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This Administrative Procedures Manual is designed to be the primary written source of
administrative direction for the Division. It is designed to be entirely consistent with the
Board Policy Handbook, and is an extension of policy in the form of procedures. This
Manual may make further reference to other detailed administrative documents that have
been developed to provide specific guidelines on selected matters.

There are 5 categories in which administrative procedures are placed in the Manual. The
categories are:

100  General Administration

200 Instructional Programs and Materials
300 Students

400 Personnel and Employee Relations
500  Business Administration

600 Transportation

Procedures placed in the 100 section are those of a general administrative nature or those
which have applicability to at least 2 other categories in the Manual. The procedures in 200,
300, and 400 are specific to each of the titles. The Business Administration procedures
include finance, facilities, and student transportation matters.

A logical flow of procedures is attempted in the categories. For example, criteria for student
admission is followed by attendance area requirements, by various safety considerations, by
the maintenance of records, by daily attendance, by supervision and discipline, and lastly, by
evaluation procedures.

Gaps in the numbering sequence facilitate the insertion of additional administrative
procedures that may be developed at a future time.
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200 — Instructional Programs and Materials

AP 200 — Superintendent’s Scholarship

AP 201 — Student Program Placement

AP 202 — Instructional Hours

AP 205 — Controversial Issues

AP 206 — Human Sexuality

AP 207 — Religious Studies

AP 210 — Early Childhood Services

AP 211 - English as a Second Language (ESL)
AP 212 — French Language Immersion Program
AP 213 — French as a Second Language Program (FSL)
AP 214 — Special Education

AP 215 - Integrated Occupational Program (IOP)
AP 216 — Work Experience

AP 217 — Registered Apprenticeship Program
AP 218 — Special Projects
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300 — Students
AP 300 — Student Entrance Age
AP 301 — Admission of Non-Catholic Students
AP 302 — Attendance of Non-Alberta Students
AP 305 — School Attendance Areas
AP 310 — Student Health Services
AP 311 — Assisting a Student in Case of Accident or lliness

AP 312 — Administering Medical Treatment to Students
Appendix 312A — Emergency Medical Aid Act

AP 313 — Consent to Medical Treatment

AP 314 — Allergies

AP 315 — Transporting Students who are lll or Injured

AP 316 - Nutrition

AP 320 — Student Records

AP 321 — Youth Criminal Justice Act Records

AP 322 — Right of Access

AP 323 — Student Custody Disputes

AP 330 — Student Conduct and Consequences

AP 331 — Student Conduct on School Buses

AP 332 — Drugs, Alcohol and Other Controlled Substances

AP 333 — Possession of Weapons or Potentially Dangerous Items

AP 334 — Interrogation and Searches of Students

AP 335 — Suspension and Expulsion of Students

AP 336 — Anti-Bullying

AP 340 — Supervision of Students

AP 350 — Student Evaluation

AP 351 — Promotion and Retention of Students

AP 352 — Graduation Functions

AP 360 — Extra-Curricular Activities
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400 — Personnel and Employee Relations

AP 400 — Recruitment and Selection of Professional Staff
AP 401 — Staffing Procedure

AP 403 - Criminal Record and Child Welfare Checks Revised throughout
AP 404 — Medical Examinations

AP 405 — Working Alone

AP 406 — Staff Participation in Community/Political Activities
AP 407 —Teacher Growth, Supervision, and Evaluation To be Revised Fall/09
AP 408 — Administrative Time Granted the Principal

AP 409 - Employment of Close Relatives

AP 411 — Secondment Leaves

AP 420 — Staff Meetings

AP 421 — Professional Development for Certificated Staff
AP 422 — Professional Development for Support Staff (District Sponsored)
AP 430 — Professional Staff Reduction

AP 440 — Deferred Salary Leave Plan

AP 441 — Employee and Family Assistance Programs

AP 443 — Long Service Awards

AP 444 — Staff Dress Code

AP 450 — School-Based Administrative Positions

AP 451 — District Administration Association

AP 452 — District Principals’ Association

AP 460 — Associate Superintendent of Business Operations
AP 461 — Assistant Superintendents

AP 462 — Religious Education Consultant

AP 463 — Principals

AP 464 — Vice-Principals

AP 465 — Department Head

AP 466 — Acting Principal

AP 467 — Instructional Replacement Personnel

AP 468 — Director of Student Services

AP 469 — Speech and Language Pathologist
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AP 470 — District Principal

AP 476 — Information Systems Administrator

AP 477 — Support Staff Evaluation

AP 478 — Payroll and Benefits for Non-Certificated Staff
AP 479 — Vehicle Allowances
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500 — Business Procedures

AP 500 — Development of the Annual Operating Budget
AP 501 — Budget Implementation

AP 503 — School Fees

AP 510 — District Accounting Procedures

AP 511 — School-Generated Funds

AP 512 — Student Fund-Raising Activities

AP 513 — Petty Cash

AP 515 — Cash in School Buildings

AP 516 — Purchasing

AP 517 — Purchase Orders

AP 518 — Computer Purchase Plans

AP 520 — Education Foundation

AP 530 — Disposal of Property

AP 540 — Fees for Rental of Facilities —

AP 541 — Buildings and Grounds Maintenance
AP 542 — Custodial/Maintenance

AP 543 — School Keys

AP 544 — Loss of School Property or Vandalism
AP 550 - WHMIS

AP 560 — Injury Insurance
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600 — Transportation Procedures
AP 600 — School Bus Driver's Responsibility
AP 601 — Bus Routes
AP 602 — School Bus Accidents
AP 603 A — Attendance Area
Appendix 603A — Parent Provided Transportation Contract
AP 603 B — Attendance Area
AP 604 — Student Transportation by Bus
AP 605 — Student Transportation by Private Vehicles

AP 606 — Parent Provided Transportation
AP 607 — Inclement Weather / Emergency Closings of Schools
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