of subject to funding being available. Available funding allocated within a school year not uses by the staff member will not accrue or carry over to following year but will revert to the schools general accounts. 

COMMUNICATION WITH SCHOOL ADMINISTRATOR AND THE SCHOOL BOARD
Teachers are responsible to the School Administrator for the performance of their duties in accordance with their job description. Any communication with members of the School Board will be on a casual or non-professional basis; teachers will not provide official information of any type to Board members without prior consent of the School Administrator. 

RELEASE TIME
Release time for regularly scheduled or special occasions will be subject to approval in advance by the School Administrator. 

TEACHER-ON-CALL (TOC)
If a substitute teacher is required and can be planned in advance, the teacher must notify the Principal to, 1) request the time off; and, 2) submit a relevant day plan. The Principal will make the necessary arrangements for a substitute teacher. If an emergency exists, the teacher is required to secure a substitute whenever possible and to advise the Principal immediately. All lesson plans, materials and schedules must be prepared in advance. It is recommended that a generic package of plans, materials and resources for 2-3 days in advance be prepared in case of emergency. All TOC’s SCS are certified teachers, and members of the BC college of Teachers, and as such, are qualified to instruct all BC curricula. 

SALARIES/PAYMENT SCHEDULES
Payment of salaries will be made in accordance with teacher contracts. During the school year, payments will be made bi-weekly in accordance with the payment schedule of other Band employees.

LANGUAGE CURRICULUM
The Language Teacher will use the Secwepemc Language Curriculum materials as guidelines for the instruction of Secwepemc Language to all grades in the school. Seasonal, weekly, and daily lesson plans will be prepared for each class. At the end of each year, recommendations are to be made for any amendments to the curriculum. 

LANGUAGE INSTRUCTION
Language instruction will be carried out each day for all students of Skeetchestn Community School. Class times and lengths will be determined in August prior to the start of the new school year in consultation with classroom teachers and the Principal and approved by the School Board. 

 CULTURAL ACTIVITIES
The Language Teacher will advise, help plan for, and participate in all cultural activities undertaken by one or more classes of the Skeetchestn Community School, including field trips and special cultural activities. 
FIELD TRIPS AND SPECIAL EVENTS
Normally the Language Teacher will participate in all field trips and special events where one or more classes are involved. 
CULTURAL ACTIVITIES
The Language Teacher will advise, help plan for, and participate in all cultural activities undertaken by one or more classes of the Skeetchestn Community School, including field trips and special cultural activities. 
SCHOOL BUS DRIVER
The School Bus Driver’s duties and responsibilities are as detailed in the School Policy Book and will report directly to the Principal. 
SCHOOL CUSTODIAL AND ENGINEERING STAFF
The School Cleaning Staff will be responsible for the daily cleaning of the school building and all its rooms. Cleaning Staff will normally be employed by the School and be responsible to the School Administrator, or may be employed by the band and work under the supervision of the Maintenance Manager. This will be determined annually in consultation with the Band Administrator. 
STAFF ABSENCE POLICY
 If teaching staff are going to be absent for any reason, they must, 1) inform the Principal as soon as possible; and, 2) fill out an Employee Absentee form. If the payroll department does not receive a form signed by the Principal, an absence will not be paid. Only a specific number of paid absences for each working terms each year are available to staff. 

These are:

1. Sick days per month (non-cumulative), or 15 days for any employees working from September to June. This includes absences for medical and dental reasons

2. 7 days compassionate leave for the school year. This includes absences for funerals and other incidences of a personal nature

3. 1 personal day, which is at the discretion of the Principal

4. Any absences over and above those mentioned will be unpaid. The Principal must be contacted first for all absences either paid or unpaid. 

5. It is the responsibility of the teacher to arrange for a substitute for their classes. A copy of the sub list will be available in early September and should be kept in the teacher’s home for easy reference. Office staff are not expected to call substitute teachers for an absent teacher. This is the responsibility of the teacher. 

6. Lesson/work plans are to be thoroughly prepared for substitute teachers. 

7. It is not up to TOC’s to create lessons for the class. A detailed lesson plan for each day absent is required. For this reason, it is imperative that at least one generic lesson plan is set aside in the event of an illness or unexpected absence. It is important that the substitute teacher be supplied with all the information/materials needed to run the class. 

8. Please sign the calendar in the office indicating any planned absences and the name of the substitute teacher. 

9. Whenever possible, teachers are to notify the Principal at least two weeks prior to any known absences from school. 

10. Where appropriate, requests for leave will not be approved if more than two teaching staff members have had requests for leave granted. 

11. Whenever possible, please notify the Administration Office by 7:00 a.m. if a substitute is required. 

EMPLOYMENT CONTACTS

The Skeetchestn Community School seeks to maintain a dynamic, highly professional and committed staff while maintaining educational continuity of an effective program and overall school operation. 

All staff working for the Skeetchestn Community School will sign a contract of employment outlining the conditions of employment, for each year of employment. Final changes in the conditions of the contract, or the continuation of the contract, are the sole right of the Skeetchestn Community School Board of Governors and the Skeetchestn Indian Band. Recommendations for all contracts will be made by the Principal after considering the school budget, student needs, and class assignment requests, letters of intent from staff, general school needs and staff performance reviews. Recommendations for staff contracts will be made to the Board of Governors on or before the last day of the regular school session. Recommendations, with any changes from the Board, will be presented to the Skeetchestn Indian Band and its representatives for consideration and final approval. An Offer of Contract Renewal will be forwarded to all staff on or before July 15. 

Given the timeline for budget clarification, audits and reviews are generally completed by June 30 of each school year. Review of staffing and contracts will be completed and communicated to all staff in a timely manner as possible. 
CONFIDENTIALITY OF EMPLOYEES PERSONAL DATA

The purpose of this policy is to protect the confidentiality of employees’ specific data, files, medical certificates, documents and other information in the care of Skeetchestn Community School and the Skeetchestn Indian Band. This policy covers all persons working or volunteering, either during or after their business with the school has been completed or terminated. It prohibits confidential information from being accessed, disclosed or released in any format to, or by, any person/business that does not have a “need to know,” without the proper consent of the individual involved and the school district. This policy does not negate or limit any Freedoms or Rights provided by appropriate statutes, regulations or laws. Staff has access to their personnel files under the supervision of the School Principal and or a designate of the Skeetchestn Indian Band. 

All employees are expected to act professionally and maintain confidentiality at all times 
with respect to employee medical information, and all other information in their personnel files, whether dealing with actual records, data collections or conversations. 

Violation of this policy and/or its regulars is cause for disciplinary action up to and including dismissal. Although such information forms part of the personnel record, medical certificates and related documents should be kept in a discrete file, accessible only to those with work responsibilities that requires access to the information. Due to the sensitivity of such information, reasonable and appropriate safeguards should be used to secure this information against unauthorized access, collection, use, disclosure or disposal. Employees dealing with these documents are to be made aware of the requirements in place regarding the retention and disposal of employee health records. 

Upon two-day notice and with written request, an employee or claimant may obtain access to information held by the Band Administrator in accordance with Section 4 of the Freedom of Information and the Protection of Privacy Act. 
 PROGRESS REPORT

Progress Reports will be completed for each student three times during the year including a final progress report in June. Informal reports on student progress may be made at other times during the school year. 

Parents are encouraged to contact teachers at any time regarding school work and their child’s progress. 

Teachers will meet with parents at regular times during the school year to discuss student progress and performance. Provided reasonable notice is given, teachers will be available to meet with parents at any time on any school related matter. The school staff welcomes your visits and your interest in your children. 
CODE OF ETHIC FOR STAFF
The Code of Ethics states general rules for all members of the BCTF in BC for maintaining high standards of professional service and conduct toward students, colleagues, and the professional union. While teachers at Skeetchestn Community School are not members for the BC Teacher’s Federation, the code is accepted as a fundamental condition of professional conduct. Aspects of the code which directly relate to union practice have been omitted or adapted (#6-10): 

1. The teacher speaks and acts toward students with respect and dignity and deals judiciously with them always mindful of their individual rights and sensibilities. 

2. The teacher respects the confidential nature of information concerning students and may give it only to authorized persons or agencies directly concerned with their welfare.

3. The teacher recognizes that a privileged relationship with students exists and refrains from exploiting that relationship for material, ideological, or other advantage.

4. The teacher is willing to review with colleagues, students, and their parents/guardians the quality of service rendered by the teacher and the practices employed in discharging professional duties.

5. The teacher directs any criticism of teaching performance and related work of a colleague to that colleague in private, and only then, after informing the colleague in writing of the intent to do so, may direct in confidence the criticism to appropriate individuals who are able to offer advice and assistance. The teacher acknowledges the authority and responsibilities of the BCTF as a source of professional guidance and support.

6. The teacher adheres to the provisions of the SIB Personnel Policy, School Board of Governors Policy and the School Policy and Protocols.

7. The teacher acts in a manner not prejudicial to job actions or other collective strategies of the BCTF, without interrupting or interfering with their professional teaching responsibilities at SCS. 

8. The teacher neither applies for nor accepts a position which is included in a Skeetchestn Community School or Skeetchestn Indian Band in-dispute declaration, unless directed by the Educational Authority (SCSBOG and SIB C&C).

9. The teacher, as an individual or as a member of a group of teachers, does not make unauthorized representations to outside bodies in the name of the Skeetchestn Community School or the Skeetchestn Indian Band.

NOTE: It shall not be considered a breach of Clause 5 of the Code of Ethics for a teacher to follow legal requirements or official protocols in reporting child protection issue. 

CODE OF ETHICS COMMITMENT TO COLLEAGUES AND THE PROFESSION

The educator shall exert every effort to promote a climate that encourages the exercise of professional judgment and to avoid behaviors that damage other professionals or the profession. In fulfillment of these obligations, the educator shall:

1. Represent his/her professional qualifications or competency properly and honestly;

2. Observe reasonable and proper loyalty to the internal school organization; 

3. Conduct themselves at all times so that no dishonor befalls themselves or the profession; 

4. Apply for specific positions only if they are not already held by others; 

5. Respond generously to colleagues seeking professional assistance; 

6. Disclose information about colleagues obtained in the course of professional service only if such disclosure serves a compelling professional purpose or is required by law;

7. Make valid professional criticisms directly to the person involved and then, if no resolution can be found, to a superior; 

8. Resist and refrain from discussion of others’ personal lives where such discussion has no bearing on the delivery of professional service; 

9. Present the efforts and concerns of students, colleagues, and supervisors and all members of the community in the best possible light to each other and to others outside the school; and, 

10. Conduct themselves in the classroom, in the school and in the community in such a manner as to provide a positive role model for students. 

CODE OF ETHICS COMMITMENT TO THE EMPLOYER AND THE COMMUNITY

The staff recognizes the authority of the school society as the governing body of the school and will conduct themselves in an ethical manner in their relationship with the employer. The staff shall:

1. Recognize that they are in the territory of the Secwepemc First Nation; 

2. Make every effort to become familiar with the traditional practices and the history of the Secwepemc First Nations people and present this in a positive light to students; 

3. Render professional service to the best of their ability; 

4. Adhere to the conditions of the contract until it has been terminated; 

5. Notify the Principal as soon as possible of their intention to sign a contract with another employer; 

6. Handle matters of grievance in the manner prescribed in this policy manual; 

7. Let the aforementioned prescribed procedures run their course until possibilities for remedy are exhausted; and, 

8. Avoid the involvement of others, be they parents, colleagues, or outsiders, in any matter of grievance until possibilities for remedy by established authorities have been exhausted. 

CHILD PROTECTION POLICY
1. Rationale and Purpose
The purpose of this policy is to support a comprehensive, coordinated and collaborative approach for responding to child abuse and neglect by:

1. Providing child abuse prevention programs to students;

2. Providing school officials, employees and other persons working in schools with training in recognizing signs of child abuse and neglect;

3. Providing school officials, employees and other persons working in schools with direction and training on their legal obligation to report child abuse and neglect to a Secwepemc Child and Family Services under the Child, Family and Community Service Act, to the RCMP where the child is in immediate danger, and to school officials;

4. Requiring school officials to investigate and/or report to the RCMP allegations of child abuse involving current and former Board employees, volunteers, or contract service providers;

5. Establishing a child abuse/neglect reporting and investigation protocol with other responsible agencies, to identify the roles and responsibilities of school officials and personnel from other agencies in responding to allegations of child abuse or neglect;

6. Providing assistance to victims of child abuse and neglect by counselling and referrals to other agencies, as appropriate.

2. Recognizing Child Abuse and Neglect
Child abuse can take physical, sexual, or emotional forms, or may take the form of parental neglect. The descriptions of physical abuse, emotional abuse, emotional harm, sexual abuse, sexual exploitation, and neglect contained in the BC Handbook for Action on Child Abuse and Neglect for Service Providers (2014) (pages 23-26) (or later editions) should be applied for purposes of this policy. www.bced.gov.bc.ca/sco/resourcedocs/handbook_action_child_abuse.pdf
3. Reporting and Investigation
The Board acknowledges that responses to reports of child abuse and neglect may involve Board of Education personnel, child welfare and law enforcement agencies. The Board supports a coordinated and collaborative response to reports of child abuse and neglect between:

a. The Board;

b. Kamloops RCMP; and,

c. Secwepemc Child and Family Services

The Board supports the development of an interagency child abuse/neglect protocol agreement that sets out roles and responsibilities for reporting and investigating child abuse/neglect issues and is consistent with Board procedures for Reporting Child Abuse and Neglect.
All school officials and employees must understand and respect their legal obligation to report child abuse and neglect to a child welfare worker where they have reason to believe that a child is in need of protection within the meaning of the Child, Family and Community Service Act. They also need to comply with their reporting obligations as identified in Board Procedures for Reporting Child Abuse and Neglect.

School officials must also understand their role in coordinating with responsible agencies and in investigating allegations of child abuse against school employees, in accordance with Board Procedures for Reporting Child Abuse and Neglect and the interagency child abuse/neglect protocol agreement.

4.  Respecting the Rights of Accused Individuals
The Board acknowledges that individuals under investigation regarding allegations of child abuse or neglect may have contractual or other legal rights during the investigative process. Board investigations will be conducted in a manner that is respectful of these rights.

2. Training and Educational Programs
The Board requires that school officials, employees, volunteers and contract service providers receive training on how to recognize signs of child abuse or neglect, how to respond to reports of child abuse or neglect, and standards of conduct for employees, volunteers and service providers governing their interactions with students.

The Principal or designate will ensure that appropriate opportunities to receive and/or review training are made available, on an annual basis, to school officials, employees, volunteers and contract service providers. The Principal or designate will ensure that child abuse prevention programs are provided to students in accordance with the Ministry of Education’s prescribed learning outcomes.

3.  Related Policies and Regulations
If a child is being abused or neglected, there is a legal duty to report these incidents to Secwepemc Child and Family Services (SCFS) at: 250-314-9669 and the SIB Social Worker. (Protocol Agreement Appendix _________)
4. Policy Manuals 

All school staff will have access to and training in the protocols of the school and the Secwepemc Child and Family Services, based on the `B.C. handbook for Action on Child Abuse and Neglect (2014). Revised policy and manuals will be reviewed at regular or special staff meetings. Copies of the policy manual will also be made available to all families and to the public at large in our school. 

5.  Principles

The Child, Family and Community Service Act is guided by the following principles, which – in a collaborative setting – inform all parties serving children and families the safety and well-being of children are the paramount considerations children are entitled to be protected from abuse, neglect, harm or threat of harm a family is the preferred environment for the care and upbringing of children and the responsibility for the protection of children rests primarily with the parents if, with available support services, a family can provide a safe and nurturing environment for a child, support services should be provided the child’s views should be taken into account when  decisions relating to a child are made kinship ties and a child’s attachment to the extended family should be preserved if possible the cultural identity of Aboriginal children should be preserved, and decisions relating to children should be made and implemented in a timely manner. As an Independent School the Skeetchestn Community School personnel will also follow the guidelines in “Supporting Our Students: A Guide for Independent School Personnel Responding to Child Abuse”. 
6. Staff Action 

All staff will be clearly directed to follow policy and BC law, as well as to respect Skeetchestn protocols: 

1. Report any and all disclosures or serious concerns directly to the designated authority (SCAFS)

a. Seek authorities advice in further action 

b. Record in writing all disclosures, date and signed. 

c. All reports are confidential

2. Consult and inform Principal of School 

3. Principal to follow-up on call to designated authority 

a. Child Protection Agency (SCAFS) 

b. All reports are confidential 

All staff will review, together, steps to reporting, at the school start-up meeting in August/September, ensuring that any changes to policy or protocol are clearly communicated and understood.

In order to ensure the safety and confidentiality of all students and staff members, the school will implement the following regarding the reporting procedures related to disclosures as outlined in the BC Handbook for Action on Child Abuse and Neglect. 

Reporting protocol regarding disclosures is clearly outlined in the Ministry handbook. Staff will be provided with this information in the staff handbook to ensure familiarity and access to the procedures involved in accepting and dealing with student disclosure. The School Care Team, comprised of the Principal/Designate, Counselor, Administrative Secretary, and relevant staff members, will carry out the necessary reporting procedures. 
All information regarding disclosures will remain confidential. Sharing of any 
information will be on a need to know basis only. 

Staff will be expected to abide by the following steps when dealing with disclosure. 

7. Receipt of a Disclosure 

In the event of staff receiving a disclosure from a student, the following protocol is to be adhered to as closely as practically possible:

1. Refer to the BC Handbook for Action on Child Abuse and Neglect. (Where is this document?)
2. Make notes of all facts. Do not make assumptions. Use quotation marks around direct quotes from students. 

3. Maintain full confidentiality regarding the disclosure. 

8. Communicating

The School Care Team will facilitate communication between staff and outside agencies. 
Staff is to adhere to the following protocol: 

1. Upon receipt of a disclosure, and after completing the steps listed in the section Receipt of a Disclosure, report to the Principal/Designate immediately. 

2. If the Principal/Designate is not available, report to the Ministry of Children and Families immediately, and then to the Principal/Designate as soon as practically possible. If this is not practically possible, staff is to report to the Care Team members. 

3. The staff member who received the disclosure will be responsible for reporting to the Ministry of Children and Families. 

4. Do not disclose any information to staff and/or other individuals. The Care Team will be responsible for sharing information with individuals other than those directly involved. 

5. Do not contact the parent/guardian under any circumstances. 

6. If contacted by the family, or other individuals, refer all inquiries to the Principal/Designate or Counselor. 

9. Ministry/Police Involvement

Once a disclosure has been made, and the appropriate communication carried out, there may be a Ministry employee and/or police officer dispatched to the school. Staff are to be aware that; 

1. The staff member who received the disclosure should be available to discuss the disclosure with the (something is missing here)
10. Care Team and Ministry/Police Personnel 

1. All information shared remains confidential while the investigation is underway.
2. Staff should be briefed by Ministry/Police personnel as to their involvement in the interview process with the child. If staff is unsure as to their role in the interview it is their responsibility to request that Secwepemc Child and Family Services/Police clarify the role of the school administration in the interview process.
11. Interview

In the event that the student is interviewed, the staff member who received the disclosure, or a staff member with whom the child is most comfortable, must sit in on the interview. 


School administration is to ensure that:

1. staff must be familiar with their role in the interview process 

2. staff must follow the Ministry protocol regarding questioning 

3. all information received during this meeting remains confidential

12. Child Protection

Upon receipt of a disclosure, and after referral to the Care Team, the following steps are to be taken:

1. When the Secwepemc Child and Family Services/Police are involved in an interview or information gathering process, the child and any siblings in the same household are not to be dismissed. 

2. The children are to be kept in the school. 

3. The children are to be supervised at all times. 

4. Any further information disclosed by the child is recorded and made available to the Care Team members.

13. Debriefing

Once the Secwepemc Child and Family Services/Police personnel have completed the interview, and the child(ren) have 
been removed or sent home, there will be a debriefing of all staff involved. This follow up will include:

1. A summary of the information shared. 

2. A review of the steps that will be taken regarding child protection issues and as related to the child(ren) involved. 

3. A review of what information is to be made available to the staff and community as per Care Team/ Secwepemc Child and Family Services directives. 

14. Required resources (Appendix ____)

(Appendix 24a and http://www.bced.gov.bc.ca/independentschools/is_resources/sos_guide.pdf) 

(Appendix 24b and\Child Protection Resources\handbook_action_child_abuse 2007.pdf) 
(Appendix 24c and\Child Protection Resources\handbook_action_child_abuse.pdf) large

Amended : November 9, 2016

COMPLAINTS AND APPEALS  

Policy

All complaints and appeals will be heard with the utmost respect. 
1. Regulations 

1. Complaints and appeals shall be written down and directed to the school Principal. 

2. If unresolved, complaints should be directed to the Chair of the Skeetchestn School Board at a regularly convened Board meeting.

BUSSING PROCEDURES 

There is one bus for all students. 

-The teacher is responsible for helping for helping the younger students organize their clothing and belonging prior to boarding the bus. 

-Bus conduct is expected to conform to the policy of the Board. The staff member on duty is to assist the bus driver with loading wherever possible. 

SUPERVISION

Students are required to conform to school rules and guidelines established by classroom 
teachers. They must conform to these rules in going to and returning from school, on the school bus, at all games and school functions, on field trips and when traveling to other locations.

Students at school for lunch are under the care and control of the school and cannot leave the school premises without written permission from the parent or guardian.

Students cannot leave the school premises during school hours without the approval of the classroom teacher, school administrator and parents. An ill or mildly injured student will not be sent home until a careful check has been made relative to weather conditions, length of journey, and parent availability.

All students will be under adult supervision during all break times during the day from morning arrival until the school bus leaves in the afternoon.

Staffing schedule of supervision will include all teachers, support workers and staff who 
are willing and able to participate in supervision.

STAFF MEETINGS

Staff meetings will be held the first and third Tuesday of each month. Please give the principal pior notice if you are unable to attend. Except in case of unexpected illness. 



-First Tuesday of the Month: All Skeetchestn Community School Staff Meeting 



-Third Tueday Of the Month: All Skeetchestn Community School Staff Meeting 



*****ADDITIONAL STAFF MEETING WILL BE CALLED AS REQUIRED*****

NEWSLETTER

The Newsletter is issued at the beginning of every month. It contains a monthly calendar of food and events as well as write ups on each classroom ex: activities, programs, projects students have been doing, success stories of class and/or students. Each teacher is expected to have their write up in to Administration by the 29th or 30th of every month.
A weekly newsletter maybe sent out for due to change of schedule or reminders to families.  
MAINTENANCE

Maintenace request can be processed through the school principal. Maintenace Request Forms are processed in the following manner. 


-Principal fills out the Maintenance Request Forms



-The request is then countersigned by the administration 



-Request is given to Public Works Department



-Request is then acted upon by maintenace staff at earliest availability.

 MONEY 
Staff may not keep money in their classrooms. Money should be promptly removed and sent to the administration office.

If money goes missing from individual staff members, or classroom, it will not be reimbursed by the Skeetchestn Indian Band.

COMMUNITY EDUCATION AUTHORITY

The Skeetchestn Community School Board of Govnerce  meets every first Wednesday of every month. To have items placed on the Board of Govnerce agenda, please speak to Lea McNabb the Chair of SBOG at 250-373-2493 or leamcnabb@skeetchestn.ca  

KEYS AND ALARM SCHEDULE 
Each staff member is issued two mater keys, one that opens the front door of the school anf the other that opens most interior doors. These keys are issued on a security basis and are:


-Not to be lent nor reissured without the administration being notified



-Not to be duplicated



-To be turned in upon transfer from school

The alarm system is located inside both front and rear enteries of the school. This alarm:



-Must be de-activated before enetering the building.



-Must be activated when the last person exits the building 


-Must be reported to security personnel if: 




* Lights on the board indicate an intruder



* The alarm is accidently left on after entering the building 

-May detected papers and posters that drop to the floor, please ensure that such items are posted securely.

STUDENT FILES 
-Student files are housed in the filing cabinet in the Administration Office. The administration staff have the key for this file.
-You are encouraged to familiarize yourself with these files as they contain pertinent student information (eg. Report cards, test results, medical notes, ect.) These files may not leave the building at any time.
-Its is your resposibility along with the administration staff to keep these files up to date with current information throughout the year (report cards copies, testing, permanent records cards, ect) 
STUDENT FILE – CONFIDENTIALITY

Student files contain important and sensitive imformation which should be reviewed by teachers on a regular basis. Any information within these files is to be held in strict confidence, as per Confidentiality Agreement signed in staff contracts.

Parents and legal guardians may request access to their child’s students files. 

STUDENT HEALTH AND EMERGENCY

Serious medical concerns are noted in student files or on a red paer displayed in the staff room. Teachers should familiarize themselves with student files to ensure they are aware of medical concerns and any learning assessments.

SCHOOL PROMOTION TO SPECIAL PROGRAMS

Promotion through school should be continuous. Social promotions and retaining a student in a grade will require team consultations between teachers, parents and school administration. A student’s lack of academic achievement may best be accomplished through a modified program, an adapted program, or an Individualized Education Plan (IEP). These special programs must be subject to parental approval or review and indicated on the student reports and permanent records.
   RELEASE OF CHILDREN TO ADULTS

Students are only to be released to authorized adults, authorized adults will have to cntact the school to make any other arrangments. Reception will have all authorized person on file. (see policy for more information)
THE ELEMENTS OF EFFECTIVE LESSONS

	One hundred percent of students should be attractive and engaged throughout every lesson, which should consist of the following elements.

	Clear Learning Objectives
	The objective is PROMINENTLY posted and based on grade level curriculum- and written in crystal clear language.

	Anticipated Set 
	Teacher provides preview/background/propose for lesson; to motivate, connect, provoke curiosity (3-5 minutes maximum); may include embedded voaculary from text(s) to be used in lesson.

	Teaching & modeling 
	Teacher clearly/models/ “think aloud” for each component of lesson – one breif, manageable step/chuck at a time.
(Teacher is always “scanning” while teaching: to ensure that all eyes are on the teacher during modeling.)
Each brief step must be immediatetly followed by “guided practice”…

	Guided Practice 
	After each breif step/chuck in the lesson, the teacher immediately gives students a chance to practice/process information and to demonstrate understanding or mastery of that brief step that was just taught or modeled, while the teacher “checks for understanding” …

	Checking for understanding 

Followed by adjustment to instruction
	Both during and after each “guided practice,” for every small step/chuck in the lesson, the teacher uses strategies to check for understanding-that is, to quickly assess students’ progress or mastery (eg., by circulating to observe students’ works/answers; cold-calling a random sample of students; having students hold up whiteboards with work/answers.) 

	
	The information gathered during each guided practice/check for understanding is used to infom the teacher’s attempt to adjust instruction, that is, to reteach clarify position of instruction until students are ready to move on to the next step. 

	Independent Practice 
	The above cycle is repeated, sometimes multiple times, for every step in the lesson until all students are ready for “independence practice”: to complete the days assignment/assessment of the objective on their own.

If necessary, tutoring/small group assistance can be provided to those needing additional help at the time. 


REPORTING PERIODS

There are 3 reporting periods for Kindergarten and grade 7 and four for grades 8-12. ALL REPORTS MUST BE SUBMITTED TO THE PRINCIPAL ON THE DATE DUE.
PERMANENT RECORDS CARDS MUST BE COMPLETED FOR EACH STUDENT FOR THE FINAL REPORT IN JUNE.
	REPORTING PERIOD
	REPORT DUE TO PRINCIPAL
	 REPORT GOES HOME 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


TIMETABLES

Teachers are to submit copies of their timetables to the office by Friday, September 4, 2020.
BELL SCHEDULE

	Breakfast 
	8:40 am

	Beginning of Classes 
	9:00 am

	Recess Break
	10:30 am

	Recess Break Ends
	10:45 am 

	Lunch Break
	12:10 pm

	Start Eating Lunch 
	12:40 pm

	Lunch Break Ends 
	1:00 pm

	End of Day
	3:00 pm


SCHOOL CALENDAR
PLEASE POST THE FOLLOWING 2020-2021 SCHOOL CALENDAR & MONTHLY ACTIVITIES ON A WALL OR THE FRIDGE!!!
NOTE: SCS Major Monthly Activities (Subject to Change by SCS or due to unforeseen circumstances)
IN PROGRESS
SCHOOL PHOTOS
All grades will be schedule the same day for individual photos and class photos. 

	Class and indivudual photos 
	September 2020

	Retakes 
	October 2020


JANITORIAL PROCEDURES
Our custodian works extremely hard to maintain a vital, clean, and tidy school enviroment. To assist our custodian we ask the following prcedures are followed daily.



-Students remove outside foot wear prior to entering the classroom. 



-Ensure everything is off the floor prior to students leaving at the end of the day.


-Whenever possible or appropriate, when using markers or paints ensure there is paper or plastic under the working area. 



-Place classroom chairs either on top of desks or in stacks.



-Clean up any spilt liquids on the floor. 

FRONT OFFICE PROTOCOL

Our front office assistant is a valued and very busy member of our school staff. To allow her the best working enviroment, and to limit interruptions, students must have teacher permission before going to the office.


-Student should only enter the front office, and they may not enter or exit the school by means of the doors adjustment to the front office. (Except in emergency).



-Teacher are to handle all minor first aid matters themselves. (Bandaids, cold packs, ect.)

SAFETY

EARTHQUAKE DRILLS

Earthquake drill and evacuation procedures will be established in the Skeetchestn Community School and other school buildings and/or work site. Before participating in earthquake drills, students should receive a thorough explanation of what is expected of them. The person giving the instructions should emphasize that, while the ground is shaking, students will be safest by finding immediate shelter under desks, tables, counters, etc. to avoid falling objects. The instructor should also note the noise and disorder that will accompany an earthquake, and emphasize that a calm, quiet response by teachers and students is essential.
1. Drill procedures will include:

1. The drill will follow, as closely as possible, Emergency Preparedness – Earthquake Response.

2. Earthquake procedure plans for students with special needs that may interfere with their safe exit will be devised by the Principal and approved by the Fire Chief.

3. The Skeetchestn Indian Band should be phoned (250-373-2493) 24 hours before holding an earthquake drill.

4. Evacuation will be quiet, orderly and purposeful.

5. Procedures will include reporting to the command post.

6. The Principal will keep a record of when drills have taken place.

2. Earthquake drills will be held at least two (2) times per year.

1. The first drill must be completed prior to September 30.

2. The second drill will be scheduled for the Skeetchestn Community School at the time and date of the “Great British Columbia Shake-Out” – normally in mid-October.

3. The third drill must be completed prior to March 31.

3. Students will be encouraged to review and practice earthquake evacuation procedures in their homes.

FIRE DRILLS

1.   Fire drills will be held 6 times per year 
2. For schools:
a. One (1) drill prior to September 30;

b. Two drills (2) between September 30 and January 31; and,

c. Three (3) drills between January 31 and June 30.

d. The Board of Education recommends that one (1) drill each year be held during a lunch break or other break.

e. If a school evacuation is included as part of another drill (for example, an earthquake drill) it may be counted as one of the required fire drills.

f. For all other sites, one drill (1) per year.
3. For Students:
Students will be encouraged to review and practice fire evacuation procedures in their homes.
Fire drill and evacuation procedures
1. Drill procedures will include:

a. The drill will follow, as closely as possible, Regulation Emergency Preparedness – Fire Response.

b. Fire procedure plans for students with special needs that may hinder their safe exit will be developed by the Principal and approved by the Fire Chief.

c. Teachers will be instructed how to provide for the disabled, and confine and control small fires.

d. The Skeetchestn Indian Band must be phoned (250-373-2493) 24 hours before holding a fire drill and just before the drill.

e. Alarm Company must be notified 30 minutes prior to drill.

f. Evacuation will be quiet, orderly and purposeful.

g. Procedures will include reporting to the Skeetchestn Community School main office.

h. The Principal will keep a record of when fire drills have taken place.

MINIMUM HIGH SCHOOL COURSES REQUIRED TO GRADUATE

**This year we shall meet with parents of high school students on September to review the courses taken by your child. Below are a list of absolute minimum requirements to graduate from high school. If a student wants a Dogwood Credits toward a Grade 12 Graduation Certificate, the student must writeBC-exams via Distance Education or FNESC Connected Classrooms. Currently BC Education is negotiating with First Nations to make these exams available to First Nation Band Operated Schools.
	80 IS THE TOTAL REQUIRED COURSE CREDITS TOWARD HS GRADUATION

	SUBJECT AREA
	Minimum Credits

	Career Life Education (Planning 10)
	4

	Career Life Connections (or Graduation Transitions)
	

	a Language Arts 10*
	4

	a Language Arts 11*
	4

	a Language Arts 12*
	4

	a Mathematics 10*
	4

	a Mathematics 11 or 12*
	4

	a Fine Arts and/or Applied
Skills 10, 11 or 12*
	4

	Social Studies 10
	4

	a Social Studies 11 or 12*
	4

	a Science 10
	4

	a Science 11 or 12*
	4

	Physical Education 10
	4

	Total
	48



	HS STUDENTS NEED TO EARN AT LEAST 28 ELECTIVE CREDITS



	GRADUATION TRANSITIONS

	Students must earn 4 credits for Graduation Transitions.
	4 Credits

	OVERALL TOTAL
	80 Credits

	
** Of the 80 credits for graduation, at least 16 must be at the Grade 12 level, including a Grade 12 Language Arts course. Others may be required courses or elective credits.





RIGHTS AND RESPONSIBILITIES

All of our employees are subject to Skeetchestn Chief and Council Policy Manual, a strict Code of Conduct. All our employees have signed a Confidentiality Agreement in regards to their work at the school, in discussions with any parents/guardians or at any school or public function. No employee is authorized to speak in public or at any private forum about individual incidents that allegedly occur at the school site. 
All employees have a right and responsibility to report immediately to the principal any alleged violation of the Criminal Code or violence toward any child or staff member. In such cases, the principal shall refer the matter for investigation by the RCMP, health or other authorities. All school decisions by school administration or staff members are subject to appeals as provided within the time limits set by Chief & Council, Skeetchestn Community School Board or school policies or regulations.
•
Parent’s Responsibility:  We ask that all parents send their children to school on time; ensure that your children have had a healthy breakfast(if not in food program); they are well rested, ready to learn, and have completed their homework. Call the school for help or to report any concerns you may have as they arise and set an appointment to communicate with your children’s teachers or the principal. By a prior appointment with the principal, parents have a right to read any school incident report, documents or files related to their child. Parents have a right to be treated with respect at all times.
•
Student’s Responsibility: Is to come to school well rested, ready to learn and committed to doing your homework on a daily basis; and to communicate with your teacher if you are hungry or are being bullied at school. Students who are bullied are asked to talk to their teacher or the principal as early as possible after an incident occurs. Students must keep their hands to themselves and respect school’s and others’ property. Keep toys, electronic equipment and guns at home. If a teacher confiscates electronic equipment or toys these are returned to the student at the end of the day or for repeat offenders, the parent will be callled to pick them up. Some students who are repeat offenders may be asked to sign a student contract with the approval of the parent. Students have a right to be treated with respect at all times.
•
Teacher’s Responsibilities: Is to be prepared to teach by following daily and unit plans, make learning fun, and exciting. They are to adapt teaching styles and learning needs to students’ abilities and skills; keep a record and periodically analysed student skill levels for literacy and numeracy; communicate regularly and openly with the parents/guardians and school administration team regarding their children’s attendance, discipline issues, punctuality and progress. Teachers will contact the parent and principal for a meeting regarding a child’s special needs, IEP needs or any other services that may be offered at the school. Teachers shall assign enrichment work or homework as needed or requested by the parent or principal. Any student who is two or more years behind a grade level shall have an IEP and a teacher generated literacy or numeracy strategy. All homeroom teachers are responsible to assess all student literacy and numeracy skills by the end of September and by the end of the first Friday in June of each year. Teachers are to update and submit data for IEPs and cum files as per reporting deadlines.Teachers have a right to expect to be treated with respect by all at all times.
· Special Education/Resource Teacher: This year the Principal assists teachers to prepare the initial plan IEP as well as meet FNESC deadlines for special services. He advises classroom teachers on ongoing IEP, adapted, and modified reporting , updates to parents and FNESC or INAC deadlines, ensures parental approval/rejection for special services, ensures testing and ongoing documentation/data collection, ensures teacher/educational assistant provision of direct tutoring or instructional services, especially related to literacy, numeracy and special behavioral needs. He ensures that SCS staff meet external documentation and funding reporting deadlines. 
•
Community’s Responsibilities:  The community is encouraged to take an interest in the Skeetchestn Community School by volunteering in the school, on field trips, helping  the students to take their education seriously and grow up to be contributing members of the community. We ask parents to attend the school-community events and volunteer for field trips or special events whenever possible. 
STUDENTS CLASSROOM RIGHTS AND RESPONSIBILITIES
· I have a RIGHT to learn in this classroom. It is my RESPONSIBILITY to listen to instructions, work quietly at my desk and to raise my hand if I have a question, concern or need to leave.

· I have a RIGHT to hear and be heard. It is my RESPONSIBILITY not to talk, shout or make loud noises when others are speaking.

· I have a RIGHT to be respected in this classroom. 
· It is my RESPONSIBILITY not to tease, bully or bug other people or to hurt their feelings. Also, it is my responsibility to report to my teacher or principal if another student is doing these bad things to me.
· I have a RIGHT to be safe in this classroom, anywhere in the school and on the playground.
· It is my RESPONSIBILITY not to threaten, kick, punch or physically harm anyone else.

· I have a RIGHT to privacy and to my own personal space.

· It is my RESPONSIBILITY to respect the personal property of others and to accept their right to privacy.

· It is my RESPONSIBILITY to clean-up my mess, help others and help with the re-cycling program.
STUDENT RULES AND REGULATIONS

1. All students are expected to:

a) Behave in an appropriate manner at all times both within the school and outside on school grounds.

b) Treat all staff members with respect and to comply with reasonable requests made to them by staff members.

c) Treat fellow students with regard for their safety and well being.

d) Complete all assignments to the best of their ability and within the deadlines set by the teachers.

e) Attend all classes regularly and to make every effort to be on time for all classes. 

ATTENDANCE
Attendance expectations at Skeetchestn Community School:
-All students are expected to attend school regularly and arrive on time. 
-The goal of “a minimum of 90% attendance monthly will be the School standard; this standard will be communicated by the Principal and staff to students, parents, and/or guardians via letter at the beginning of the school year.
-Students who are absent are expected to bring a note from their parents or guardians explaining the reason for the absence and remit to the administration office. Parents are expected to phone the school if their child/children are sick. A doctor’s note will be required if the child is sick more than 3 consecutive days.
School Administration/teachers/principal duties:
-The School administration will monitor daily attendance and keep a file on record of student absentee.  The administration staff will contact the parents/guardians if the parents haven’t phoned in by the time the first class starts. 
-If administration staff is unavailable, individual teachers will contact parents of individual attendance concerns in their class.
-The Principal will provide a monthly summary of student attendance to the Board of Directors.
Chronic absenteeism/lateness/missing school bus:
-If a student is missing school more than 90% of the time monthly, the Principal will send a letter out to the parents/guardians. In addition, chronic absenteeism 
or lateness will be referred to a review committee consisting of the Principal, Classroom Teacher, Teacher Aide, and the parent(s)/guardians involved. 

An attendance improvement plan will be developed, implemented and monitored by the teacher in consultation with the Principal until the improved attendance plan has been fulfilled.

-The Board may take independent action in cases of chronic student absenteeism/lateness if the attendance improvement plan wasn’t successful and will refer to the School Act Article 3. “Requiring that all children who reside in BC must participate in an educational program provided by the Board until he or she reaches the age of 16.”
-If a student misses the school bus more than 2 times in a month and has no other means of transportation to be in class on time, a school support worker will pick-up the student at home and the parents will be responsible to reimburse the school $20 for every pick-up.  If the parent is employed by the Skeetchestn Indian Band, the amount owed will be deducted from their pay.

Attendance recognition

-maintaining high levels of attendance over 95% will be acknowledged, annually during the awards ceremony. 
Senior secondary students

-Senior Secondary Students are asked to refrain from leaving the school at lunch.. 
-Senior Secondary students are banned from going to the recreation centre gym or the band office during school hours, without written and business related permission from a parent or guardian. 

-Students who return to class late or skip class (with no signed note) will be automatically suspended for the following scheduled day and parents/guardians will be contacted.

-Students who show up late or skip class (with an explanatory note from the parents/guardians) after a suspension will be automatically suspended from the School for a minimum of 5 days. 

COMMUNICATION BY SCHOOL or PARENTS
The school endeavours to communicate with parents and staff at every opportunity by using the following methods:

· Newsletters                            Notices                         Facebook and Facebook messages
· Face to face formal report card meetings              Special parental requested meetings

All notes or communications sent from the school need to be pre-approved by the principal, school administration so as to ensure positive and clear communication.

Student Records are kept in the Principal’s office and are protected by a Disclosure Policy to maintain confidentiality. Only the Principal, student’s teacher, and the child’s parent or guardian may request access to the student’s records. They may not be removed from the office.

DISCIPLINE
Expectation: Normal, socially acceptable behaviour.

The guiding principle of good behaviour in any school is respect for other students, teachers, supplies and buildings. If this is kept in mind, there should be no problems. However, people are not perfect and there will be difficulties. Skeetchestn School believes that good behaviour is the responsibility of the student; as such they must know what is expected of them, and what the consequences will be if the expectations are not met. To help in this, this Handbook contains a set of school rules on the previous page and the classroom teachers will outline and make clear to the students any classroom rules. 

This outline attempts to illustrate the discipline cycle that will be followed.

DETENTIONS

Students, who misbehave, neglect their school work or are late for classes may be given detentions by their teachers. Parents will be notified. Detentions may involve work duty or some written assignment. Skipping a detention is a serious matter and will result in a student referral to the school administration.

SUSPENSIONS 

Students who break school regulations or behave in a manner which seriously interferes or disrupts the orderly and safe climate of the school will be suspended.  After a suspension issued by the principal, the Principal, Administrator and two members from the School Board may meet with the parents/guardians and students and notify them of the situation, the suspension terms and length of the suspension. 

A suspension from school means the withdrawal of all school privileges including the privilege of attending classes, being on school property and attending school functions at or by the school. 
Students must make it their responsibility to know the school regulations so that a school suspension may be avoided. The staff and administration sincerely hope that very few students will be asked to leave school, even for a few days. Students should also be aware that they may be given in-school suspension from particular classes in which their behaviour or work has become unsatisfactory. Our students are taught that misbehaviors and problem-related behaviors usually lead to a unexpected consequences. Parents/guardians will be kept informed on a regular basis should issues not be resolved with the student. 
A consequence is not a punishment. It is a way to solve the problem and make up for the difficulty caused by the rule-breaking. When a child receives a consequence for breaking a rule, parents and elders need to help the child understand the problem, how to deal with their consequences without complaining and how to deal with the situation better in the future. If a student is sent home, it should not be a holiday. The family should have consequences at home which support those of the school. Any student who is suspended or sent home needs to be supervised by a parent or relative.
The main purpose of this is to provide a safe and co-operative environment in which all students have the opportunity to learn, make wiser choices that lead to more positive consequences. 

Summary:

BE POLITE
BE PREPARED

BE PUNCTUAL            BE RESPONSIBLE FOR YOUR CHOICES
Guidelines:

Students should ask themselves....

· Is what I am doing that is stopping me from learning?

· Is what I am doing that is stopping someone else from learning?

· Is what I am doing stopping the teacher from teaching?
EMERGENCY PROCEDURES
NOTICE: In case of major emergencies such as fires, animal alerts, earthquakes, School evacuations due to emergencies, students shall remain on sight and be supervisied by all staff until there is an announcement to pick them up at designated site or the school.
Fire Drills
All schools must conduct total evacuation fire drills at least three times in each of the fall and spring terms and will be posted in all of the classrooms by the entrance and exit doors. At Skeetchestn Community School Administrator will ensure that we conduct 6 fire drills per year!
The following procedure:

•
When the fire alarm is given, the teacher shall give the warning “Fire Drill”.

•
All instructions and activity shall cease, machinery should be shut down, gas, and other appliances shut off and the students remain still and quiet.

•
The teacher shall give the command “Please line up” Students will then stand in the aisles, facing the door, distances closed, line as short as possible, remaining silent. THE TEACHER SHALL THEN TAKE THE CLASS REGISTER ATTENDANCE RECORD AND KEEP IT IN HIS/HER POSSESSION UNTIL THE END OF THE DRILL.

•
The teacher will open the classroom door, determine the route to be taken, lead and supervise the class out of the building in an orderly manner to a predetermined point of safety. Students will remain in formation until dismissed by the Principal or person in charge.

•
Students outside the classroom and still in the building shall go to the nearest corridor and join with any class or if close to an exit, shall leave the building, reporting to their particular class outside the building. The teacher shall check the number of students and names and shall report this to the school administrator or the person in charge, including the names of persons missing or any additional names.

The school administrator or person in charge shall make every effort to see that no student remains in the school, and that exit maps and student lists are at designated places in each room.
The fire alarm system will be used for fire alarms and fire drills only!

Earthquake Drills

Earthquakes happen with no warning; therefore, life-protecting actions must be taken at the first indication of ground shaking. Even in the most severe earthquakes, buildings rarely collapse completely. Injury is most often caused by shattering and falling of non-structural elements such as window glass, ceiling plaster, light fixtures, chimneys, roof tiles and signs. Drills will take place 2 times per year.
The following are recommended procedures that a teacher and class of students will follow:

•
TAKE COVER under desks or tables

•
FACE AWAY from windows or glass

•
ASSUME “CRASH” POSITION, on knees, head down, hands clasped on back of the neck or head covered with book or jacket

•
COUNT ALOUD TO 60. Earthquakes rarely last longer than 60 seconds.
•
In the library, move away from where books and shelves may fall and take cover

Lock Down Drills
Lock Down drills are means of practicing preparedness in a school in the event of an intruder or criminal act. Generally an announcement is given that the building is going on an immediate lockdown. At that point, all occupants present at the time of the drill go to a room and lock all doors and windows tight. They must remain still until a "clear signal" has been issued. If the emergency is really life-threatening, then occupants present at the time of the emergency will evacuate to a meeting zone well away from the premises.
The following are recommended procedures that a teacher and class of students will follow:

· Quickly glance outside the room to direct any students or staff members in the hall into your room immediately
· Lock your door.

· Lower or close any blinds.

· Place students against wall so that the intruder cannot see them looking in the door. Look for the “Safe Corner”

· Turn out lights and computer monitors

· Keep students quiet

Power Outages

If there is no power the school’s safety systems will no longer function.  If there is no power returning or for a long period of time, parents will be contacted and students will be sent home

FIRST AID AND HEALTH
School Administrator shall ensure that a first aid kit is available in the staff room and on field trips to deal with minor cuts and injuries. Most of the school staff has first aid training. Parents are asked to respect the health of all students in the community by keeping their children at home if they have an infectious illness.
School administrator shall ensure that head checks will be done periodically throughout the school year by a staff member and QHS health team.  Students who have head lice may be sent home and are encouraged to go to the clinic with their parents to get appropriate shampoo and products. See latest lice guidelines and advisory at the end of Handbook.  

SCHOOL SUPPLIES AND TEXT BOOKS
All school supply orders are to be pre-approved by the principal and upon approval submitted electronically to the school administrator, who will prepare a purchase order. All supplies that come in shall be distributed by the school adminstrator. Any staff member making a pre-approved purchase must submit a receipt in order to be reimbursed by the school administrator via a check requisition.

At the beginning of the school year, the classroom teacher will supply each student with supplies as needed. Depending on the grade level.
In addition, there will be classroom quantities (but not individual) of some items:

•
Scissors 
•Crayons
•Pencil crayons

•Glue, Tape, Staplers
When a student is given an item, it is expected that he/she look after it and not lose it or leave it at home. Supplies listed above will be replaced by the teacher when they are filled up or used up. Lost or forgotten supplies will be replaced on only a very limited basis. If workbooks, pencils, etc. are lost repeatedly, the student or parent will be responsible for their replacement.

We have only a limited number of textbooks, workbooks and calculators. If these are lost they will not be replaced by the school. The student or parents will be responsible for buying a new copy that the school will order. The student will be required to share a copy with another student until this is done.  Secondary School students not returning text books will have to cover the cost.
Daily Food Program
Students are provided breakfast, snack and lunch everyday. They are expected to take only what they are able to eat. 
TELEPHONE/ELECTRONIC POLICY

Internet
The School wireless internet connection is to be used only for educational and /or research purposes. 

Electronic

a) Telephone:  A telephone is available for student use in the hallway by the school office.

b) Cell Phones are NOT permitted to be used in the school. 

c) Items such as radios, MP3 players, I-Pods, tablets, etc.  should not be brought to class and are not to be used within the school building for the duration of the school day (including recess, break and lunch)

d) In the event that a student is found to be in violation of this policy, the items will be confiscated by staff and stored at the office and will only be returned to parents. 

e) A second violation of this policy will result in the item being confiscated once again and the student being required to serve 5 hours of school community service. Subsequent offences of this policy will require the student and parents meet the School Principal to determine the assignment of greater disciplinary consequences which may include more community service hours, a school suspension or possibly expulsion. To support our students in this policy parents are asked not to contact their children on cell phones during school hours. If an emergency arises, contact the school office and students will be informed immediately.

VOLUNTEERS
Skeetchestn Community School supports the involvement of parents/guardians/ and community members in the education of our children, and therefore the Board encourages parent or community volunteer participation as a complement to school programs.  

Volunteer participation must be authorized by the School Principal, and must be under the supervision of school staff. 

No paid staff position will be displaced or replaced by the use of volunteers.

VISITING ADULTS AND STUDENTS
All visitors are to report to the office rather than interrupt classes. If you wish to drop off lunches, homework, gym strip, etc. please leave them with the school administrator who will contact your child at the earliest convenient break. If immediate access to a student is required due to an urgent matter, parents may go directly to the child’s classroom. 

Parents  or  adult  family  members  who  wish  to  “drop  in”  and  observe  classroom  activity  are  welcome  to  do   so with advance notice.


VISITING STUDENTS

The Skeetchestn Community School recognizes that in order to support the academic learning of the students, visiting student will not be permitted during school hours including lunch and recess time.
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