k School District 8
\ Kootenay Lake

AP 1310: Communication

Administrative Procedures

School District No.8 (Kootenay Lake) believes that good external and internal communications are
important to support trusting relationships. The district endeavors to keep the staff, public and
partners informed in a variety of means, and to address requests for information and concerns in a

judicious and expeditious manner.

Procedures:

1. Requests for information regarding school matters are to be directed to the school.

2. Requests for Information of a general nature can be directed to the district office.
Requests which, in the opinion of the Superintendent, require considerable effort on
the part of staff or relate to personal information will be addressed in accordance with

current legislation.

3. Any individual expressing a concern or a complaint may choose to be accompanied to

any meetings by an advocate.

4. Staff concerns, or complaints will be subject to procedures defined in the appropriate
union Collective Agreement or individual contract.

5. Steps to resolving a concern:

IDENTIFY the

complaint.
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First CONTACT should be
with THE PERSON you
have a complaint with -
verbally or in writing.

SET UP A MEETING

to respectfully address
the complaint. Stick to the
issues. An Advocate may
accompany you.

L

MAKE A PLAN for a
successful resolution.

|

IT v

WORKED.

It didn’t

work. X

Your School
PRINCIPAL

sets up process to
include all parties.

ASSISTANT
SUPERINTENDENT
or DISTRICT PROGRAM
LEAD such as
Director/Supervisor
for area of concern.

SUPERINTENDENT

Student/Parent
APPEAL, Bylaw #1

WORK TOGETHER

REFER the complaint
Bl to the following...

toward a resolution.

SOLUTION. /
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6. All harassment complaints will be dealt with in accordance with AP 4001: Respectful
Workplace Program and/or the provisions of the appropriate Collective Agreement.

7. Allegations of physical or sexual abuse against an employee must be reported to the
Superintendent or designate, reported to the Ministry for Children and Families, and
the RCMP or local police detachment.
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