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Introduction

A major role of the board of the Tlicho Community Services Agency is to determine
policy for the programs and services delivered by our organization. Policy making is an
extremely important process for a number of reasons:

e Policy provides an important link between the elected board members and the
staff who are hired to work for the Agency in the health & wellness centres,
schools and other facilities. The best policy voices the views of the community
working collaboratively with their professional staff;

e Policy as the voice of the Tlicho Community Services Agency can serve to keep
people informed about the beliefs, direction and goals of the Agency and its
constituent authorities in the communities of Behchoko, Gameti, Wekweeti and

Whati;

e Policy can provide stability and continuity in our organization especially during
times when many professional staff are highly transient;

e Policy saves time and effort. Written statements of intentions mean that “trails
have already been made” that provide direction and guidance to the staff. With
good policy in place, decisions can be made more quickly, with less debate, and
the attention of both Board members and staff can be focused on other areas and

concermns.

Policymaking in organizations encompasses a wide range of beliefs and practices.
Some experts have tried to define policies very narrowly. Others have been more
flexible. A survey of a variety of policy service databases confirms the wide variation

in practices.

The policies in this collection are broad statements of belief that lead to principles of
action that are fleshed out in more detail in procedures which give managers and
staff a framework in which to act. It is the wish and the practice of the Tlicho
Community Services Agency that proposals for new policies or changes in existing
policies come from the members of the community at large, board members and staff.

Comments or concerns are welcomed and can be addressed to either the chairperson
or the Chief Executive Officer of the Agency.



Distribution of Policies & Procedures

Copies of all Policies and Procedures of the Tlicho Community Services Agency can be
found on-line at www.tlicho.ca . Policies and procedures on the website will be the most

up-to-date material currently available.

Hard copies of Policy and Procedures manuals will be produced and distributed
according to the following list. Although every attempt will be made to keep the
following manuals current, people should refer to the online version to ensure the
material is current. Unofficial copies of the manual may be reproduced from time to time
but it should be understood that the Agency does not take responsibility for the accuracy
and currency of these versions of the policy and procedures manual.
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| Zf@ Policies & Procedures

Section: Foundations & Basic Commitments Reference: 1.1

Policy Title: Vision Statement “Strong Like Two People”

Policy Statement:
The TCSA recognizes that the vision of the Agency is “Strong Like Two People” .

Purpose:
Strong Like Two People is a metaphor for the desire by community, Board

members and Agency staff to build an organization and create programs and
services that recognize the strength and importance of two cultures.

From the document, A Strategic Framework & Business Plans 2005-2009... "In 1971 a frail
Chief Jimmy Bruneau officially opened the Edzo school that was to bear his
name. On this occasion he spoke of the importance of a model of bicultural and
bilingual education where equal emphasis must be given to educating children in
two cultures. Some years later in 1991, a respected Behchoké elder, Elizabeth
Mackenzie, commented on her understanding of the words of Chief Jimmy
Bruneau, describing his vision as “Strong Like Two People”. Originally, the
statement referred to young people, and meant learning from, and being
competent in the worlds of two peoples...the traditional world of the Tlicho elders
and the modern world that surrounds people today.

In 1998 after the Dogrib Divisional Board of Education had expanded its mandate
to include the delivery of health and social services, Board members, educators,
healthcare professionals, social workers and other Board staff agreed that this
vision of “Strong Like Two People” should continue...as a metaphor for the
desire to build an organization, and create programs and services that recognize
the strength and importance of two cultures.”

The origin and development of the vision statement was reviewed and
reaffirmed for use by the Agency by the new Board of the Tlicho Community

Services Agency in February 2006.
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Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)

/

\/

Approval Dates: 2007;9//21/rhary 23
Chairperson btee, CEO
s

1
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@"SA Policies & Procedures

Section: Foundations & Basic Commitments Reference: 1.2

Policy Title: Mission Statement

Policy Statement:
The TCSA reaffirms the mission statement of the Agency:

For thousands of years, Thchg people have lived in harmony with their families,
their communities and with the land. Qur people took pride in passing on our
knowledge, skills and values to each generation and in the excellence of this
tradition, our survival as a people was assured. In this century we became
dependent on the church and the government and in this loss of control, we find that
our families, the community, language and culture are threatened. Our very
survival as a people is at stake. Thus...

We, the members of the Thicho Community Services Agency are committed to the
development of a continuum of care that will return control of education, health and
social programs and services to the people of our communities, support them in the
task of strengthening their families, promote the knowledge and skills they need to
survive today and model the values they need to live in harmony with their families,
our communities and our land.

Purpose:
The mission statement of the Tlicho Community Services Agency is called

“Strong Like Two people” which is the vision of the Agency.

From the document, A Strategic Framework & Business Plans 2005-2009... “The vision and
mission of the Agency emerged from a process of action research conducted in
the Tlicho communities in the early years of the Dogrib Divisional Board of
Education (1989-1997) (see the document Strong Like Two People: DDBE
1991). The outcome of this research resulted in a vision and mission for a Board
of Education. However by 1991 this work was modified to include the delivery of
health and child and family services, and re-validated by the Dogrib Community
Services Board in 1998. in the fall of 2006 the new Tlicho Community Services
Agency reviewed the vision and mission and validated it as remaining relevant

for the Agency.
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The original process brought together elders and young people from each Tlicho
community to address educational issues. The meetings were held in Tlicho
without translation, but the speakers were recorded. Transcriptions of the
meetings were made from the recordings and themes were then extracted from
the transcriptions and later taken back to be validated by the participants and by
the Board members. These themes were then developed into a preamble from
which emerges the mission statement of the Board. The preamble is a
description of the shared experiences of the Tlicho people, where they are today
and where they hope to go in the future, from which emerges a description of the
role and responsibilities of the Agency.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social
Services Administration Act, 10(10), 13(1)

Approval Dates: 2006/Febrdary 23

Chairperson CEO
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mﬂ Policies & Procedures DRAFT: for discussion only

Section: Foundations & Basic Commitments Reference: 1.3

Policy Title: Official Language of the Agency

Policy Statement:

The TCSA recognizes that the Tlicho language is essential for the expression of
our values, knowledge and skills as a people. Therefore the official spoken
language of the Agency is Tlicho.

Purpose:
The purpose of an official language policy is to promote our language and ensure
its continued use in the day to day work of the Agency.

Procedures:

The CEO is directed to ensure that

1. All Board meetings will be conducted in Tlicho with English translation as
needed. Interpreter services will be provided wherever possible by the trained
interpreters employed by the TCSA. Other interpreter translators will be hired by
the Board when their services are required; .

2. Important Board documents will be translated into Tlicho orthography
wherever possible;

3. Signs in all TCSA facilities and offices will be displayed in Tlicho and English;
4. The Agency is committed to the principle of serving the general public in Tlicho
as required;

5. The Agency is committed to the employment of Tlicho speaking staff to
positions with the Agency;

6. The Agency is committed to the training of staff to read and write in the Tlicho

language.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)

Approval Dates: April 1, 1997; revised May 27, 1997; revised....
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W] Policies & Procedures DRAFT: for discussion only

Section: Foundations & Basic Commitments Reference: 1.4

Policy Title: Model of integrated Services

Policy Statement:

The TCSA recognizes many of the individuals and families we serve have
“clusters” of inter-related problems. These problems must be dealt with together.
Persons in need often require different kinds of help, provided by different
caregivers with different areas of expertise and different resources. The way we
organize services must allow residents to access services from a number of
different entry points —schools, health centres, wellness centres, social
programs, daycares, programs for elders, etc. And the expertise and resources
we offer must be organized in a holistic manner so they can be linked to one
another around the person in need.

Purpose:

The TCSA is committed to providing services in an integrated manner to the
fullest extent possible. We make every effort to provide the right kinds of
services, with the right people, in the right way, in a holistic and timely way.

Guiding Principles For The Integrated Model

Every individual (and /or family) is responsible for his or her own health and
social well-being. Our services are meant to complement and build upon the
individual's capacity.

Our services must be holistic and must address the needs of the whole person.
Our concern must extend to the physical, psychological, intellectual and spiritual
needs of the individual (he Medicine Wheel)

Because so many of the problems confronting our residents are preventable, our
integrated services must strike a balance between prevention and treatment.

Because us we cannot have healthy people in sick communities, our integrated
approach must embrace the needs of the whole community, to the extent this is
possible within our mandate.
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Section: Foundations & Basic Commitments Reference: 1.5

Policy Title: Child & Family Programs & Services

Policy Statement:
The TCSA vision statement—Strong Like Two People—has special relevance

to children and families. Survival today requires the strength and ability to
survive in both cultures: to find a fertile common ground based upon the values
our Traditional Tlicho Culture and the skills needed to live in a modern 21
Century society. But many of our children and families are in trouble and need
our help. Our role is to help them discover and build upon this common ground
and develop the skills needed to survive and thrive.

Purpose:
The purpose of this policy is to provide a safe, secure and health environment for

children and their families and to help ensure that children develop in a manner
that is consistent with their culture.

This policy applies to all residents living in Tlicho communities as well as to those
residents placed outside Tlicho communities.

Guidelines
The goal of our child and family services is to strengthen and build upon the four

fundamental relationships that are the foundation of our culture;

o The relationship with the land—which is the source or our existence and of
our culture;

e The relationship within the family—which nurtures the child and supports
the family members;

e The relationship with the individual’s inner spirit—which provides a sense
of personal identity and an awareness of the larger world in which he or
she lives;

o The relationship with the broader community which awakens a sense of
personal responsibility and a commitment to help others.
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m] Policies & Procedures DRAFT: for discussion only

Section:; Foundations & Basic Commitments Reference: 1.6

Policy Title: Community Education Programs & Services

Policy Statement:

The Tlicho Community Services Agency believes that educational programs
provide a unique opportunity to serve our communities by educating our young
people in the knowledge and skills of two worlds while celebrating the culture,
language, traditions, and values of our elders.

Strong Like Two People means not only that we strive to be strong in two
cultures but that we bring together the elders and the young people. To do this in
our schools we must all work, CSA members and school staff, to develop

community schools whereby:

Purpose:
Principles

1) the school regards itself as an important part of a total community education
system by cooperating with other community organizations and agencies to
provide comprehensive educational, recreational, cultural and social services to

our people.

2) everyone is a teacher and parents and community members are involved with
teachers and other specialists in the development of curriculum and delivery of

programs.

3) a community based curriculum is taught by encouraging a study of problems
and issues of importance to our communities, relating real life situations in the
community into the school program, using available community resources and
facilities, involving students actively in the life of their community and using the
study of their community as the basis of a study of life in other communities

around the world.

4) everyone is a learner and educational activities for young children, school age
students, staff and people of all ages are encouraged.

5) the school facilities are available for community recreational, cultural and
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c Znl Policies & Procedures DRAFT: for discussion only
¢ Section: Foundations & Basic Commitments Reference: 1.7

Policy Title: Health & Wellness Programs & Services

Policy Statement:
The TCSA recognizes that health is not just the absence of sickness. According

to the World Health Organization (WHO), it is state of complete physical, mental
and social well-being that is socially and economically productive.

For more than decade the TCSA and its predecessor, the Dogrib Community
Services Board, have been developing a comprehensive, integrated model of
health/ wellness, education and family and child services that corresponds to the
WHO definition of health. This requires a shift from a traditional medical model to
a more comprehensive wellness model; which, in turn, requires a changes in the
ways clients and caregivers think about services and the in the way we organize

and deliver them.

Purpose:
The purpose of this policy is to have healthy individuals, in healthy families, in

healthy communities, living on healthy Tlicho lands.
Guidelines

We will:

e Work to reduce the dependency on the medical profession by building
capacity within individuals and families to assume responsibility for their
own health and well-being and to make healthy life-style choices.

e Deal with the whole person or family—and not just with the “presenting
problem.”

e Ensure that, as much as possible, services are provided in the Tlicho
language and are culturally relevant.
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m Policies & Procedures

Section: Board Governance & Operations Reference: 2.1

Policy Title: Common Name

Policy Statement:
The Intergovernmental Services Agreement (2003) between the Government of

Canada, the Government of the NWT and the Ttjcho Government, calls for the
establishment of a THicho Community Services Agency on the effective date of

the Thicho Agreement on August 4™ 2005. This Agency emerges from the
former Dogrib Community Services Board (1997-2005), the Dogrib Divisional
Board of Education (1989-1997) and the Rae-Edzo School Society (1972-1989).

The Ttichg Community Services Agency or TCSA has the powers, duties and
functions of a divisional education council (DEC) under the GNWT Education Act,
and a Board of Management under the GNWT Hospital Insurance and Health
and Social Services Administration Act.

The TCSA includes four constituent local authorities called District Education
Authorities or DEA’s under the GNWT Education Act which serve the

communities of Behchoko , Gaméti , Wekweeéti and Whati. The TCSA
anticipates the possibility of DEA’s developing into muitipurpose, advisory
authorities at the local level, mirroring the multiple functions of the TCSA at the
regional level, by incorporating powers, duties and functions of the Child and
Family Services Committees under section 58 the GNWT Child and Family
Services Act. These local, multipurpose, advisory committees may also function
as community health committees.

DEA’s which include functions from both Health and Social Services and
Education, will be called Community Services Authorities or CSA’s.

Purpose:
The purpose of this policy is to name and define the roles and responsibilities of

the Agency and its constituent authorities in a developmental context.

Authorities:
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TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social
Services Administration Act, 10(10), 13(1)

Approval Dates: 2008/Jupe 12
= f )
Chairperson i—_ﬁﬁg—— CEO '
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- W@ﬁ Policies & Procedures

Section: Board Governance & Operations Reference: 2.2

Policy Title: Board Powers & Duties

Policy Statement:

The Board shall exercise its authority by carrying out the duties vested in it under
the Thcho Intergovernmental Services Agreement and legislation and
regulations of the Government of the NWT. The powers and duties of the Board
rest with the legally constituted Board as a whole, and not with Committees, the
chairperson or with individual Board members.

Purpose:
The purpose of this policy is to acknowledge that the powers and duties of the

Board derive from the Tticho Intergovernmental Services Agreement and the
Thcho Community Services Act and Regulations legislated by the GNWT.

Procedures:
The Board shall:

1. establish goals and objectives which guide the Board and Board staff in
working cooperatively towards the improvement of the educational, health and

social programs within the Tlicho region;

2. ensure programs and services of the TCSA are consistent with stated goals
and objectives;

3. make and approve policy to guide management action, while implementing
any policies of the GNWT and the Thichg Government applicable to the duties
and function of the Agency;

4. ensure that the powers, duties and functions of the Agency under legislation
and applicable agreements, are carried out through the employment of a Chief

Executive Officer,;

5. administer public (GNWT and Canada) ) and tribal (Tfjcho ) funds to provide
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resources for education, health and social programs within the allocated budgets
for each function and community;

6. inform and listen to the public regarding the direction and the operations of the
Agency and its programs and services;

7. provide sanctions to any Board members for any contravention of the TCSA
Code of Ethics.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1); TCSA Policies and Procedures

Approval Dates: 2008/J e 18

/)

CEO
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W] Policies & Procedures

Section: Board Governance & Operations Reference: 2.3

Policy Title: Role of the Chairperson

Policy Statement:

The TCSA recognizes that the chairperson will preside at all regular and special
meetings of the Board. The chairperson may introduce motions and may vote
only in the event of a motion which receives a tie vote from the members present.
The chairperson may delegate his/her authority to the vice-chairperson.

The chairperson represents the Board to government leaders of the GNWT and
the Tticho Government, and to the media.

Purpose:
The purpose of this policy is to define the role of the chairperson.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)

Approval Dates: 200

Chairperso

’ 18 2 ’ -
CEO )(QQ{L@’O\
)
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Section: Board Governance & Operations Reference: 2.4

Policy Title: Role of the Board Members

Policy Statement:

The TCSA recognizes that the authority and powers of the board of the Ttjcho
Community Services Agency rest with the legally constituted Board and not with
committees, the chairperson or with individual members. Individual members
exercise their authority over the affairs of the TCSA only as they vote to take
action at a legal meeting.

Purpose:
The purpose of the policy is to define the role of the Board members.

Procedures:
Individual Board members have a responsibility to:

1. act honestly and in good faith with a view to the best interests of the Agency
while exercising the care, diligence and skill of a reasonably prudent person;

2. represent the people of their communities, as well as the concerns of the
Thicho Community Government, local DEA/CSA to the regional board of the
TCSA,;

3. represent the TCSA Board to the people of their communities as well as to the
Thichg Community Government, and the DEA/CSA;

4. refer requests for information or problems related to an absence of information
or policy to the Board as a whole for discussion and decision-making;

5. refer requests for information or problems of a management nature to the
Chief Executive Officer;

6. assist the Chief Executive Officer with advice giving him/her the benefit of the
member's judgement, experience and familiarity with the community.
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7. abide by the code of ethics and conflict of interest policy for Board members.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)

Approval Dates: 2008/Jung 18
Chairperson CEO _¢ 5 £éé2 ﬁ ;U )
/
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Section: Board Governance & Operations Reference: 25

Policy Title: Resignations from the Board & Appointments
to Vacancies

Policy Statement:

Board members are appointed to serve on the board of the Ttjchg Community
Services Agency by the respective Tiichg Community Governments of
Behchoko , Gaméti , Wekweeéti and Whati . Appointed members also sit as
members of the local District Education Authority or DEA. Members may resign
at any time for a variety of reasons.

Purpose:
The purpose of this policy is to identify a process for resignations from the Board

and appointments to vacancies.

Procedures:
Members who wish to resign shall:

1. inform in writing the Thicho Community Government in their community, and
copy the GNWT Minister of Aboriginal Affairs, of their desire to resign from the
Board of the TCSA, and indicate an effective date for their resignation.

a) members, who by virtue of their appointment to the TCSA became
appointed members of the local District Education Authority (or CSA) will
automatically be considered to have resigned from the local authority;

b) members who were elected to the local authority will continue to be
members of the local DEA or CSA until their term ends, or they resign;

If a chairperson wishes to resign, he/she shall

1. inform in writing the GNWT Minister of Aboriginal Affairs and copy the Tticho
Government, of their desire to resign from the Board of the TCSA, and indicate

an effective date for their resignation.

In the event of a resignation of a member/chairperson, the chairperson/acting
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chairperson will write a letter to the appropriate T{jcho Community Government,
or Minister of Aboriginal Affairs (in the event of the resignation of the chairperson)
copied to the Thichg Government, and request that that a replacement
member/chairperson be appointed as soon as is possible.

Approval Dates: 2008/June 18

Chairperson Cr/{é;/«? CEO _( s i Q 2; ;c ii ,4
/ )‘//
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Policies & Procedures

Section: 2. Board Governance & Operations Reference: 2.6

Policy Title: Code of Ethics for Board Members

Policy Statement:
The TCSA requires that members follow certain standards of behaviour during

meetings of the Board, on Board related and/or sponsored trips, and in the
community when discussing the business of the Agency.

Purpose:
The work of the Agency is recognized as extremely important for the people of

the Tlicho communities and Board members must work collaboratively together
and hold themselves and others to high ethical standards. TCSA board members
are recognized as community leaders and as role models for youth must act

appropriately.

Procedures:
Therefore, Board members of the Tlicho Community Services Agency:

1. __will work to serve the people of the Tlicho communities to the best of my
abilities;
2. ...will try to attend all meetings of the Tlicho Community Services Agency;

3. ...will work to see that Agency funds are spent wisely, economically and in the
best interests of the schools and our health and social programs for our people;

4. ...will not use the DEA’s or the Agency’s resources or programs for my own
personal advantage, or for the advantage of my family and friends;

5. ... will listen to people in my community, staff and other DEA members before
making a final decision on an issue;

6. ... will recognize that | have no power myself, and that all authority rests with
the DEA and with the Tlicho Community Services Agency Board when it is in

session;
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7. ...will not discuss the confidential business of the Tlicho Community Services
Agency in my home, or elsewhere in my community except with other TCSA or
DEA members during a regular meeting;

8. ...will accept and support majority decisions of the Tlicho Community Services
Agency board as long as | remain a member;

9. ...will try to be positive and helpful in meetings and avoid talking in ways that
hurt other members, the Agency, the local DEA, staff, or interfere with the
successful completion of the business at hand, while maintaining the right to put
forward honest and respectful criticism;

10. ... will not talk about Board, DEA, or staff members behind their backs in
ways that are hurtful or embarrassing.

Authorities: TCSA Act 13; Education Act, 117; Hospital Insurance & Health and
Social Services Administration Act, 13(1)

Approval Dates: Revised ¥998/01/26; revised 200&
Chairperson _ <~ 72, m
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; A Policies & Procedures
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Section: Board Governance & Operations Reference: 2.7

Policy Title: Board Member Conflict of Interest

Policy Statement:

Board members are responsible by word and deed for protecting the good
reputation of the Agency and government. Members must avoid any perceived or
actual conflict of interest which may result in themselves or their immediate
family benefiting directly or indirectly from the activities of the Agency.

By legislation, Board members are required to meet and or exceed standards set
by the Government of the NWT for conflict of interest.

Purpose:
The purpose of this policy is to ensure that public confidence and trust in the
Agency is upheld by board members through their personal conduct and their

relationships with the Agency.

Procedures:

Members may know about personal issues, interests and situations involving
themselves and/or members of their family which are brought before the Board
which can create potential conflicts for them. A conflict arises when the member

fails to declare a conflict of interest.

1. A conflict of interest may arise for a member through their personal affairs, or
the affairs of a family member, where a financial, employment or other significant
interest exists from which they may be seen as benefiting by a decision made by

the board;

2 Members are responsible for declaring their interest immediately once
discussion of the matter arises at a Board meeting. Every disclosure of interest

shall be recorded in the minutes;

3. Members may present information about a situation for which they have
declared a conflict of interest;
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4. Members must not remain in the same room as the Board while an issue for
which they have declared a conflict on interest is being discussed or voted on by

the Board;

5. Members may not discuss or vote on any issue for which they have declared a
conflict of interest. Members may not attempt to influence the voting on the
matter before, during or after debate at a Board meeting;

6. Members are not prevented from discussing or voting on any question
respecting the expense allowances or honouraria to which they are entitled as

members of the Board;

7. Members who fail to disclose conflicts of interest will be subject to sanctions by
the Board including censure, applicable fines and recommendations to be
removed from office sent to their appointing authority and/or the Minister of
Aboriginal Affairs of the GNWT.

Authorities:

TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social
Services Administration Act, 10(10), 13(1) L )
Approval Dates: 2008/dune/18 ? ]

CEO
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Section: Board Governance & Operations Reference: 2.8

Policy Title: Board Meetings including Special Meetings

Policy Statement:
The TCSA recognizes that as a body corporate, it conducts business only at

meetings duly called for that purpose. The business of the Board is generally
conducted at regular meetings held every six to eight weeks throughout the
calendar year. Resources permitting, the Board may schedule additional regular
meetings if the volume of business warrants. In addition to regular meetings,
special meetings may be called from time to time to deal with urgent matters or

with emergencies.

Purpose:
The purpose of this policy is to provide clarity on the purposes and conduct of

Board meetings.

Procedures:
1. The Board is committed to the principle of conducting its business in public.

Members of the public are encouraged to attend regular Board meetings and will
only be excluded from a meeting for portions of a meeting when confidential
matters are under discussion, or for improper conduct;

2. The Board by motion approved by the majority of the members present, may
conduct part of a regular or special meeting in closed session. When the board
meets in closed session, it has the authority to discuss only the matter in
question and has no power to pass any resolution, except a resolution to resume
the meeting in public:
a) closed sessions must be used to discuss personnel matters involving
the salaries, job performance or promotions and terminations of
employees;
b) legal matters involving the Board or Agency;
c) matters involving students, clients or patients are subject to the
provisions of the GNWT Access to Information and Protection of Privacy
legislation;
d) such other matters as the Board may determine while in public session.
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e) All discussion at a closed meeting is confidential. No member shall
disclose to the public the proceedings of a closed meeting unless a
resolution has been passed at the meeting to allow disclosure.

f) A record of the closed meeting may be kept by the Chief Executive
Officer in a confidential manner.

3. The Board generally deals with the business of the Agency in regular
meetings. However special meetings to deal with urgent matters may be called
by the chairperson and/or the Chief Executive Officer with the agreement of at
least one other member of the Board. Only that business for which the meeting
was called shall be conducted at a special meeting, unless all the members
agree to conduct other items of business as well;

4. If resources, circumstances or time do not permit a face to face meeting, the
Board may hold a special or emergency meeting by teleconference, or by using
other meeting technologies such as those available on the internet.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social L

Services Administration Act, 10(10), 13(1)

Approval Dates: 2008/Ju

Chairperson CEO
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Section: Board Governance & Operations Reference: 2.9

Policy Title: Board Meeting Notice

Policy Statement:

The TCSA recognizes that board members will make better decisions when they
are well prepared. Members are responsible to attend all meetings of the board
well prepared to present the concerns of their community or discuss other
matters on the agenda. Advance notice and information about meetings shall be
distributed to assist members in their preparations.

Purpose:
The purpose of this policy is to clarify the importance of advance notification of

meetings and board member preparation.

Procedures:
1. The Chief Executive Officer will inform all members of the date, time and

location of all regular and special meetings as soon as these are formalized by
consultation with the members and their individual schedules;

2. Agendas for all regular and special meetings will be completed by the Chief
Executive Officer after consultation with the chairperson and/or members of the
Board and distributed as soon as possible after a date, time and location of a
meeting has been formalized,

3. Supporting materials and documentation for the agenda will be provided to the
board members in advance of the meeting whenever possible;

4. Meeting location and catering, travel, accommodation, honoraria and per diem
expense arrangements are made by a TCSA staff member delegated this
responsibility by the Chief Executive Officer.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)
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Approval Dates: 2008/June 18
~ Chairperson C:Q CEO

/
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\- TCD“S Policies & Procedures

Section: Board Governance & Operations Reference: 2.10

Policy Title: Board Meeting Scheduie

Policy Statement:
The TCSA will schedule regular meetings at the first meeting in a new calendar

year.

Purpose:

The TCSA recognizes that regularly scheduled meetings with significant advance
notice are beneficial both for the conduct of its business and the preparation of its
board members, as well as for the meaningful participation of the general public.

Procedures:
1. Regular board meetings will be scheduled every eight to ten weeks as per the

following schedule:
a) late January/ early February
b) late April/ early May
c) late June
d) late September/early October
e) late November/early December

2. Other regular or special meetings may be scheduled depending on need and
available resources;

2. Regular meetings are generally two to three days in length with additional
travel days required,;

3. Regular meetings are alternately scheduled in the communities of Gameti,
Wekweeti and Whati, and Behchokgo /Yellowknife to allow for the easy
participation of TCSA program and support staff, as well as other guests and
resource persons.

4. Scheduled meetings approved by the Board may be cancelled and/or
rescheduled should circumstances arise between regular meetings which make it

advisable or necessary to make a change.
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Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)

Approval Dates: 2008/June 1

Chairperson

.
CEO
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T@\S/ Policies & Procedures

Section: Board Governance & Operations Reference: 2.11

Policy Title: Preparation of the Agenda

Policy Statement:
The preparation of the Agenda shall be supervised by the Chief Executive Officer

and approved by the chairperson. Additional items may be added to the agenda
by resolution of the Board once the meeting has begun.

Purpose:
The purpose of this policy is to clarify the preparation and distribution of the

agenda for regular meetings of the Board.

Procedures:
1. Members of the Board, and members of the general public are invited to place

items of business on the agenda by writing or contacting the Chief Executive
Officer to provide an outline of the business to be discussed;

2. Major agenda items shall be distributed to the members, DEA/ CSA’s and
management staff at least one week béfore the meeting. Background information
and reports will be distributed as they are available, and circumstances permit;

3. The agenda is a public document. Extra copies will be available at open
meetings for the visiting public.

4. The agenda shall include an opportunity for the public to ask questions of the
Board for clarification.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)
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Approval Dates: 2008/Jupe-i
y Chairperson 7 .
/

/

A=

o I
N4
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@"SA Policies & Procedures

Section: Board Governance & Operations Reference: 2.12

Policy Title: Order of Business at Meetings

Policy Statement:

The TCSA recognizes that Board business is dealt with in meetings in a
predetermined manner usually scheduled over the course of a multi-day meeting.
The normal order of business may be varied from time to time to suit the
convenience of the Board, visiting delegations or other circumstances.

Purpose:
The purpose of this policy is to organize the business of the Board in a

predictable, efficient and effective manner.

Procedures:
The Board follows the action/information style of organizing its business.

1. Regular meetings of the Board will follow the following order of business:

1. Call to Order and an opening prayer

2. Review of the minutes of the previous meeting

3. Approval of the Agenda

4. Reports from Management

5. Reports & Delegations

6. Action ltems including Community Concerns

7. Information Items

8. Closing Remarks and questions from the public

9. Review of date and location for the next regular meeting
10. Adjournment and closing prayer

2. Special meetings of the Board may dispense with sections of the regular order
of business to facilitate a focus on the specific purpose for the meeting;

3. The first meeting of a new Board shall, after a call to order and an opening
prayer by the chairperson, proceed to elect a vice chairperson and review signing
officers and pass a banking resolution. Once officers of the Board have been
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confirmed by resolution of the Board, the meeting may return to the regular order
of business on the agenda.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)

Approval Dates: 2008/June/2 :
v
Chairperson ___——~z7 Z /= CEO
/>/

¢

O
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C%SA Policies & Procedures

Section: Board Governance & Operations Reference: 2.13

Policy Title: Quorum

Policy Statement:
The TCSA recognizes that the Board is empowered to take action only when a
quorum is present at meetings. A quorum is a majority of the members of the

Board.

Purpose:
The purpose of this policy is to clarify the purpose of a quorum and indicate
procedures to be followed when a quorum is not available.

Procedures:
1. If for any reason a quorum is unavailable to meet at the appointed time and

place, the Chairperson, Vice-Chairperson or Chief Executive Officer if need be,
shall convene a meeting of those members who are present. Acting in
committee, these members shall decide on the appropriate action to take in the

circumstances:
a) to delay the starting time until the absent members are able to be

present;
b) to cancel the meeting and reschedule it;
c) to cancel the meeting and to assign the responsibility for rescheduling it

to a member of the Board office staff;

2. After a meeting has commenced, if hotice is drawn to a lack of quorum, the
presiding officer may either recess the meeting until the quorum is restored, or
adjourn the meeting and reschedule it to another time.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)
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Approval Dates: 2008/June 19

Chairperson %/?/
I "//

CEO ){(’7 j&[@@f

~]

/
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- " Policies & Procedures

Section: Board Governance & Operations Reference: 2.14

Policy Title: Punctuality

Policy Statement:
The TCSA recognizes that board members and other community delegates are

brought to meetings at public expense to represent the educational, health and
social interests of their community members. The Board believes that members
and delegates have a responsibility to the other members at the meeting and to
their communities, to be punctual and arrive at meetings at the agreed upon time.

Purpose:
The purpose of this policy is to emphasize that board members or members of

DEA’s/CSA’s or other community members brought to meetings at board
expense have responsibilities to both other board members and to the
community that are not fulfilled when they are not present for the entire meeting.

Procedures:
1. Members and/or delegates who arrive significantly after the beginning of a

meeting will lose a proportional amount of their honouraria for the day and their
lateness will be reported to their DEA/CSA or other sponsoring organization in

writing.

Authorities:
TCSA Act 13: Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)

—L CEO %@7?&1 k

/Jyrre

Approval Dates: 2008/;»7\7“
Chairperson _ <. 4
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: Policies & Procedures

Section: Board Governance & Operations Reference: 2.15

Policy Title: Meeting Prayer

Policy Statement:
The TCSA believes that to show respect to the Creator, meetings must begin and

end with a prayer.

Authorities:
TCSA Act 13: Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)

Approval Dates: 2008/June 19 ' R
Chairperson CEO %(‘»@;{,’L
~_J
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A Policies & Procedures

Section: Board Governance & Operations Reference: 2.16

Policy Title: Presiding Officer at Meetings

Policy Statement:

The Chairperson shall preside at all meetings of the Board unless prevented by

circumstances from doing so. The Vice-Chairperson shall preside in the absence

. of the Chairperson or when the Chairperson leaves the chair for any reason. The
presiding officer may vacate the chair in order to enter debate or propose or

second a motion.

Purpose:
The purpose of this policy is to recognize that the duty of the presiding officer at

meetings is to ensure that Board meetings are conducted openly, fairly and
efficiently.

Procedures:
1. The chairperson or other presiding officer shall rule on all points of order,

stating reasons for each ruling. A ruling of the chair shall be subject to appeal to
the Board by any board member. All appeals must be made immediately
following the ruling and before business is resumed;

2. In the event that neither the Chairperson nor the Vice-Chairperson are able or
willing to take the chair, the Board shall elect a presiding officer for that meeting
or that portion of the meeting.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)

Approval Dates: 2008/Juj / i j ;L
Chairperson A hrr CEO < %J izz ) A4 A

]

[
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T@@ﬁ Policies & Procedures

Section: Board Governance & Operations Reference: 217

Policy Title: Rules of Order, Debate, Motions,
Resolutions & Voting

Policy Statement:

The TCSA recognizes that legal obligations placed upon the Board as a
corporate body require rules of order, debate, motions, resolutions and voting.
However these rules must strike an effective balance between the traditional
decisionmaking practices of the Ttjcho people and modern corporate practice

and parliamentary conventions.

Purpose:
The purpose of this policy is to describe the manner in which meetings will be

conducted using a blend of traditional Thcho and modern parliamentary
practices.

Procedures:
1. Discussion at Board meetings is intended to produce consensus among the

members out of respect for Tiicho tradition. Discussion of business matters will
generally continue until consensus is reached, at which time the matter is
formalized in motion form and voted upon;

2 Where circumstances warrant, other conventions of parliamentary procedure
that facilitate efficient conduct of business may also be used. In the event that
consensus is not reached, the matter may be moved and voted upon in
accordance with common meeting conventions, it may be referred to a
committee for study, or it may be tabled for later discussion or further research by

Agency staff;

3. All questions will be decided by a vote on the motion, normally by show of
hands, but any member may request that voting on a particular question be done
by secret ballot. A majority vote of the members present is required for a motion

to be voted on by secret ballot;

4. Procedural rules may be varied for a particular meeting if a majority of the
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members present at the meeting believe that temporary rule changes are
advisable under the circumstances. All such changes shall be approved by

resolution;

5. Debate is controlled by the Chairperson. Members shall speak only when
recognized by the presiding officer. Debate shall be relevant to the question
before the meeting. The presiding officer will remind the members to confine their
remarks accordingly whenever it is necessary to do so;

6. Debate is generally unlimited, and normally will continue until such time as the
business at hand requires, but individual members are expected to keep their
remarks as brief and to the point as possible. Debate may be redirected or cut off
at the discretion of the chair;

7. A point of privilege ( a matter dealing with the rights or interests of the Board
as a whole or of a member personally) may be raised at any time and shall be
dealt with immediately. A point of order (a matter dealing with the rules and
procedures of the Board) shall be dealt with in a similar manner.

8. No member shall interrupt another member who has the floor except to raise a
point of order or a point of privilege. (

9. Motions represent the views of members. When voted upon and passed as
resolutions, motions become the expressions of the actions of the Board. As
such it is important that motions be phrased as clearly as possible, to eliminate
the possibility of unintended interpretations;

10. All motions shall be seconded except to nominate someone for a Vice-
Chairperson or committee positions;

11. All motions are debatable. The presiding officer may limit debate on
procedural motions and call for a vote at any time;

12. No resolution of the Board shall be reconsidered during the calendar year
following its passing unless by unanimous agreement of the board members;

13. Members are encouraged to present their motions in written form and, if
possible, to submit these written motions to the Board office in advance of Board

meetings;

14. Each member has one vote. The chairperson may vote to break a tie.
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15. The chairperson will excuse a member from voting only because of conflict of
interest.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)

Approval Dates: 2008/June _ j{/
Chairperson CEO )‘(w LL/
\)
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(¢ SA Policies & Procedures

Section: Board Governance & Operations Reference: 2.18

Policy Title: Minutes of Meetings

Policy Statement:

The TCSA recognizes that the minutes of Board meetings are the official record
of Board proceedings. As such, the minutes must accurately record the actions
taken by the Board and be accessible to all interested parties.

Purpose:

The purpose of this policy is to emphasize the importance of minutes as an
essential record of the Board, and tool for its operation, as well as describe a
procedure for their handling and distribution.

Procedures:
1. It is the responsibility of the Chief Executive Officer or designate to ensure that

minutes are accurately recorded, promptly distributed to the members, securely
stored and made available to the public upon request,

2. Unapproved minutes shall be distributed to each board member within 14 days
of each meeting stamped “DRAFT: Subject to Board Approval”.

3. Unapproved copies of the minutes shall be distributed to the Executive Officer
of the THjcho Government;

4. Once unapproved minutes have been adopted at the next Board meeting, an
official copy of the minutes shall be signed by the Chairperson and the Chief
Executive Officer and filed with the supporting documentation of the meeting;

5. Interested members of the public may examine the copies of the approved
minutes with the supporting documentation in the offices of the TCSA in
Behchok¢ or may request paper copies of the minutes, or view an electronic
version of the minutes on the website www.tlicho.ca .

6. Minutes of a closed meeting shall be kept in the same manner as the minutes
of a regular or special meeting, but shall be approved only by the Board in a
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closed meeting and shall be kept by the Chief Executive Officer in a confidential
manner.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)

Approval Dates: 2008/June 19 _
Chairperson % CEO %%;( ﬁfu

J/ =

/7
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' CSA Policies & Procedures

Section: Board Governance & Operations Reference: 2.19

Policy Title: Board Member Compensation & Expenses

Policy Statement:

The TCSA desires to have efficient and economical meetings where Board
members and other community representatives traveling at Agency expense will
understand prior to traveling their compensation and reimbursement for

expenses.

Purpose:
The purpose of this policy is to clarify board member and other community
representative compensation and expenses while traveling at the expense of the

Agency.

Procedures:
1. The Agency will bring members and other representatives to meetings and

return them home using the most economical method possible. Where a member
or other delegate makes their own arrangements, they will be reimbursed at the
cheapest rate available to the Agency,

2. The Agency will reimburse the use of taxis by board members and other
delegates when they are pre-authorized by the travel coordinator;

3. The Agency will pay members staying in hotel accommodation an allowance
for travel and meals at the current rate, set quarterly by the Treasury Board of
Canada and reflected in the rates paid by the GNWT to employees at
www.hr.gov.nt.ca/library/DutyTravel.htm

4. The Agency will pay individuals who host Board members attending meetings
at a rate of $50.00 per day for meals and accommodations;

5. The Agency pays honouraria to board members at the rate established by the
GNWT for its boards and agencies, and publishes in the Financial Administration
Manua! (FAM 1818) available at http://www.qov.nt.ca/utilitv/emplovees/index.html
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Honouraria for other delegates will be paid at $250 per day prorated by 50% if
less than four hours;

6. The Agency will pay honouraria for up to one reading day for board members
attending a regular meeting of the board;

7. The Agency will pay honouraria rates for travel days and during unavoidable
delays due to poor weather when returning home after a meeting.

8. Members will not be paid honouraria, travel or per diem expenses for part or
all of any meeting they may not have attended.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social
Services Administration Act, 10(10), 13(1); GNWT Financial Administration

Manual 1818.

Approval Dates: 2008/Ju Z '
Chairperson VQ; CEO %ﬁm L«

/
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r&s Policies & Procedures

Section: Board Governance & Operations Reference: 2.20

Policy Title: Alcohol, Drug Abuse & Attendance at Meetings

Policy Statement:

The TCSA requires that all board members or other delegates brought at
Agency expense to a board meeting must attend all sessions of the meeting
unless there is a compelling medical reason or family emergency. Drug and/or
alcohol abuse will not be tolerated or enabled in any way by the Agency.

Purpose:
The purpose of this policy is to clarify board member and other community

representative responsibilities to their sponsoring organization and community in
regards to alcohol and drug abuse. One function of the TCSAisas a school
authority, and as such members and other community representatives are in
leadership positions and are role models for the students in our schools.

Procedures:
When it is apparent that a board member or other delegate has abused their

responsibilities to their community and to the TCSA, the chairperson shall:

1. require that a board member or delegate who appears at a meeting under the
influence of alcohol or drugs leave the meeting immediately;

2. authorize withholding payments of the member's honouraria, accommodation
and meal expenses, and return travel fare home;

3. inform the DEA/CSA and/or the Tticho Community Government regarding
their member/ representative’s behaviour.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)
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Chairperson . - CEO ) X 14/

/

Tlicho Community Services Agency page 2 of 2



. GSA Policies & Procedures

Section: Board Governance & Operations Reference: 2.21

Policy Title: Policy Development & Distribution

Policy Statement:

The TCSA recognizes that its primary role is to establish policy and determine
responsibility for the implementation of policy. Written policies shall constitute the
basic method by which the Board exercises its authority over education, health
and wellness, and child and family programs and services in the region.

Purpose:
The purpose of this policy is to establish the primary policy making function of the
Board of the TCSA and describe processes for their development, approval and

accessibility.

Procedures:
1. It is the wish and practice of the Agency, that proposals for new policies or

changes in existing policies may originate with the community at large, board
members and staff;

2 The Chief Executive Officer will strive to consult groups or individuals with a
stake in the outcome regarding draft policies that by their nature are controversial
or if implemented, will affect in a significant manner the operations, programs
and/or services of the Agency;

3. The adoption of new policies and the revision of existing policies is the sole
responsibility of the Board of the TCSA,

4. The Board delegates to the Chief Executive Officer or designate, the
responsibility for drafting all new and revised policy statements which shali be

submitted to the Board for approval;

5. All policies shall be written, clearly defined and based on the Board’s
philosophy and a thorough appreciation of the needs of the THjcho communities;
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6. All new policies or policy amendments shall first be presented to the Board as
an information item for discussion, revision or rejection. Once members have had
an opportunity to discuss the draft policy, it will be presented as an agenda item
for second reading and further deliberation and discussion, and then again for a
third reading where it will be adopted or rejected;

7. Discussion of a new or revised policy may be fast tracked by having 1* and ond
reading during a single meeting. The third and final approval reading of a
proposed policy may not take place during a meeting in which the policy has
been approved for a 1% and 2™ reading;

8. Policies that have received approval for second reading by the Board may be
implemented by management as a practice if a majority of the members of the
Board agree in a resolution;

9. The Chief Executive Officer will ensure that Board policies are accessible to
Board members, managers and community members upon request;

10. All policy manuals distributed by the Agency shall remain the property of the
Agency, and shall be considered to be “on loan” to anyone, or any organization in
whose possession they may be at any time. The policy manuals are subject to
recall at any time as deemed necessary by the Chief Executive Office for

purposes of updating.

11. Only the “Master Copy” of the TCSA policy manual, held by the Chief
Executive Officer, is deemed to be the current representation of all approved
TCSA policy at any given time. Enquiries regarding the most current version of
TCSA polices should be directed to the Chief Executive Officer.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)

Approval Dates: 2008/J 19
Chairperson CEO %:@ZZ(
D iy

Tlicho Community Services Agency page 2 of 2



I ﬁ Policies & Procedures

Section: Board Governance & Operations Reference: 2.22

Policy Title: Communication with the Media

Policy Statement:

The TCSA recognizes the value and importance of communications with the
media and encourages DEA’'s/CSA’s, Agency employees, to participate in media-
involved events which bring positive attention to the programs and services of the

Agency or credit to the region and the Ttjcho people.

The chairperson of the TCSA is the official spokesperson of the Ttjcho
Community Services Agency on all matiers of policy.

Purpose:
The purpose of this policy is to clarify the roles and responsibilities of local and
regional board members and Agency staff in regards to the news media.

Procedures:

1. The chairperson will respond to all inquiries about policy from the news media
and will initiate communications with the media as the need arises. Depending on
the issue or the circumstances, the chairperson may delegate this responsibility
to the Chief Executive Officer.

2. All press releases from the Agency will carry the Chairperson’s name. In the
absence of the chairperson, the Vice-Chairperson will speak on behalf of the

Board;

3. The chairpersons of the DEA’s/CSA’s in the communities of Behchoko,

Gameti, Whati and Wekweeti are authorized to respond to media inquiries
regarding local policy matters;

4. Employees of the Agency may speak to the media about specific local
programs for which they are responsible after receiving permission from the
Chief Executive Officer or designate;
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5. Media inquiries about issues, community concerns and or problems related to
programs and services of the Agency shall always be referred to the Chief
Executive Officer.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Approval Dates: 2008/Jun

Chairperson
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_ Policies & Procedures

Section: Board Governance & Operations Reference: 2.23

Policy Title: Board Member Professional Development

Policy Statement:

The TCSA recognizes that board members require opportunities to develop their
knowledge and capacities as board members. Conferences and workshops and
other activities that encourage the professional growth of board members are
encouraged on an annual basis as resources are available.

Purpose:
The purpose of this policy is to describe a process for the professional

development of board members.

Procedures:

1. The Agency may send board members to represent the Agency at
conferences and workshops related to the mandate of the Ttjcho Community
Services Agency, and/ or the role and responsibilities of board members;

2. Wherever possible, the Board will send one or two representatives who will
report back to the Board on the workshop and share their experiences so that the
benefit of their attendance will accrue to the entire Board;

3. Board members who attend conferences and workshops for professional
development will be paid all expenses and travel as per Agency policy.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)

Approval Dates: 2008/Jun ) m .
7z,
Chairperson CEO A(\M .
——9
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4\, A Policies & Procedures

= e

Section: Board Governance & Operations Reference: 2.26

Policy Title: Administration in the Absence of Policy

Policy Statement:

The TCSA recognizes that where immediate action is required and no Board
policy or practice exists, the Chief Executive Officer is authorized to act in
accordance with the best established practices, subject to approval of the Board

at the next regular meeting.

Purpose:
The purpose of this policy is to provide a mechanism for action when no

applicable Board policy exists.

Procedures:
The Chief Executive Officer may take action using as a guide the following

parameters:
1. the action is legal;

2. the action is in keeping with the Board’s philosophy;

3. The action reflects the best established managerial practice appropriate to the
function and the given situation;

4. in the opinion of the Chief Executive Officer, the action appears to be in the
best interests of the Ttjchg Community Services Agency;

5. The Chief Executive Officer will advise the chairperson or designate of any
action as soon as possible.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)
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Approval Dates: 2008/Jun

Chairperso

Tlicho Community Services Agency page 2 of 2



T@% Policies & Procedures

Section: Board Governance & Operations Reference: 2.27

Policy Title: Evaluation of the CEO

Policy Statement:

The TCSA wants to ensure the operations and programs of the Agency meet the
highest possible standards. The performance of the Chief Executive Officer and
the relationship between the CEO and the Board are critical factors in the
fulfillment of the Agency’s mission, goals and objectives. The Board will set
performance standards and then objectively and fairly review with the Chief
Executive Officer on an annual basis, the past years events, accomplishments,
as well as problems and issues.

Purpose:
The purpose of this policy is to provide a framework for the annual evaluation of
the CEO to ensure the organizational goals of the TCSA are being met.

Procedures:
1. The Chief Executive Officer will be formally evaluated on an annual basis;

2 The evaluation will include a written submission from the CEO to the Board
that includes a program description with general and specific accountabilities as
well as a review of major objectives for the review period. The Board will provide
a written summary as well as indicate recommendations for areas of special
attention in the next reporting period;

3. The Board may choose to involve TCSA management staff and/or managers

from the appropriate GNWT Departments and the Thicho Government for a role
in the evaluation process;

4. The Board will discuss the CEO’s evaluation in private or with the CEO
present at its discretion. The final evaluation will be discussed with the CEO

along with the reasons for a positive or negative appraisal.

5. The evaluation will include a recommendation to give or withhold the CEO’s

- : - nana 1 nf?2



salary increment and/or bonus as applicable for the coming year.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)

Approval Dates: 2008/June 1 9/
Chairperson ('\1/, = CEO %é;;‘
= ) gk

/
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7@@ . Policies & Procedures

Section: Corporate Services Reference: 3.001

Policy Title: Goals of Financial Management

Policy Statement:

The Agency'’s first goal of financial management is to provide the best
educational, health and social programs possible with the financial resources
allocated to it. The second goal is to manage its financial resources competently
and to be accountable for these resources annually to the GNWT Ministers of
Education, Culture and Employment and Health and Social Services, and the

Thichg Government.

Purpose:
The TCSA budgets are developed annually given the allocation of funds from the

Government of the Northwest Territories and the Ttjcho Government. Proper
financial management is required to ensure these resources are used wisely and

carefully.

Procedures:
1. Every employee of the Agency is expected to live up to these goals to the best

of their ability.

2. Responsibility for managing the Agency'’s finances in a professional manner is
assigned to the Director of Corporate Services under the authority of the Chief

Executive Officer.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)

Approval Dates: Sept 13, 1990, revised 1998, revised June 18" 2008.

Chairperson CEO

Tlicho Community Services Agency Policies & Procedures page 1 of 1
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f@@ Policies & Procedures

Section: Corporate Services Reference: 3.002

Policy Title: Annual Budget

Policy Statement:
The TCSA recognizes the annual budget is the financial plan by which the

Agency puts into action the educational, health and social program goals for the
year.

Purpose:
The purpose of this policy is to set the parameters of budget development and

structure.

Procedures:
1. The budget shall be prepared each year under instructions from the Chief

Executive Officer. Review of the budget and the Business Plan shall be the main
items of business at the spring meeting of the Agency. It is the responsibility of
the Agency to satisfy itself that the financial plans put forward by the Chief
Executive Officer are in keeping with the Agency’s Mission Statement and the
Business Plan for that year. Once the budget has been reviewed, the Agency
expects that all the Agency’s programs will be operated within their assigned

budgets.

2. The Agency reserves the right to release funding to the District Education
Authorities in accordance with the formulas established by the Government of the
Northwest Territories, to withhold a portion of the formula for any activity, or to

supplement the formula funding for any activity.

3 The Director of Corporate Services is authorized to release contribution
advances to the District Education Authorities at the beginning of July, based on
the approved TCSA budget. Any necessary adjustments to the budget can be
made to subsequent contributions to the DEA’s.

4. Contribution agreements will be signed by each District Education Authority
indicating their acknowledgement of the Contribution made to their Authority.
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5. The TCSA expects all regiona! office program staff to work closely with the
principals and programs managers throughout the year in studying the needs of
their schools, social and health programs. In like manner, the principals and/or
managers are expected to work closely with teachers, other staff members, and

their District Education Authority.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)

Approval Dates: June 19, 2008.

Chairperson Signature

CEO Signature
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B@@ﬁ Policies & Procedures

Section: Corporate Services Reference: 3.003

Policy Title: Fiscal Year

Policy Statement:
The Tlicho Community Services Agency requires a common fiscal year in order to

conduct its business in an efficient and competent manner.

Purpose:
The purpose of this policy is to define the TCSA fiscal year and the key

responsibilities attached to the fiscal year.

Procedures:
1. The fiscal year begins April 1 and ends on March 31 of the following year.

2. The annual budget will be prepared prior to the beginning of each fiscal year.

3. The financial audit will be prepared and submitted to the Ministers of
Health/Social Services and Education, and the Ttjcho Government no later than
ninety days after the end of the fiscal year in question.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)

Approval Dates: June 18, 2008.

Chairperson Signature

CEO Signature
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T&‘SA Policies & Procedures

Section: Corporate Services Reference: 3.004

Policy Title: Budget Management

Policy Statement:
The TCSA recognizes that proper management of the budget is crucial to

manage the resources that are available for the fiscal year.

Purpose:
The purpose of this policy is to define key responsibilities in budget management

and authorities in reporting and revision of the budget.

Procedures:
1. The Director of Corporate Services shall be responsible for managing the

Agency’s financial resources, under the instructions of the Board and the Chief
Executive Officer.

2 On the basis of the financial reports prepared monthly by the Finance
Manager, the Chief Executive Officer shall report on all programs to the Board. In
doing so the Chief Executive Officer may recommend transfers of money within
the budget as circumstances suggest.

3. The Board may adopt or amend such proposed revisions to the budget at the
next regular meeting.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)

Approval Dates: June 18", 2008.

Chairperson CEO
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T@@’] Policies & Procedures

Section: Corporate Services Reference: 3.005

Policy Title: Budget Planning

Policy Statement:

The TCSA recognizes that budget planning is dependent of good program
information and financial information. It is the duty of the Agency office staff to
compile all the necessary information and the duty of the Board and its Executive

Committee to give due deliberation to all such information.

Purpose:
The Chief Executive Officer and other program staff are expected to consuit with

program managers throughout the year in assessing program accomplishments
and needs. In preparing the annual budget accurate information identifying any
year-end surplus or deficit is essential. The Director of Corporate Services will
prepare the budget on the basis of current financial information and the previous

year's budget.

Procedures:
1. Staff Budget planning will be done in compliance with instructions from the

Chief Executive Officer.

2. Budget planning will be carried out for each fiscal year in response to the
deadlines set by the Departments of Education, Culture and Employment and

Health/Social Services.

3. The Chief Executive Officer and Regional Agency program staff will prepare
the Business Plan.The Chief Executive Officer, Director of Corporate Services
and Agency staff will then prepare a draft budget which will include any surplus

or deficit.

4. The Business Plan and draft budget will be submitted to the Board each year
in the spring for review, amendment and adoption.
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Authorities:
TCSA Act 13: Education Act. 117: Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)

Approval Dates: June 18", 2008.

Chairperson Signature

CEO Signature
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f@i@éﬂ Policies & Procedures

Section: Corporate Services Reference: 3.006

Policy Title: Financial Reports to the Board

Policy Statement:
The Board recognizes that careful budgeting and strict financial controls are of

fundamental importance to good program management. The preparation of
comprehensive financial reports is essential if the Chief Executive Officer and

other program staff are to manage programs effectively.

Purpose:
The purpose of this policy is to ensure the Board and program staff receive

regular financial reports to guide their operations and decision making.

Procedures:
1. Financial reports will be made available by the Manager of Finance at the

request of the Chief Executive Officer.

2. Monthly financial reports shall be prepared by the Manager of Finance in detail
for use by program managers and Agency office staff and in summary for
presentation to the Chief Executive Officer. An up to date financial summary
report, at the direction of the Chief Executive Officer, shall be prepared for
presentation at each regular meeting of the Agency. Up to date financial
summary reports may also be required for presentation at special meetings of the

Agency.
3 The Chief Executive Officer may present the financial report to the Board or

delegate this responsibility to the Director of Corporate Services or Manager of
Finance. Program staff may be required to explain to the Board the financial

transactions for which they are responsible.

4. The financial records kept by the Manager of Finance will include a month-by-
month budget breakout and monthly variance reports.
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Authorities:
TCSA Act 13: Education Act. 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)

Approval Dates: June 18", 2008.

Chairperson Signature

CEO Signature
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T@@ﬁ Policies & Procedures

Section: Corporate Services Reference: 3.007

Policy Title: Financial Reports & Statements

Policy Statement:
The TCSA recognizes that financial reports are a tool to describe the financial

health of the Agency at a point in time and therefore requires regular financial
reports and statements at regular meetings throughout the year.

Purpose:
The purpose of this policy is to ensure procedures are in place for regular

reporting to the Board.

Procedures:
1.The Manager of Finance shall be responsible for preparing a monthly financial

report for the Chief Executive Officer and Agency Board members and financial
statements for each Board meeting.

2. For each program approved in the budget the monthly report, including the
budget will show:

a. Balance Sheet
b. Current variance report for each program.

c. Significant changes

3. Special reports will be prepared by the Manager of Finance at the request of
the Chief Executive Officer or the Board.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)

Approval Dates: June 18", 2008.
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Chairperson Signature

CEO Signature
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m] Policies & Procedures

Section: Corporate Services Reference: 3.008

Policy Title: Annual Report

Policy Statement:
The TCSA shall report its activities each year in a form acceptable to the GNWT

Ministers of Education, Culture and Employment, Health and Social Services and
the Ttichg Government, and appropriate for public distribution.

Purpose:
The annual report to the Ministers and the Ttichg Government shall be the major
means by which the Agency accounts to the public for its management of public

resources.

Procedures:
1. The Chief Executive Officer will ensure that an annual report is published

within 60 days of the completion of the audit for the fiscal year. The Agency staff,
under the supervision of the Chief Executive Officer, will prepare the annual
report. Copies will be distributed to the Ministers and Deputy Ministers of
Education, Culture and Employment and Health and Social Services, the Grand
Chief of the Thichg Government and to those organizations and individuals
named on the Agency’s distribution list.

The annual reports will describe:

The goals and objectives of the Agency.

Any special achievements during the year

An audited financial statement of the Agency’s activities for the past year.
Audited financial statements of the activities of the Education authorities

for the past year.
A statement of the major program goals for the year ahead.

aoop

o

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)
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Approval Dates: 1998; revised May 20th, 2009.

Chairperson CEO
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T@)@ﬁ Policies & Procedures

Section: Corporate Services Reference: 3.009

Policy Title: Investment of Agency Funds

Policy Statement:

The TCSA recognizes that the Agency must make every effort to increase the
value of its financial resources by investing the monies it receives from the
Government of the Northwest Territories. For that reason the Agency
participates in the Government of the Northwest Territories’ investment pool.

Purpose:
The investment pool provides the Agency with an investment management

service while giving the Agency full access to its funds, which remain in the
Agency’s bank account. The investment pool earns the Agency interest at
competitive market rates, complete with regular reports of interest earnings.

Procedures:
1. The Manager of Finance is responsible for reporting to the Chief Executive

Officer all interest earned each month.

2. The interest earned through the investment pool shall be used by the Agency
at its discretion.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)

Approval Dates: 1998; revised June 18" 2008.

Chairperson Signature

CEO Signature

Tlicho Community Services Agency Policies & Procedures page 1 of 1



i . | 1 B ¥ :
i - ra ‘Ik_ lf-‘
. B B P 4N
” o i, ﬂmag,n'ﬂl—ﬁ {aiﬁ_;l _h”‘lﬂ B 1
Tt ua;amn“ 2 : e Wit ";E et
- \'i. " 3 - - -

-

‘ )
'._._._____—._ ____.-\_ o ——— — b - .-
L b

-Bv-uwsh-mkt'ww LR L E L e . me :r::i_i,:-t'

_‘__._,_,__'___-_

oy f"-ﬂ-"_ o —_—- - - - — (PR
1 = . b

- < = W - . _"'-_—rr.],' -"\ 4.'-_,‘:0

B -I;WLE h g Ibmwﬂimm L inF--I‘I'H IIH ﬁllﬂﬂ"’-h“‘t Fu Lt :ﬂﬂ
e BT P 3 SO SRR (¢, | 182 s Lot n o Suls

T—Mlpﬂ.k-ﬁM‘hﬁ#ﬁ ﬂmlrlﬂ‘tﬁmnﬂ'hj‘mumt“ = ].n,'l

:uq et it T Im-uénnu'r :rﬂi"v-' s i Jw r" *‘Lﬁ' ok s

= meea |

== -—-n o o A | - — . - .- r; ===
- ‘ II o a ‘II ::"
B R ] o . B = - e i

ﬂ-iwﬁ

W InaH. mmw unsw " u..mnu-:nu . ms"f—m_m. T
'.Ilhﬂj Tmm m.‘.mu ﬂmw I |"’1‘Iﬂ§ﬂ ‘\fﬁ 'FI'E"Q A JD r W= .

" S lsaggnl yonsnA ol emmae ot ¥ .
t —gtﬂ“'-% mmnmmm =I‘||||:|cn]j:| FaF: m ey @ BTG A

-—!"Eh nill_ I l_|l¥' I I' = !I

¥ . - oo SR S B =
4 T

- ' ! ' m’:’:“ﬂml

mhzﬂqﬂ D mﬂ ﬁm.m ml <.m1rm & s ﬂ IRkt af, 0

= *w\ ﬂhxu (= sytkrﬂ'lxmwmmw i rig “"-l‘. Gl g g =7

M’ ert. B g anaw‘ ﬂuu‘thirf

o o l‘I rli]:ﬁ l: T" ":

- — -

fi_:?_‘q:‘t.! ‘uh E.,I

i s .-rf.n-iv"é u-.mm BTz 17 e st (L s A

P L .esw-f iﬂ“'“l'ﬂ‘l"'ﬁ'lu"ne"ﬁ?--- e
MWJWL«BEI:@ =Nl Tl"Lm.‘Hu_ln_'r—"q-h

o - [ 1 - '

e R e 1 T e
-!E:"— ————-—\-—\—'—-r—:-——_-——— = o I EIJW'-F";!_ el
L] o o — e R - - "E‘_ _.__'_I -

& '.'." =1t i ﬁu_rj':.i‘:‘g' K "".—ﬂ‘ﬁ o gk ' :.e'f' et i




T@C@ﬂ] Policies & Procedures

. Section: Corporate Services Reference: 3.010

Policy Title: Grants & Gifts from Private Sources

Policy Statement:
The TCSA recognizes the importance to Agency programs and services of

supplementing funding from government with grants and other funding
opportunities offered by companies, foundations, or other private sources.

Purpose:
The purpose of the policy on grants and gifts from private sources is to

encourage creativity on the part of Agency management staff to find, apply for
and utilize funds from private sources to enhance programs and services.

Procedures:
1. Directors, managers and other Agency staff are authorized to apply for such

grants. Board approval will be given only for grants that are offered, without
condition, for education and health purposes. Staff are forbidden from entering
into agreements which are intended to generate profits for a company or which
involve Agency employees or students in advertising or publicity on a company’s

behalf;
2. Offers of gifts to the Agency will be submitted to the Board. Only those gifts will

be accepted which come without condition, or with conditions which are
acceptable to the Board, with advice from the Chief Executive Officer;

3. All grants or gifts which are accepted will be used in keeping with the terms of
the giver.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)
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Approval Dates: 1998; revised June 18, 2008.

Chairperson Signature

CEO Signature
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77@§A] Policies & Procedures

Section: Corporate Services Reference: 3.011

Policy Title: Banking

Policy Statement:
The Agency is required to hold its funds in a chartered bank.

Purpose:
The purpose of this policy is to follow commonly accepted financial management

and accounting procedures required by government, and government agencies.

Procedures:
1. All banking services used by the Agency are provided by the Yellowknife

branch of the Royal Bank of Canada. Any decision to change banks will require a
resolution of the Agency.

2. All financial transactions of the Agency shall be paid by cheque countersigned
by two signing authorities. Signing authority is held by the Chief Executive
Officer, Directors, Managers, and two Board members. Cheques can be signed

by two signing authorities.

3. The District Education Authorities are at liberty to hold DEA funds in any
chartered bank of their choice.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)

Approval Dates: 1998; revised June 18", 2008.

Chairperson Signature

CEO Signature
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T@@A Policies & Procedures

. Section: Corporate Services Reference: 3.012

Policy Title: Inventories of Furniture & Equipment

Policy Statement:
The TCSA recognizes the furniture and equipment purchased by the Agency are

to be used carefully as intended for Agency purposes.

Purpose:
The purpose of this policy is to have a current inventory on all furniture and

equipment in the Regional Agency office, the schools, the Health Centres and
other offices used to deliver TCSA programs and services.

Procedures:
1. The inventory will consist of items which have a useful life of more than one

year and a value of over $500.00. All such office and classroom furniture and
equipment is to be placed on inventory immediately of deliver to the Agency
regional office, Health Centres, schools and other offices.

o All inventories are to be kept in accordance with the format approved by the
Chief Executive Officer:

a. Inventoried items will be labeled with special pre-numbered labels marked
“ Property of the Tlicho Community Services Agency”
b. All inventories will be maintained on a server. A copy of each inventory by

location, will be printed and placed on file.

The inventory data will be maintained in such a way that inventory reports
are available by location and item.

d. All items on inventory will be recorded by make and model, name or
description, serial number, label number, where acquired, date acquired,
value ( original or replacement cost), and location.

Completed inventories will be submitted to the Agency office by program
managers by March 31 of each year.

i The Chief Executive Officer and/or Director of Corporate Services may

order a routine check of an inventory at any time.

C.
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3. ltems disposed of will be deleted and items moved to a new location will be
transferred to the appropriate inventory. Missing inventory items should be
reported 1o the program manager as soon as they are discovered. Disposal of
large items should be done in accordance with proper procedures.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)

Approval Dates: 1998; revised June 18", 2008.

Chairperson Signature

CEO Signature
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T@@ﬁ Policies & Procedures

Section: Corporate Services Reference: 3.013

Policy Title: Annual Audit

Policy Statement:
The TCSA recognizes the Agency is required to have its financial records audited

at end of each fiscal year by a certified auditor who is neither a member nor an
employee of the Agency.

Purpose:
The Agency recognizes the value of an annual audit as evidence that the Agency

has properly carried out its duties in managing public monies. The Agency
appreciates the guidance the auditor's remarks provide in improving the
procedures followed in carrying out these duties.

Procedures:
1. The audit and audit report shall include:
a. An examination of the balance sheet and other financial records of the

Agency in accordance with generally accepted accounting standards;

b. A statement of opinion on the financial statements prepared at the end of
the fiscal year;

c. Any recommendations to the Agency concerning its accounting records
and financial procedures that seem necessary or desirable;

d. Any other services that may be requested by the Agency or the Chief

Executive Officer.

Authorities:
TCSA Act 13: Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)

Approval Dates: 1998; revised June 18, 2008.
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CEO Signature
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T@@Aﬂ Policies & Procedures

v Section: Corporate Services Reference: 3.014

Policy Title: Tendering an Annual Audit

Policy Statement:

The TCSA is required to award the annual audit by tender, inviting bids from
qualified accountants. In order to provide some continuity without limiting the
Agency’s flexibility to select an auditor in whom the Agency has confidence, the
Agency shall award the tender on a three year renewable basis, with the option
to renew or cancel at any time. The lowest or any bid will not necessarily be
accepted. The tender will be awarded on the basis of services offered, the
detailed content of the bid and on the past experience and reputation of the

bidder, not simply on price.

Purpose:
The purpose of this policy is to outline the procedures in tendering for an annual

audit.

Procedures:
1. Tenders will be advertised in northern newspapers on a three year option-to-

renew basis.

2 All bids will be screened to ensure that the bidder is eligible to perform audits
in the NWT.

3. Al bidders will be advised of the date and time at which bids will be opened.
The tenders will be opened publicly in the presence of the Chief Executive Officer
and/or the Director of Corporate Services and the amounts recorded:
a. Senior Agency staff will review the bids and select the auditor.
b. The Director of Corporate Services will then schedule the audit with the
auditor and direct the preparation of the reports requested by the auditor.
c. The Manager of Finance will then schedule the audit with the auditor and
prepare any reports and records requested by the auditor.

4. The Agency is free at any time during the three year period to dismiss the
auditor and to engage in another. This action would normally be taken on the
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recommendation of the Chief Executive Officer acting on the advice of the
Director ot Corporate Services.

5. At the end of the three year period, tenders will again be advertised soliciting
bids for the next three year period.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)

Approval Dates: 1998; revised June 18", 2008.

Chairperson Signature

CEO Signature
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7@:@,4] Policies & Procedures

Section: Corporate Services Reference: 3.015

Policy Title: Spending Authority

Policy Statement:
The TCSA requires spending authority to be restricted to only those staff

members designated by the Chief Executive Officer as authorized to make
purchases on behalf of the Agency.

Purpose:
The purpose of this policy is to implement more effective and efficient controls

and monitoring of expenditures made by the TCSA. :

Procedures:

1. Spending authorities will be provided to managers and other staff who
regularly make purchases of materials and services on behalf of the Agency. The
amounts will be related to the requirement of the position and will strike a
balance between efficiency and accountability. The Manager of Finance will keep
a record of each spending authority and amount;

2. Any employee who makes unauthorized purchases may be held responsible
for payment subject to the preparation of detailed procedures by the Manager of

Finance:

a. Principals, Nurses-in-Charge and other managers may order materials,
supplies or equipment within the limits of their approved budgets.
Purchases should be made by Agency approved purchase orders and
follow approved purchase order guidelines. Purchases may be made by
Agency credit cards and must follow approved guidelines.

b. All purchase orders must be submitted to either the Agency regional office
or the District Education Authority office and signed by the respective
manager/signing officer. The order will then be placed and the goods will
be paid for when a signed copy of the purchase order, with packing slip
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attached, is submitted by the originator to the office where the order was
placed.

c. All travel and accommodation warrants will be prepared and authorized in
the Agency regional office.

3. The Chief Executive Officer may require that specified makes and models of
furniture or equipment be purchased for use in the Agency, or that purchases be
made through suppliers with whom the Agency has standing offer agreements or
service contracts. Staff will be consulted in such matters and advised in writing of
all such cases. Corporate Services will review and authorize standing offer

agreements.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)

Approval Dates: April 20" 1998; revised May 20™, 2009.

Chairperson CEO
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mﬂ Policies & Procedures

' Section: Corporate Services Reference: 3.016

Policy Title: Petty Cash

Policy Statement:
The TCSA discourages cash purchases because, unlike other Agency

purchases, they are subject to the Goods and Services tax. However, petty cash
funds for Agency use are authorized as they provide the only convenient means
of purchasing some goods and services which are essential for the efficient
operation of some programs and for the payment of homeboarding student

allowances.

Purpose:
Petty cash funds for Agency use in some instances, provide the only convenient

means of purchasing some goods and services which are essential for the
efficient operation of some programs and for the payment of homeboarding

student allowances.

Procedures:
1. Petty cash should be used only for those purchases which cannot be made on

a purchase order. Petty cash is not to be used to circumvent purchasing policy or
guidelines set by the Agency.

2. Program managers may request a petty cash fund to a limit of $1,500.00.
Guidelines for the management of petty cash funds will be issued by the

Manager of Finance.

3. Petty cash funds will be replenished by the Manager of Finance only when the
program manager or in the Tlicho Community Services Agency, the responsible
officer, submits a financial report complete with receipts for all cash purchases or

student allowance payments as the case may be.

4. Minor purchases by Agency office staff will generally be made using a
purchase order form, authorized by an approved spending authority. Cash
purchases made by staff members may be reimbursed at the discretion of the

spending authority.
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Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)

Approval Dates: 1998; revised June 18", 2008.

Chairperson Signature

CEO Signature
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?@@ﬁ Policies & Procedures

Section: Corporate Services Reference: 3.017

Policy Title: Local Purchasing

Policy Statement:
The TCSA encourages local purchases at Tlicho owned businesses, whenever

goods and services of equal quality are available at competitive prices.

Purpose:
The TCSA recognizes the importance of supporting community based

businesses for the economic health and prosperity of the community. Supporting
community based businesses supports the development of local capacity and

local employment.

Procedures:
1. Agency staff shall always consider Tlicho owned businesses whenever goods

and services purchases are being considered;

2. Agency staff traveling in the Tlicho communities will generally use the services
of the community run hotels.

Authorities:
TCSA Act 13; Education Act, 117; Hospital insurance & Health and Social

Services Administration Act, 10(10), 13(1)

Approval Dates: 1998; revised June 18" 2008.

Chairperson Signature

CEO Signature
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T@@ﬁ Policies & Procedures

Section: Corporate Services Reference: 3.018

Policy Title: Cooperative Purchasing

Policy Statement:
The TCSA recognizes savings may accrue to the Agency when economies of

scale are achieved through the joint purchases of common goods and services
with other authorities and agencies or with other governments.

Purpose:
The purpose of cooperative purchasing is to acquire services that would be too

expensive for the Agency to purchase alone, or to take advantage of lower prices
through bulk purchases.

Procedures:
1. The Chief Executive Officer has the authority to develop cooperative

purchasing arrangements with other Boards, authorities and governments
whenever there is a clear benefit to the Agency.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)

Approval Dates: 1997; revised June 18", 2008.

Chairperson Signature

CEO Signature
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m Policies & Procedures

Section: Corporate Services Reference: 3.019

Policy Title: Credit Card Use

Policy Statement:
The TCSA authorizes the limited use of credit cards for senior management.

Purpose:
The TCSA recognizes the requirement for a financial tool for immediate and

acceptable payment to a variety of vendors. A bank approved credit card is a
commonly accepted way to provide payment.

Procedures:
1. The Director of Corporate Services is responsible for the implementation and

maintenance of a credit card system within the Agency;

2. The distribution of credit cards will be limited to the Chief Executive Officer, the
Directors and the Office Manager;

3. Credit cards will be VISA;

4. Cardholders will maintain receipts and documentation to substantiate each
purchase on the credit card;

5. These related receipts and documentation is to be submitted monthly to the
finance officer for reconciliation.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)

Approval Dates: 1998; revised June 18™, 2008.
Chairperson CEO
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T@ﬁ Policies & Procedures

Section: Corporate Services Reference: 3.020

Policy Title: Cell Phone Use

Policy Statement:
The TCSA recognizes the need for senior Tlicho Community Services Agency

staff to be available while on duty travel.

Purpose:
The purpose of the cell phone policy is to enable senior staff to be in contact with

the TCSA office while on duty travel, as well as to enable senior staff to be more
productive while they travel.

Procedures:
1. Cell phones will be distributed to the Chief Executive Officer and Directors;

2. Cell phones are to be used for Tlicho Community Services Agency business.
Personal calls should not be placed on the TCSA cell phones.

Authorities:
TCSA Act 13: Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)

Approval Dates: 1998; Revised June 18", 2008.

Chairperson Signature

CEO Signature
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T@@Aj Policies & Procedures

. Section: Corporate Services Reference: 3.021

Policy Title: Payment Procedures

Policy Statement:
The TCSA recognizes that regular payment for goods and services must occur in

a timely and organized fashion.

Purpose:
The purpose of this policy is to ensure vendors who provide goods and services

to the TCSA are paid regularly and that debts incurred by the TCSA and its
constituent local authorities are paid in the most economical fashion without late

fees or other charges.

Procedures:
1. All claims for payment will be processed by either TCSA finance staff and/or

the DEA Secretary-Treasurer;

2. Payment will be made against invoices properly supported by authorized
purchase orders;

3. Prior to payment, staff members are required to submit copies of purchase
orders with signed packing slips or other verification that the goods in question
were received;

4. Payments are generated in a weekly basis. Off cycle cheques may be written
with a justified need.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)

Approval Dates: 1998; revised June 18", 2008.
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Chairperson Signature

CEO Signature
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if@§ﬁ Policies & Procedures

Section: Corporate Services Reference: 3.022

Policy Title: Expense Claims

Policy Statement:
The TCSA wishes to reimburse Agency employees and board members for

expenses incurred while on duty travel.

Purpose:
The purpose of the policy is to ensure employees and board members do not

incur personal expenses while on Agency related business.

Procedures:
1. Staff Reimbursement will be made upon submission to the Manager of

Finance of a completed travel claim form signed by the employee’s supervisor,
the Chief Executive Officer, a Director or the Manager of Finance.

2 Meals and incidentals will be reimbursed without receipts at the rates set by
Government of the Northwest Territories. Receipts or an affidavit signed by a
Commisioner for Oaths are required for repayment of taxi fares and other

legitimate expenses.

3. Only in cases of emergency, approved by the Chief Executive Officer and/or
Director of Corporate Services, will an employee be permitted to claim for airline
tickets or hotel rooms paid in cash and/or by personal credit card. All
transportation and accommodation will be paid for with TCSA warrants or a
TCSA credit card. GST may not be refunded in cases where tickets and/or
accommodations were not preauthorized for payment other than the use of a

TCSA warrant.

3. Travel advances may be granted at the request of the employee, provided
sufficient notice.

Authorities:
TCSA Act 13: Education Act, 117; Hospital Insurance & Health and Social
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Services Administration Act, 10(10), 13(1)

Approval Dates: 1998; revised June 18", 2008.

Chairperson Signature

CEO Signature
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W@§éﬂ Policies & Procedures

" Section: Corporate Services Reference: 3.023

Policy Title: School Fundraising

Policy Statement:
The TCSA believes that fund raising for school activities, programs and
resources by students, staff and District Education Authorities (DEA) is an

important source of funding in difficult times and shrinking contributions from
government.

Purpose:
Students, staff and DEA members involved in fund raising initiatives are to be

encouraged, supported and required to manage the funds according to
commonly adopted accounting practices.

Procedures:
1. The principal must ensure that the following procedures are followed:

a. The DEA/Principal/Manager must give prior approval to all fund raising
initiatives which are intended to fund activities, programs or materials, or
that use board facilities, students and/or staff as necessary partners;

b. The DEA/Principal/Manager will designate a staff/DEA member to
represent the fund raising group and be responsible for all funds raised in
such a manner. The responsibilities of this designated staff/DEA member
include maintaining a current, accurate accounting of funds received and

spent on behalf of the fund raising group;

c. Large amounts of money (over$500) must be deposited in a savings bank
account under the name “name of DEA/name of fundraising group”. The
principal and/or manager must have co-signing authority over the account,
along with the designated staff/DEA member and any other “officers”

designated by the fund raising group;

d. The designated staff/DEA member must submit a monthly statement to
the principal/DEA/manager indicating all revenues, expenditures, and

Tlicho Community Services Agency Policies & Procedures page 10f2



current balance, and photocopy of the bank passbook for the account;

e. Funds raised by such groups including DEA’s are not to be included as
part of the year end surplus, but be carried forward into the fiscal year.

2. In the event of the dissolution of the fund raising group, any remaining funds
will be removed from the account by the principal or manager, the account will be
closed, and the funds will be made available to the local school’s student council.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)

Approval Dates: 1998; revised June 18", 2008.

Chairperson Signature

CEO Signature
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T@§ﬁ] Policies & Procedures

Section: Corporate Services Reference: 3.024

Policy Title: Cash in TCSA Buildings & Offices

Policy Statement:

The TCSA requires that cash, including petty cash, money raised by students
and/or staff, money acquired by the District Education Authority/Agency in the
form of payments or donations, or any other money intended for Agency
purposes, shall be locked in a secure storage container in the school office

and/or administrative office.

Purpose:
The purpose of this policy is to reduce the inclination to break in to schools and

other facilities for profit, and minimize losses through theft to the Agency, its staff
and to the activities that make use of fundraising.

Procedures:
1. Only the principal and/or the secretary treasurer are authorized to have access

to the cash box if located in the school. Only the program manager and /or the
secretary treasurer are authorized to have access to the cash box if located in

the administrative offices;

o Cash from other sources than the petty cash fund should be transferred as
quickly as possible to the appropriate bank account;

3. Staff and students are discouraged from leaving money overnight in
classrooms and/or offices. Money left in coats, purses, or elsewhere is the

responsibility of the individual.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)

Approval Dates: 1998; revised June 18", 2008.
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W@ﬁ] Policies & Procedures

Section: Corporate Services Reference: 3.025

Policy Title: DEA Monthly Financial Statements

Policy Statement:
The TCSA recognizes that to effectively utilize the finances allocated to the

District Education Authorities, the Agency must know where and how funds are
being spent.

Purpose:
The purpose of this policy is to ensure public funds provided to the local District

Education Authorities are used for the purposes for which they were intended.

Procedures:
1. District Education Authorities must provide an approved financial statement to

the Manager of Finance as and when required;

2. The Chief Executive Officer is authorized to hold back any allocation for any
community which is not regularly filing a financial statement.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)

Approval Dates: 1998; revised June 18", 2008.

Chairperson Signature

CEO Signature
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f@@ﬂ Policies & Procedures

Section: Corporate Services Reference: 3.026

Policy Title: DEA Contributions

Policy Statement:
The TCSA recognizes that District Education Authorities require regular sources

of funds to conduct their operations. The Tlicho Community Services Agency will
make monthly disbursements through a contribution agreement.

Purpose:
The purpose of this policy is to authorize the funding of DEA’s and their roles and

responsibilities in local communities.

Procedures:
1. The Tlicho Community Services Agency will enter into a contribution
agreement following Government of the Northwest Territories formula financing

and the budget process;

2. Payments will be distributed as per the contribution agreement.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)

Approval Dates: 1998; revised June 18", 2008.

Chairperson Signature

CEO Signature
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T@@Zﬂ Policies & Procedures

' Section: Corporate Services Reference: 3.027

Policy Title: Withholding DEA Contributions

Policy Statement:
The TCSA maintains the right to supervise the fiscal responsibilities of the District

Education Authorities and withhold or recover funding if conditions warrant.

Purpose:
The purpose of this policy is to ensure accountability for the expenditure of public

funds by the constituent DEA’s of the TCSA.

Procedures:
1. Conditions that warrant withholding DEA contributions include the following:

a. lrregular or complete lack of submission of required quarterly statements;

b. Evidence of a deficit within the total program;

c. Evidence of an offence under the Education Act, Financial Administration
Act, or any other pertinent government statute;

d. Any situation deemed by the Chief Executive Officer to be inconsistent
with Agency policy or programs.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)

Approval Dates: 1998; revised June18th, 2008.

Chairperson Signature

CEO Signature
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77@@ Policies & Procedures

Section: Corporate Services Reference: 3.028

Policy Title: Non Compliance with Agency Financial Procedures

Policy Statement:
The TCSA requires that where Agency administration has determined that there

has been non-compliance with financial policies or procedures, and the non-
compliance constitutes a major breakdown in internal controls, the Chief
Executive Officer may revoke the financial rights of the District Education

Authority.

Purpose:
The purpose of this policy is to ensure that commonly accepted financial controls

are re-established quickly after a major breakdown in internal controls within the
operation of a TCSA DEA in a community.

Procedures:

1. The Authority’s cheque book and other bookkeeping documents will be
returned to the Agency office and the Authority’s financial transactions will be
completed at the Agency regional office until such time as the Chief Executive
Officer is satisfied the non-compliance situation no longer exists.

Authorities:
TCSA Act 13; Education Act, 117; Hospital insurance & Health and Social

Services Administration Act, 10(10), 13(1)

Approval Dates: 1998; revised June 18", 2008.

Chairperson Signature

CEO Signature

Tlicho Community Services Agency Policies & Procedures page 1 of 1
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T@G@Zﬂ Policies & Procedures

« Section: Corporate Services Reference: 3.029

Policy Title: Funding for Special Projects

Policy Statement:
Special project funding may be available from the Agency to assist District
Education Authorities in enhancing their school and/or other social programs in

the community by developing new resources, programs and facilities.

Purpose:
The TCSA desires to encourage local initiative in the development of effective

school and/or social programming. Projects must be educational and/or directly
benefit learners and/or their families.

Procedures:
1. Projects must be submitted as written proposals indicating what is proposed,

why it is important, why it is important, how it will be achieved and how much it
will cost.

2. Projects acceptable to the Agency may be given approval in principle pending
Agency funding; approval in principle with partial funding; or approval with full
funding. A DEA must apply surplus funds towards any special project which
receives Agency approval in the amount of at ieast 25% DEA funding/75% TCSA

funding. Preference will be given to:
a. Proposals which show commitment of the DEA to the project through joint

funding by the DEA or other interested community groups and/or
significant volunteer work effort;

b. Proposals from the DEA’s which have not had any other project funding
during the fiscal year;

c. Projects which have long lasting benefits;

d. Projects which benefit more than one community;

Tlicho Community Services Agency Policies & Procedures page 10f2



e. Projects which have significant cultural value through their documentation,
preservation, or enhancement of the Tlicho language, values and beliefs;

f.  Projects which can be initiated and completed during the fiscal year and
which do not have ongoing costs.

3. Special Projects funding is available from surplus funds in the Agency
identified by the audit. Therefore funding may NOT be available in some years

due to lack of available funds.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)

Approval Dates: 1998; revised June 18", 2008.

Chairperson Signature

CEO Signature
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F@)@A] Policies & Procedures

Section: Corporate Services Reference: 3.030

Policy Title: Special Projects with “Third Party Funding”

Policy Statement:
The TCSA supports local initiatives by District Education Authorities and staff to

obtain funding from other organizations, foundations, agencies or governments to
provide services, training or facilities that benefit educational and social

programs.

Purpose:
Third party funding involves the District Education Authorities in meeting goals

and requirements set by the outside organizations, foundations, agencies and
governments for their mutual benefit. When these goals are consistent with the
goals of the TCSA and the DEA, each group can benefit. When requirements set
by the third party funding sources are not met by the District Education Authority
or staff member, the Tlicho Community Services Agency can be liable and its

reputation harmed.

Procedures:
In order to endure that projects are consistent with TCSA goals and objectives

and that requirements are set by third party funding sources are reasonable,
District Education Authorities and all staff planning such special projects are

required to:

1. Submit to the Chief Executive Officer a copy of the project proposal with the
third party funding documentation prior to submission to the funding agency;

2 Submit to the Chief Executive Officer copies of all required financial and
activity reports as they are submitted to the funding agency.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)
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Approval Dates: 1998; revised June 18th, 2008.

Chairperson Signature

v CEO Signature
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w Policies & Procedures

Section: Corporate Services Reference: 3.031

Policy Title: Budget Adjustments

Policy Statement:
The TCSA recognizes the need to make budget adjustments throughout the

fiscal year as increases or decreases to revenue or contribution agreements are
received, or to adjust for differences in spending.

Purpose:
Throughout the fiscal year there are occasional budget changes that are required

because of the receipt of new contribution agreements with other governments,
or outside agencies and organizations, increased funds because of changes to
business plans, or to deal with decreases in anticipated funding.

Procedures:
1. With the approval of the Chief Executive Officer, budget adjustments up to

$100,000, can be made to the current fiscal year budget;

2. The Manager of Finance will keep track of these adjustments and they will be
provided to the Board as an information item at the next Board meeting;

3. Board approval is required for budget adjustments of amounts greater than
$100,000.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)

Approval Dates: June 18", 2008.

Chairperson CEO

Tlicho Community Services Agency Policies & Procedures page 1 of 1
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ﬂ] Policies & Procedures

. Section: Corporate Services Reference: 3.032

Policy Title: Accounts Receivable Collection

Policy Statement:
The TCSA must make all reasonable efforts to collect outstanding accounts from

businesses, organizations, individuals and staff. The collection efforts must be
consistent, fair and under certain exceptional circumstances, compassionate.

Purpose:
The Tlicho Community Services Agency receives payments from a variety of

sources including day care fees, rental payments, and other customers.
Normal payment for accounts payable is 30 days. Some payments are delayed
or not paid at all after a period of 120 days. These outstanding balances require

a systematic means of monitoring and collection.

The collection of amounts owed to the Tlicho Community Services Agency
requires an organized system that ensures payments are received in a timely
manner. Should the payments be delayed there must be a fair and standard
process that collects the amounts owed.

Guiding principles include the following:
« A failure to collect debts ultimately affect the resources available to deliver

programs and services which is the core business of the Agency.

e Every business, organization, individual and staff member must be held
responsible for their debts;

« In exceptional circumstances such as a personal tragedy including
debilitating and/or terminal ilinesses or other similarly serious events, the

Board may cancel the outstanding debt.
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Procedures:
The Manager of Finance will perform the following steps in order for accounts to

be paid in full:

1. After 30 days-Mail a statement of account to the customer.

2. After 60 days-Call the customer and send a follow-up letter.

3. After 90 days- Call the customer and send a warning letter.

4. After 120 days-Send the outstanding account to a Collection Agency.

5. After 365 days- Review amounts under collection. The Finance Managger will
make a recommendation to the Board on possible debt write-offs. Debts of less
than $200.00 may be written off after one year.

Authorities:
TCSA Act 13; Education Act 117; Hospital Insurance & Health and Social

Services Administration Act, 10 (10), 13(1)

Approval Dates: June 18", 2008.

Chairperson Signature

CEO Signature
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?@@A] Policies & Procedures

Section: Corporate Services Reference: 3.033

Policy Title: Retention of School Program Surpluses

Policy Statement:
The TCSA desires that funds allocated by the GNWT/Tlicho Community Services

Agency as school program funds remain as school program funds from one fiscal
year to another.

Purpose:
Each fiscal year the GNWT allocates funds to the Tlicho Community Services

Agency for school programming, as per the formula funding guidelines of the
Department of Education, Culture and Employment. The TCSA places the funds at
the local level with the District Education Authority or DEA. The spending authority for
these school program funds rests with individual school principals.

Some years, principals may not spend all school program funds allocated for that
fiscal year. It is past practice that during the annual audit, surpluses from different
program and contribution areas at the local level have not been differentiated.
The auditor provides the Tlicho Community Services Agency with one calculation
for any remaining surplus funds at the local District Education Authority or DEA.

Annual surpluses at the local level are then spent by the DEA in consultation with
principals and Tlicho Community Services Agency management staff. Surpluses
from school programs may or may not be spent on school programs the following

year.

The purpose of this policy is to ensure that funds allocated by the GNWT/Tlicho
Community Services Agency as school program funds remain as school program

funds from one fiscal year to another.

Procedures:
1. The Manager of Finance will issue instructions 10 the auditor during annual

audits to include the requirement to differentiate between surpluses that may be
available from school programs, and other surpluses available from other DEA

Tlicho Community Services Agency Policies & Procedures page 1of 2



activities.

2. All sthool program surpluses from a previous fiscal year will continue to be
identified as school program funds, and included as part of the following year

" school program budget.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10 (10), 13(1)

Approval Dates: January 31, 2007.

Chairperson Signature

CEO Signature
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ﬁ@ Policies & Procedures

Section 3: Corporate Services / Human Resources Reference: 3.201

Policy Title: Educational Leave Without Pay

Policy Statement:

The TCSA recognizes that an important role of the Agency is to build capacity in
the Thicho communities and strengthen Agency programs and services by
developing long term staff in the core professional occupations of counseling,
nursing, teaching and social work. (see also TCSA policy 3.102 Educational
Bursaries and Core Occupations)

Purpose:

The purpose of this policy is to provide guidance for the approval of educational
leave without pay for TCSA employees. Under GNWT Human Resource Policy
(see HRM 814.21) leave without pay for educational purposes may be granted if
the education is relevant to GNWT “recruitment and retention needs”.

The Agency experiences significant difficulties in recruiting and retaining staff in
professional program and service delivery positions which include counselors,
nurses, teachers and social workers. Therefore the Agency will limit the approval
of educational leave without pay to applicants who are seeking leave to become
educated in these core professions.

Procedures:

1. The TCSA may support the approval of applications for educational leave
without pay from employees who have been accepted into counseling, nursing,
teaching and social work programs from recognized colleges and universities;

2. To be eligible for educational leave without pay, employees must have worked
for a minimum of five years for the TCSA and be supported by positive
performance reviews;

3. Recognizing that each approved educational leave without pay has a potential
financial cost to the Agency, the total number of approvals for educational leave
without pay may be limited in any given fiscal year at the discretion of the Chief
Executive Officer;
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4. Approval of educational leave without pay is given for one academic year at a
time. Approval of a second and further years of educational leave without pay is
dependent on successful academic results in the previous year.
a) The approval of educational leave without pay in subsequent years may be
denied for a variety of reasons including the financial and operational
requirements of the Agency;

5. Employees who are granted educational leave without pay must guarantee an
equal return of service to the Agency for each year of leave taken.

6. Taking into consideration item 3, on occasion, the Board may approve
educational leave without pay for applicants whose request is outside the four
core professions but whose educational personal goals would further the goals of

the Agency.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1); GNWT HRM 814.21

Approval Dates: May 20", 2009.
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FAj Policies & Procedures

Section 3: Corporate Services / Human Resources Reference: 3.202

Policy Title: Educational Bursary for TCSA Employees to support Core
Occupations

Policy Statement:
The TCSA recognizes that an important role of the Agency is to build local
capacity by supporting the post secondary education of TCSA staff who are

Thicho citizens especially in the core professional occupations of counseling,
nursing, teaching and social work. (also see TCSA policy 3.101 Educational
Leave Without Pay)

Purpose:
The purpose of this policy is to provide an additional measure of financial support

to TCSA employees on approved educational leave without pay who have been
accepted in post secoﬁd’agrs_m?)g?ammmy'readhgmm‘lm a counselor,
nurse, a teacher or a social worker. Counselors, nurses, teachers and social
workers are core positions within the Agency and Ttjcho staff are
underrepresented in these professional occupations. Encouraging local staff to
complete these programs is part of a strategy to alleviate current recruitment
problems, and support the future development of culturally appropriate programs
and services.

Procedures:
1. TCSA staff must be Tjcho citizens to access the bursary from the Ttjcho
Government/TCSA Post secondary student support fund;

2. To access the bursary, eligible candidates must be approved for educational
leave without pay, and show proof of acceptance from a recognized college or
university program leading to NWT certification in the profession of nursing,
teaching and or social work. As there is currently no NWT certification for
counselors, applications under this program must be reviewed and approved by
the CEO;

3. The bursary amount of $3000 per semester will be provided at the beginning
of the first semester of the program. Bursaries will be paid for following
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semesters upon written proof of the successful completion of the previous
semester;

4. The Agency requires that employees who are granted educational leave
without pay and provided educational bursaries, will provide a return of service of
one year for each year that they are financially supported with educational leave
without pay and a bursary.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)

Approval Dates: May 21%, 2009.
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J /nl Policies & Procedures
Sectlon 3: Corporate Services / Human Resources Reference: 3.203

Policy Title: Approval of Staffing Action

Policy Statement:

The TCSA recognizes that an essential strategy to achieve and maintain fiscal
accountability for budgets is to monitor and control staffing actions of all kinds
including including indeterminate, term and casual staffing actions.

Purpose:
The purpose of this policy is to provide guidance for the approval of all staffing

actions within the Agency.

Procedures:

1. All staffing actions for indeterminate, term and casual hires must be approved
by the Director of the Department and, or the CEO or designate;

2. Directors may delegate their approvals for staffing actions on a yearly or
project basis to individual managers.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1); GNWT HRM 814.21

Approval Dates: May 20", 2009.
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F@‘sA Policies & Procedures

Section 3: Corporate Services / Human Resources Reference: 3.204

Policy Title: Selection of Contractors to deliver Cultural programs &
services

Policy Statement:

The TCSA recognizes that an important role of the DEA’s is to provide guidance
in the selection of community contractors for projects in the schools, health
centres or other areas of the Agency where community people are required on a
contract basis for their cultural skills and knowledge.

Purpose:
The purpose of this policy is to provide guidance for the hiring of contractors who
provide cultural programming services to the programs and services of the

Agency.

Procedures:

1. DEA’s in each community must develop and maintain lists of suitable
contractors who have the skills and knowledge to deliver quality, effective and
safe cultural programming as required by the TCSA ;

2. TCSA Managers including principals, NIC’s, Community Programs managers
are required to utilize DEA approved lists when hiring cultural contractors;

3. Individuals who wish to provide their services as a cultural contractor must be
willing to undergo criminal record checks. A criminal record in itself does not
disqualify a person from being a contractor except where the offence is related to
the task required to be performed and introduces a measure of risk to the

students or the program;

4. Where lists of suitable cultural contractors do not exist or have not been
updated, managers are required to consult with the DEA/ and/or the chairperson
prior to employing the services of a cultural contractor;
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5. In the event of a dispute, managers will bring the matter to their Director who
will work with the CEO and the appropriate Board members to resolve the

matter;

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1);

Approval Dates: May 20", 2009.
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7[. )~] Policies & Procedures

Section: Corporate Services / Support Services Reference: 3.301

Policy Title: Building & Grounds Inspections

Policy Statement:

The TCSA requires individual facility managers (including Nurses-in-charge,
principals and other designates) to continuously work with appropriate staff,
contractors and other government departments as appropriate to identify and
correct safety and/or health hazards, and repair vandalism or wear to the
appearance of the facilities.

Purpose:

The TCSA believes that maintaining healthy, safe and attractive conditions
throughout our health centres, schools, facilities and offices is a shared
responsibility of all staff.

Procedures:
In order that the Tlicho Community Services Agency facilities are maintained to

high standards of cleanliness, appearance and safety it is required:

1. That the manager of each health centre/ school/ facility regularly
completes a building and grounds inspection with appropriate
maintenance staff. The inspection should result in a work list of
maintenance and custodial tasks that require attention. The list should be
prioritized jointly by the manager and the maintenance staff and a time
frame assigned for completion. Non-urgent projects requiring the
expenditures of funds beyond normal O & M maintenance expenditures
must be discussed with the Director of Corporate Services and are subject
to the availability of funds and labour;

2. That the manager of each health centre/school/facility conduct a thorough
annual inspection of the buildings and grounds of each facility with
appropriate maintenance staff. ltems requiring major expenditures or
future attention should be sent to the Director of Corporate Services.
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3. That regular inspections of all facilities be conducted by the Health and
Fire inspectors. Copies of their reports must be submitted to the Tlicho
Community Services Agency for discussion and appropriate action by the
appropriate managers.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)

Approval Dates: 1998; May 20", 2009.
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FE SAJ Policies & Procedures

Section 3 : Corporate Services / Support Services Reference: 3.302

Policy Title: Vandalism

Policy Statement:
The TCSA believes that the control and correction of vandalism to Agency
facilities, furniture, resources and materials is a shared responsibility of all staff.

Purpose:

The experience of many jurisdictions clearly shows a positive relationship
between the expectations and efforts to control vandalism and maintain the
appearance of their facilities, and a significant reduction in the incidents of

vandalism.

Schools, in particular, which have been successful in developing student and
staff pride in their schoo! while holding students responsible for any destructive
actions are best able to maintain pleasant, attractive facilities for the enjoyment
of all students, staff and community.

Procedures:
1. All personnel are responsible for ensuring that furniture, facilities and Agency

materials are not vandalized;

2. All personnel should inform the facility manager in writing as soon as possible
of the discovery of the vandalized appearance or utility of some part of the facility
that requires custodial or maintenance attention;

3. Facility managers are responsible to inform the appropriate maintenance or
custodial staff of the necessity to clean or repair the result of vandalism, while
the maintenance and custodial workers as appropriate, are responsible to give
the repair or cleaning up of acts of vandalism precedence over routine
maintenance and cleaning;

4. In schools, the principal is responsible to ascertain if possible who was
responsible for an act of vandalism against school property:
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a) Students who have consciously defaced school property should face the
conseguences of their actions wherever possible, by working under the
supervision of the teacher, the principal, the custodial or the maintenance
staff to clean up their mess and repair the damages;

b) Teachers are encouraged to resolve simple vandalism situations on their
own by having students clean and wash their marks on desks, and erase

marks in text and library books;

c¢) If the damage was malicious, wantonly destructive, expensive to repair
and/or part of a pattern of violence, the parents must be involved,

d) If students are charged under the Young Offenders Act for very serious
damages, every effort should be made to ensure that if community service
is part of the sentence, restitution should be made to the school in the
form of the student’s labour.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)

Approval Dates: 1998; May 20", 2009.
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C !SAJ Policies & Procedures

Section: Corporate Services / Support Services Reference: 3.303

Policy Title: Use of Agency Vehicles

Policy Statement:
The TCSA provides vehicles designated for use by employees during the
performance of Agency duties.

Purpose:
Vehicles owned and operated by the TCSA are required for the delivery of
certain programs and services.

Procedures:
The Agency is responsible for the maintenance and fuel for TCSA vehicles, as

well as registration and insurance. The following guidelines apply:

1. The vehicles assigned to each location are to be operated only by Agency
employees holding valid drivers’ licenses. In the case of the 15-17 passenger
vans, the employees driving these vans must have a Class 4 endorsement,
whether there are passengers or not;

2.Each location/department should have one person in charge of the vehicles
who ensures that all drivers have valid licenses, that the vehicle is maintained
regularly, that all repairs are done, that cleaning occurs, and that there is a
booking system;

3. Employees who want to use the vehicles are required to book them in advance
on the location/department booking calendars. Bookings will be made on a first
come basis. The vehicle may be used only for the performance of Agency duties
and/or related duties such as sporting trips for students:
a) In the event that more than one employee wants to use a vehicle at the
same time, these employees are encouraged to work out a mutually
satisfactory arrangement among themselves. If a vehicle in one location is
not booked, nor required, it may be used by personnel from another
Department.
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b) In the event of conflict, the Chief Executive Officer or designate will
assign the vehicle in accordance with the task which is most important

to the Agency.
4. TCSA vehicles are not for personal use.

5. On-call employees may take the car home during on-call duty hours, otherwise
all vehicles remain in the designated parking areas.

6. Employees, using private vehicles during business hours, when there is a
Agency vehicle available, may be paid at the lower mileage rate established by
the GNWT;

7. Employees who use their vehicles regularly for duty travel are obliged to notify
their insurance company that their vehicle is used for business. Failure to do so
may invalidate their insurance coverage in the case of an accident while on duty

travel.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)

Approval Dates: June 6, 1997; May 20", 2009.
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TAj Policies & Procedures Reference:  3.401

Section 3: Corporate Services / Information Technology Services

Policy Title: Computer Software Piracy

Policy Statement:

The TCSA respects the intellectual work and property of others and will not
tolerate the unauthorized copying of computer software and its use on TCSA
computers and the Agency network.

Purpose:
The copying of computer software is both unethical and illegal. Staff, or students

attending TCSA schools, who make, acquire or use unauthorized or pirated
versions of computer software may be subject to Agency disciplinary actions as
well as legal action by the copyright owner. The Agency will not provide legal
indemnification or defense for employees or students who violate this policy.

Procedures:

1. IT staff from Corporate Services licenses the use of all approved computer
software used on TCSA computers and servers from a variety of software
companies. The Agency does not own this software or its related documentation
and unless authorized by the software developer, does not have the right to
reproduce it except for backup purposes and fair use;

2. TCSA employees shall use the software only in accordance with the license
agreements;

3. TCSA employees and students shall not download or upload illegal software
over the internet on TCSA computers, or over the TCSA network;

4. TCSA employees or students learning of any misuse of software or related
documentation within the Agency shall notify their manager, or teacher as
appropriate. Any doubts about the use of any software program should be
discussed with the appropriate IT staff in Corporate Services;
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5. According to applicable copyright law, employees or students involved in the
ilegal reproduction of software can be subject to civil damages and criminal
penalties including fines and imprisonment. The TCSA does not condone the
illegal duplication of software, and employees or students who make, acquire or
use illegal copies of computer software on TCSA computers, or the TCSA
network, shall be disciplined as appropriate.

Authorities:
Copyright Act 1997; TCSA Act 13; Education Act, 117; Hospital Insurance &
Health and Social Services Administration Act, 10(10), 13(1)

Approval Dates: 1993, revised 1999, revised 2007; May 20™, 2009.
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F@"SA Policies & Procedures Reference:  3.402

Section 3: Corporate Services / Information Technology Services

Policy Title: Computer Software and Hardware Purchasing

Policy Statement:

The TCSA requires that all Agency owned computing equipment, peripherals and
software including grant and third party funded equipment, are acquired based
on standards developed by the joint TG/TCSA IT Committee, and purchased
from an approved supplier through approved IT Support Services staff with
Corporate Services at the TCSA.

Purpose:

The TCSA recognizes that to provide adequate support to all Agency owned IT
equipment, ensure compatibility and achieve economies of scale, standard
hardware and software platforms must be identified, acquired and maintained. A
joint IT Working Group Committee (see Terms of Reference) chosen by the TEO of
the Tlicho Government and the CEO of the TCSA will develop minimum
standards for computers, computer infrastructure and software. Minimum
standards are upgraded periodically.

Procedures:
1. The joint IT committee will publish a list of required hardware and supported

software. Some hardware and software items will not be fully supported by IT
support services. Full support includes training, documentation, installation,
upgrades, troubleshooting, problem solving and repair;

2. IT Support Services will, upon request provide assistance to departments and
individuals in planning how information technology can be used, and consultation
regarding equipment and software purchasing;

3. IT Support Services purchases equipment that is compatible with the TCSA
network or any other components of the technology infrastructure as necessary;

4. |T Support Services will purchase the hardware and software with
departmental or grant funds authorized by the requesting manager, Director or
CEO;
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5. Requests for non-standard equipment for non mission-critical infrastructure
must be submitted to the Director of Corporate Services for purchasing approval.
When non-standard equipment is approved, the IT support services staff reserve
the right not to provide support for the hardware or software;

6. Supplies such as CD’s, DVD’s, USB flash data memory storage devices, inkjet
or toner cartridges for printers, printer paper, replacement mice and batteries are
to be funded by departmental budgets and purchased locally by each
department, school or health centre.

Authorities: Education Act, 117; Hospital Insurance & Health and Social
Services Administration Act, 13(1)

Approval Dates: 1998; May 20", 2009.
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(=Y .
ﬁ@ﬁﬂ Policies & Procedures Reference:  3.501
Section: 3.5 Corporate Services / Post Secondary Student Support

Policy Title: Grants for Post Secondary Students

Policy Statement:

The Thichg Government recognizes that economic stability—the ability to get and
hold jobs—is essential for development of healthy and happy families. It also
recognizes that, to an ever increasing degree, more and more jobs require a
post-secondary education. The Tlichg Government encourages residents to
pursue a post-secondary education and it provides support for them to do it.

Therefore the Ttjchg Government has directed the TCSA to design and deliver a
post secondary student support program using TG funding.

Purpose:

The purpose of this program is to support the post-secondary education of
Tlicho citizens by providing financial grants, and to do it in a manner that also
builds capacity within local Tlicho communities.

Procedures:

Criteria and definitions
To be eligible for financial grants, individuals must meet the following criteria

1. They must have Tlicho citizenship;

2. They must be residents of a Tlicho community. Residents are those who
can demonstrate that their primary residence is in a Tlicho Community;

Those who are non-residents, but of Tlicho ancestry, may also receive
assistance. Non-residents are Tlicho individuals whose principal residence
is outside a Tlicho community but still within Canada. However their
entitlement is less than that of residents;
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3. As many of our students are also parents, they are also eligible for some
funding for their children. Students who are residents can claim
dependents only if the dependents are their own children or have been

legally adopted,;

4. Individuals must be in, or about to enter, a post-secondary institution. A
post-secondary institution is one that accepts a student who has a Grade
12 certificate or has passed a trades entrance exam, or who is entered
into a pre-employment or access program. Courses from these institutions
might be delivered in their home communities, or require travel
elsewhere;

5. Those individuals who are in an Adult Basic Education Programs
(ABE) are not eligible for post secondary student support.

Funding Allocations Per Semester
e Permanent Residents with dependents $2000.00
e Permanent Residents without dependent $1500.00
¢ Non-permanent Residents $1000.00
e A Christmas Bonus of $500 is provided to students who are enrolled in a
post secondary institution immediately prior to, and following the Christmas
season.
Appeal Process

Those individuals who are unhappy with the decision of the staff delivering the
program have the right to appeal in writing directly to the TCSA Board.

Authorities:
TCSA Act 13; Thcho Intergovernmental Services Agreement 3.2 c), 4.5

Approval Dates: June 17", 2009.
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/) Policies & Procedures Reference:  3.502
Sectlon 3.5 Corporate Services / Post Secondary Student Support

Policy Title: Scholarships for Post Secondary Students

Policy Statement:

The mining companies operating within the Tlicho Territory are providing funding
for scholarships to Tlicho residents who wish to pursue studies at the post-
secondary level.

Purpose:

The purpose of these scholarships is to encourage academic excellence within
the impacted (by the mining companies) Tlicho communities. These
scholarships will assist in preparing Tlicho people for future leadership positions
within mining and other industries.

Procedures:
Criteria and definitions

BHP Billiton provides 4 scholarships of $5000 each to full time/course
load university students who are working towards completing an
undergraduate degree, Masters or PhD degree.

Diavik Diamond Mines provides two different types of scholarships:

a) College Diploma Program Scholarships: 10 scholarships of $3000
each. They are awarded to full-time/course load college students and
working towards completing a diploma program;

b) University Degree Program Scholarships. 4 Scholarships of $5,000
each to full-time/course load students who are permanent residents and
working towards completing an undergraduate, Masters or PhD. degree.
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The criteria for these scholarships include the following:
1. Tlicho citizenship;
2. Enrolled in a full-time Canadian College post-secondary institution;
3. A competitive Grade Point Average and overall academic performance;
4. The deadline for Scholarships is July 15 of each year;

5. Permanent residency is required for the Diavik scholarships. It is not
required for the BHP scholarship;

6. Recipients for BHP Scholarships may receive a scholarship for up to 4
years. Recipients for Diavik scholarships may receive scholarships for up

to 3 years;

7. Recipients for scholarships must apply annually.

Authorities:
TCSA Act 13; THicho Intergovernmental Services Agreement 3.2 c), 4.5

Approval Dates: June 17", 2009.
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4] Policies & Procedures Reference:  3.503
Section: 3.5 Corporate Services / Post Secondary Student Support

Policy Title: Intercession & Summer Session Student Support

Policy Statement:

The TCSA recognizes that post secondary students may be required and/or
interested in continuing their studies during the spring and summer months.
Therefore, the TCSA is committed to provide some reimbursement of
tuition/course fees.

Purpose:
The purpose of this policy is to provide financial assistance to post secondary
students during coursework offered in the spring and summer months.

Procedures:
The reimbursement will be based on the following criteria:

1) The student is enrolled as full time intersession and/or summer session
student at an approved accredited technical institution, college or
university;

2) The student must inform the TCSA prior to the beginning of the
intersession and/or summer session they are intending to take;

3) The student must provide official documentation of acceptance/enrolment
of the intersession and/or summer session courses;

4) The maximum amount of reimbursement will not exceed 75% of
tuition/course fees.

Authorities:
TCSA Act 13; THicho Intergovernmental Services Agreement 3.2 c), 4.5

Approval Dates: June 17", 2009.
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Ti0=S L
Aj Policies & Procedures Reference:  3.504
Section: 3.5 Corporate Services / Post Secondary Student Support

Policy Title: Trades Apprenticeships Student Support

Policy Statement:
The TCSA recognizes that apprenticeships for trades are very important to the

development of the North and the Tiichg communities and has therefore
developed a system to assist all Tlicho student apprentices.

Purpose:
The purpose of this policy is to provide financial assistance to students in trades

apprenticeships while at college studying their coursework.

Procedures:

The system will follow the Annual Basic Grants system and student apprentices
will only be allocated money based on the period of time that they are away at
school. Example: an electrical student with dependents who attends an eight
week program at NAIT would receive:

The Basic Grant = $2,000.00 per semester (four month) whereas the
apprenticeship course length is equal to 50% of a four month semester.
Therefore a trades apprenticeship student with dependents will receive $1000
for attending his/her course.

To be eligible for these grants, the applicant must meet the following criteria:
1. Must be a Tlicho citizen;

2. Must submit a copy of the official letter of acceptance from the Registrar's
Office of the educational institution where studies will take place, and a letter
from the Apprenticeship Board Office which states that the student is enrolled
in an apprenticeship program.

Authorities: TCSA Act 13; Ttjcho ISA 3.2c), 4.5

Approval Dates: June 17", 2009.
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TS Policies & Procedures Reference:  3.505
Section: 3.5 Corporate Services / Post Secondary Student Support

Policy Title: Grade 12 Graduate Academic Achievement Awards

Policy Statement:

The TCSA recognizes the importance of the grade 12 diploma. Finishing high
school and continuing on to post-secondary institution is crucial in preparing
Tlicho people for careers and leadership positions within the Tlicho region.

Purpose:

The purpose of this policy is to encourage and provide an incentive for all recent
grade 12 graduates to pursue a post-secondary education at a technical
institution, college or university and to encourage students to strive for academic

excellence.

Procedures:

A total of ten (10) awards, each valued at $750.00 for a total of $ 7,500.00 will be
distributed every year. Eight out of ten awards will be allocated for students
whose permanent home is in one of the four Tlicho communities. Two of the ten
awards will be allocated for Tlicho students living outside the Tlicho region.

The criteria for the grade 12 graduate academic achievement awards are as
follows:

1. The student must be a Tlicho citizen;

2. The student must be completely finished their high school required
courses and have obtained their official high school diploma;

3. The student must show proof that they are enrolled in a full time post-
secondary technical institution, college or university for the following
school year;

4. Copy of the student’s official high school transcript is required,
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5. The deadline for the scholarship is July 15 of each year.

The TCSA will review all appropriate applicants’ transcripts and the ten students
who have the highest Grade Point Average (GPA) will be awarded $ 750.00
each.

Authorities:
TCSA Act 13; Tticho Intergovernmental Services Agreement 3.2 ¢), 4.5

Approval Dates: June 17", 20089.
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F%A Policies & Procedures

Section 4: Programs & Services/ Integrated Services Reference: 4.100

Policy Title: Confidentiality and Information Sharing

Policy Statement:

People who receive TCSA services, and share information with the Agency have
a right to expect that staff will keep the information confidential. At the same time
clients need to share information in order for our staff to serve them properly.
The challenge for our organization is to safeguard the client’s right to
confidentiality, while ensuring that staff receive the required information to serve

the client.

Purpose:

The purpose of this policy is to ensure client confidentiality and, at the same time,
provide required access to information in a manner that is acceptable to the
person seeking services and consistent with relevant legislation.

This policy applies to staff, board members, contractors, volunteers and
researchers.

Principles
1. Personal information provided by those seeking services must be kept
confidential. Exceptions are:
a) Cases in which there is a legal requirement to reveal information (e.g.
child abuse)
b) Cases in which the person is in danger of harming himself/herself or
others (e.g. suicide risk)
c) Emergency health situations where the person is unconscious, in a
critical state, or , in the opinion of staff, is is unable to make a rational
decision about the release of information (e.g. drug overdose).

2. Care-givers must have access to personal information that is relevant to the
services being provided;

3. Clients must have access to their own medical records if access is requested,
under the conditions presented in the Access to Information and Protection of
Privacy Act and may share this information with whomever they like, including
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traditional healers and other providers of alternate therapies;

4. The TCSA may share personal information with its various units within the
organization. The sharing of information should be consistent with the purpose
for which the information was collected and on a “need to know” basis;

5. Agencies or organizations outside of the TCSA must have the written consent
of clients for the release of information (Release/Exchange of Information form).

Procedures:

Confidentiality

1. All staff, at the beginning of their employment will be required to sign a
declaration of confidentiality;

2. Board members, during and after their term of office, are required to sign a
declaration of confidentiality. They must keep confidential personal information
they may receive in the course of their duties, including personnel information;

3. Interpreter/Translators in roles of communicating information between client
and service provider, or service provider and client must keep confidential
personal information that may receive in the course of their duties, including
personnel information.

Sharing of Information

1. In the initial meeting with a person seeking services, where personal
information is required, the caregiver must explain that personal information will
be kept confidential but that staff must have access to required information. If
the client is to be referred, or if personal information is to be discussed during a
case conference, he/she will b asked to sign a Consent for Release/Exchange of
Information form. If the initial contact is by telephone, the person will be asked to
sign a consent form at the first face to face meeting;

2. In regard to access to information about children in care, staff will be guided by
the requirements of sections 70-74 of the NWT Child and Family Services Act;

3. Requests for information about clients from Third Parties (e.g. criminal justice
officials, media, employers, companies, government agencies not directly
involved with TCSA-related services to clients) shall be referred to the CEO or
his/her representative.

Data Collection
1. The TCSA will not collect information about clients beyond what is required
and relevant to the delivery of TCSA services;
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Breach of Confidence.
1. It is a breach of confidence to:

a) Discuss any confidential information, acquired while employed or
working with the TCSA where it may be heard by individuals who are
not authorized to have access to the information;

b) Provide confidential information or records to unauthorized persons;

c) Leave confidential information in written form or displayed on computer

terminals in a location where it may be viewed by unauthorized persons.

2. To guard against inadvertent access to personal information: files containing
confidential information, when no longer in use, shall be shredded; staff will
activate computer screen-savers to protect against the viewing of personal
information;

3. Managers will investigate all incidents or complaints about breaches of
confidentiality. A breach of confidence may be grounds for staff to be disciplined

or terminated.

Security

1. All personnel information about staff and personal information about clients will
be kept in locked file cabinets and secure storage areas. Only authorized
personnel shall have access to these files and records.

Authorities:

TCSA Act 13; Education Act, 29, 30,117; Hospital Insurance & Health and Social
Services Administration Act, 10(10), 13(1) Access to Information and Protection
of Privacy Act (2005) section 5,6,43, 48; Child and Family Services Act (1996)

section 8,9,71-74.

Approval Dates: June 17", 2009.
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S/A Policies & Procedures

Section 4: Programs & Services/ Integrated Services Reference: 4110

Policy Title: A Positive Work Environment & Staff Interactions with
Abusive Community Members

Policy Statement:

The TCSA recognizes that staff must be able to perform their responsibilities in a
positive work environment free from threats of verbal or physical abuse, bullying,
and /or harassment from members of the community.

Purpose:

On occasion, TCSA staff must be protected from threats of verbal or physical
abuse, bullying and/ or harassment from members of the community. These
negative behaviours are always counterproductive to the best interests of our
communities, causing undue stress in TCSA staff, potentially making the
community an undesirable place to live and work, and consequently endangering
our programs and services. This policy recognizes the valuable contributions to
our communities provided by our staff through the delivery of essential health,
social and education programs and services in a positive work environment.

Procedures:

1. Staff who are faced with a person(s) causing a workplace disturbance using
verbal or threats of physical abuse, bullying and/or harassment will inform the
individual(s) that they must continue the conversation in a calm, reasonable, and
positive manner or the staff member will refuse any further contact with the
individual at that time. If the technology is immediately available, staff must
inform the person causing the disturbance that their threats and verbal abuse are

being recorded;

2. If the staff member continues to feel threatened during the encounter they are
to refuse any further contact with the individual at that time, and call their
manager for support and assistance;,

3. Staff are required to report all threats by individuals to cause physical harm or
other damage or abuse to the RCMP as these threats may be considered
assault under the Criminal Code of Canada;
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4. Managers will report all incidents of verbal or physical abuse, bullying and/ or
harassment from members of the community in writing to the CEO, who wiill
ensure that Board members are informed of incidents through regular
management briefings at Board meetings;

5. Reports of multiple (2) incidents of verbal or physical abuse, bullying and/or
harassment by a single individual will be reviewed by a special committee made
up of Agency management, Board members and others as appropriate, to
determine further action and/or possible intervention by the Agency;

6. Managers, with the approval of their Director and/or CEO, may install either
video surveillance cameras, or audio recording devices in public common areas
or to record after-hours emergency telephone conversations where a reasonable
level of client privacy does not exist, for the purpose of enhancing staff safety;

7. Individuals who feel they have legitimate complaints with the provision of any
programs and services under the authority of the TCSA may file a complaint to
the CEO and or Chairperson and this complaint shall be investigated and
reviewed in a timely manner. (See TCSA Policy “Complaints about Program and

Services & Appeal of Decisions”)

Authorities: TCSA Act 13; Education Act, 117; Hospital Insurance & Health and
Social Services Administration Act, 13(1)

Approval Dates: May 20", 2009.
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SA Policies & Procedures

Section 4: Programs & Services/ Integrated Services Reference: 4.111
Policy Title: Complaints about Programs & Services and Appeal of
Decisions

Policy Statement:

The TCSA recognizes the need to be accountable to the public. Community
members have the right to express concerns about programs and services with
the expectation of having a review and getting a response. In certain instances,
people also have legal rights under Government of the NWT legislation to
appeal decisions made by the TCSA to the appropriate Minister. Appeals
regarding Tlicho Government sponsored programs and services delivered by the
TCSA may be directed to the Grand Chief.

Purpose:

The TCSA is committed to providing safe, effective and quality programs and
services to the members of the Tlicho communities. Appropriate review and
response to complaints as well as monitoring trends with respect to the nature of
complaints and then planning and implementing improvements is an integral part
of our quality improvement program. This policy will assist the Agency to improve
our services by learning from the experiences of our students and their parents,
clients and patients. Complaints and concerns about programs and services
assist us in identifying areas of care, service or education that must be monitored
or improved. An analysis of these trends supports the Agency in developing
strategies for resolving the problems and/ or misunderstandings at the root of
many complaints.

Guiding principles for the review and response to concerns and complaints about
TCSA programs and services include the following:

1. Every person affected by the decisions and policies of the Agency has a
right to make a complaint, and to expect that there is a fair process to hear
and resolve their complaints. Every person may also have a formal right of
appeal to the appropriate Minister of the Government of the NWT as
prescribed by existing legislation such as the Mental Health Act, Safety Act,
Nursing Profession Act, Child and Family Services Act, Education Act etc;
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2. Every person has the right to advocacy and support throughout the
complaint process. Advocacy is recognized and supported by the TCSA as a
means to support improved communication with individuals, and potentially
lead to an informal and more timely resolution;

3. The complaint process will be client centered and will accommodate and
be sensitive to the individual's age, gender, capacity, language ability and
cultural background.

4. All TCSA staff are responsible for client satisfaction;

5. Resolution to complaints and concerns should be encouraged at the local
level before proceeding to more formal stages in the process;

6. No administrative or systemic barriers must be allowed to interfere with the
timely resolution of the complaint process, and no-one will be subject to
reprisals as a result of initiating a complaint;

7. Staff and managers must recognize the need to re-examine significant
decisions if community concerns are expressed, while being sensitive to the
rights of the staff whose work may be under review;

Procedures:

1. Staff will attempt to resolve all simple complaints as soon as they are brought
to their attention. Staff who cannot resolve the complaint or concern must refer
the complaint/complainant to their immediate manager,

2. All managers are expected to treat complaints or concerns respectfully and
seriously by reviewing the circumstances of the complaint, making a
determination, and providing a response to the complainant;

3. All complaints will be dealt with in a timely manner. A review and response will
be conducted as soon as possible and in any case take no longer to complete
than 15 days from the date of the receipt of the complaint or concern;

4. Documentation of a complaint is kept in a secure location during the review
and follow-up process and photocopies are kept to a minimum. Documentation of
a complaint is NOT placed in a student or client file, or patient chart;

5. Any high risk concerns or complaints, or unresolved complaints or concerns
which are likely to result in political or media involvement must be brought to the
attention of the CEO as soon as possible;
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6. Board members who learn of a complaint or a concern about TCSA programs
and services are encouraged to refer the complainant to the appropriate local
manager. If the complainant is unwilling, the Board member should refer the
complaint or concern to the Chief Executive Officer;

7. The TCSA will provide the services of a bilingual staff member who will be
available to assist individuals who require advocacy and support through the
complaint process. This service will be advertised in all facilities and through the

media on a regular basis;

8. The release of any personal information related to the investigation ofa
complaint will be subject to the Access to Information and Protection of Privacy

Act;

9. Summaries of complaints will be used for the development and implementation
of a TCSA quality assurance program.

Authorities: TCSA Act 13; Education Act, 117; Hospital Insurance & Health and
Social Services Administration Act, 13(1); Access to Information and Protection
of Privacy Act

Approval Dates: May 20", 2009.
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ﬁ@) Policies & Procedures

Section 4: Programs & Services/ Integrated Services Reference: 4120

Policy Title: Serving Traditional Tlicho Foods & Wild Game
In our Facilities

Policy Statement:

The TCSA believes that traditional Ttjchg foods and wild game must be a
regular part of the diet in Agency facilities where food is served on a daily basis.

Purpose:

The purpose of this policy is to ensure traditional foods including wild game and
fish are stored, examined, prepared and served safely by TCSA staff as part of a
healthy diet served to clients in the Jimmy Erasmus Seniors Home in Behchoko,
and meal programs for students in our schools and early childhood programs.

Procedures:

1. Managers will apply to the GNWT Department of Environment and Natural
Resources for a permit to serve wild meat (no permit is required for fish) for each
facility which serves food on a regular basis to clients, or students;

2. All menus for the regular serving of food in our facilities will be developed by
staff in consultation with dietitians and approved by senior managers. Each menu

will include traditional Ttjcho foods and wild game and fish when in season, and
available;

3. Regular training as necessary on the storing, examination, preparation and
serving of wild meat and fish for serving in TCSA facilities will be provided to staff

who prepare food;

4. Staff will accept graciously all gifts of traditional food by community residents.
Gifted food will be stored in a manner as to preserve the food until such time as it
can be examined, prepared and served.
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Authorities:
TCSA Act 13:; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 13(1)

Approval Dates: October 13, 2007.
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ﬂ@ Policies & Procedures

Section 4: Program & Services / Education Reference: 4.301

Policy Title: School Year Calendar

Policy Statement:
The TCSA recognizes that a perpetual, common school year for all the schools in

the region is a benefit to the planning and coordination of educational programs
and services.

Purpose:
A perpetual, common school year is a benefit to the planning and coordination of

programs and services by removing questions about when school will or will not
be in session. Common school calendars benefit families with children in more
than one school especially in Behchoko, and staff who plan travel around school
sessional days. Common school calendars enable more effective collaboration
between schools within the district, between school districts and assist with long
term planning between the Agency and the Tlicho Government.

Procedures:
The CEO (superintendent) will annually submit a common school year for the

Tlicho schools that adheres to the following criteria:

1. The school year will have no more than 570 hours instructional time in the
kindergarten, no less than 997 instructional hours for grades 1-6, and no les than
1045 instructional hours for grades 7-12 with an additional 2.5 administration
days and five (5) professional development days for instructional staff. The total
number of days will not exceed 195 days;

2 The school calendar will normally begin on the Thursday of the third week of
August;

3. The school calendar will end on a date in June that includes the writing of
grade 12 Departmental examinations in the school with grade 12 students;

4. Christmas holidays will begin no later than December 19" and will usually be
no less than 15 calendar days;
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5. Winter break will be 10 school days and normally will be the 3 & 4™ week of
March except in an Arctic Winter Games year when the break will be during

those weeks;

6. All other holidays will be as per the statutory holidays including Labour Day,
Thanksgiving Day, Remembrance Day, Good Friday, Easter Monday, Victoria

Day and National Aboriginal Day;

7. The school calendar for the following school year will be reviewed by the
Agency prior to the end of March in the preceding school year. On occasion,
slight deviations from a strict interpretation of the policy may be required and this
can be discussed and approved at this time.

Authorities:
TCSA Act 13; Education Act, 117.

Approval Dates: 1998; Revised May 20", 2009.
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T ”SA Policies & Procedures

Section 4: Program & Services / Education Reference: 4.302

Policy Title: Inclement Weather, Student Safety & School Closures

Policy Statement:
The TCSA recognizes both the Agency and parents share responsibility for the

safety of children traveling to school from home, and home from school during
periods of storms, poor visibility, extremely low temperatures, extremely high
wind chill factors and other inclement weather conditions.

Ultimately the responsibility to decide whether conditions are safe to send a child
to school or not rests with the parent. The responsibility to send children home
safely rests with the school. However the Agency recognizes that some children
will attend school irregardless of the weather conditions and for the safety of
these children, schools should not be closed during inclement weather

conditions.

Purpose:
The purpose of this policy is to provide clear guidelines to managers to ensure

the safety of school children during inclement weather conditions.

Procedures:
1. Schools should remain open on all sessional days irregardless of inclement

weather conditions. All school staff are required to be on duty;

2. In Behchoko, the principal and the bus manager may jointly determine that it
is unsafe to operate school buses between Edzo and Rae when it is -45 C. or
below. The school(s) will remain open if bus services are cancelled:

a) The principal will inform as many parents as possible of a decision to
cancel bus service through the use of regional media outlets such as CBC
radio, CKLB FM in Yellowknife and others as appropriate;

3. Principals must take extra caution sending children home from school during
inclement weather conditions by arranging responsible accompaniment home for
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younger children by older brothers or sisters, relatives or staff or calling parents
to pickup their children.

Authorities:
TCSA Act 13; Education Act, 117; NWTTA/GNWT Collective Agreement 22.02

Approval Dates: 1992; Revised 1998; Revised May 20" 2009.
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?@§ﬁ Policies & Procedures

Section 4: Programs & Services / Education Reference: 4.303

Policy Title: Emergency Evacuation Procedures for Schools

Policy Statement:
The TCSA recognizes that a timely and orderly emergency evacuation of the

school building in an emergency is necessary to ensure the safety of staff and
students. Each school must develop and routinely practice emergency
evacuation procedures to ensure that both staff and students are ready to

evacuate the school safely in the event of an emergency.

Purpose:
The purpose of this policy is to ensure the safety of staff and students through

the development and routine practice of a school based emergency evacuation
plan.

Procedures:

1. The principal shall ensure that a school wide emergency evacuation plan
exists for the school. The principal shall make every effort to work in
cooperation with parents, staff and interagency support services in order
to revise an existing evacuation plan or to develop a new school

evacuation plan;

2. School evacuation plans should identify an emergency shelter for
students, staff and visitors in the event of an evacuation during extreme
weather conditions. Special care must be taken by principals when elders

are in the building;

3. The principal shall have four fire drills/femergency exit drills during each
school year. Two fire/evacuation drills will take place during the fall and

two will take place during the spring;

4. The principal shall report on fire/evacuation drills in month end reports to
the district board office;

5. The principal shall maintain documentation of fire/evacuation drills, note
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evacuation time and any concerns regarding routines, practice or
equipment pertaining to the evacuation drill;

6. Concerns shall be addressed and corrected in a timely manner,

7. In communities where there is a fire department, evacuation drills should
be arranged in conjunction with the fire chief when possible.

Authorities:

TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social
Services Administration Act, 10(10), 13(1)

Approval Dates: June 17", 2009.
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W@ﬁ Policies & Procedures

Section 4: Programs & Services / Education Reference: 4.304

Policy Title: Emergency Lockdown Procedures for Schools

Policy Statement:
The TCSA has an obligation to ensure reasonable measures are established and

practiced in order to protect students and staff in the event of an internal or
external threat to their safety.

The TCSA recognizes the need to ensure student safety during a school
emergency by timely and orderly action by all staff and students. Each school
must develop and routinely practice emergency lockdown procedures in order
that both staff and students are ready to effectively respond to an internal or
external threat requiring the staff and students to hide from danger until the threat

is removed.

Purpose:
The purpose of this policy is to ensure student and staff safety by providing clear

guidelines for the development and routine practice of a school based lockdown
plan.

Procedures:

1. The principal shall ensure that an emergency lockdown plan exists for the
school. The principal shall make every effort to work in cooperation with
parents, staff and interagency support services in order to revise an
existing lockdown plan, or to develop a new school lockdown plan;

2. The principal shall provide a copy of the lockdown pian to the TCSA on an
annual basis in September;

3. The principal shall have two lockdown drills during each school year;

4. The principal shall report on lockdown drills in month end reports to the
district board office;
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5. The principal shall maintain an emergency response binder of lockdown
drills, noting any concerns regarding routines, practice or equipment
pertaining to the lockdown drill. Concerns shall be addressed and

corrected in a timely manner;

6. In communities where there is a police detachment, lockdown drills should
be arranged in conjunction with the police department, or if possible
coordinated with an expected community visit by a police office;

7. The principal may provide the nearest RCMP detachment with a copy of
the school lockdown policy.

Authorities:
TCSA Act 13; Education Act, 117; Hospital Insurance & Health and Social

Services Administration Act, 10(10), 13(1)

Approval Dates: June 17", 2009.
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T@@’] Policies & Procedures

Section 4: Programs & Services / Education Reference: 4.305

Policy Title: Safe Schools & Security Surveillance Cameras

Policy Statement:
The TCSA has the responsibility to foster a safe school environment for students

and staff, and to make every effort to protect school property from theft,
trespassing and vandalism. The Agency recognizes that video surveillance can
be a valuable tool for addressing vandalism, theft and inappropriate student
behavior in the school setting, if reasonable privacy concerns are addressed.

Purpose:
The purpose of this policy is to provide clear guidelines for the use of video

surveillance equipment in schools for the purpose of protecting school property
and fostering a safe school environment while addressing legitimate privacy

concerns.

Procedures:
1. With the permission of the Director and/or CEO, the school principal may

install and use video cameras to monitor and/or record activity within
schools and on school buses;

2. The principal is responsible for the proper implementation and control of
the video surveillance system in the school setting;

3. The principal or site manager is responsible for the proper use of video
cameras on school buses;

4. The operation of a video surveillance system shall be in compliance with
all territorial and federal legislation;

5. Video surveillance cameras shall only provide surveillance of areas where
a reasonable level of privacy does not exist, such as, but not limited to
hallways, classrooms or a school bus. The CEO may grant a temporary

short-term exception to this rule;

6. Video surveillance camera locations shall be visible to the public and
notification must be displayed to make the public aware of the video
surveillance camera system. The CEO may grant a temporary short-term

exception to this stipulation;
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7. Only the CEOQ, school principal and/or a regional and/or school assigned
designate shall have unlimited access to monitoring stations, recording

devices and recordings.

8. Limited viewing, so long as the viewing does not unduly infringe on a third
parties right to privacy, may be granted by the school principal under the
following circumstances in the presence of a school administrator and in
accordance with the Access to Information and Protection of Privacy Act:

a) Parents and their advocate may view a segment of a recording that
includes their child/children at the request of the parents;

b) Adult students and their advocate may view segments of a recording
relating to the student in question at the request of the student;

c) A staff member facing disciplinary action, and the staff member's union
or advocate may view segments of a recording relating to the staff
member in question at the request of the staff member;

d) Staff or agents responsible for the technical maintenance and operation
of the surveillance system may have temporary access to the
surveillance camera monitoring stations, recording devices and
recordings;

e) RCMP may view segments of a recording in the interest of public safety
or in response to a criminal investigation;

9. The RCMP may be granted a permanent video link to the surveillance
system for the purpose of protecting the wellbeing of students, staff and
responding officers in the event of a life-threatening incident;

10.The principal may provide a copy of a surveillance camera recording to
the CEO, GNWT Risk Management, the RCMP;

11.When an incident raises a prospect of a legal claim against the TCSA, the
superintendent or designate shall send a copy of relevant recordings to

Risk Management;

12.Videotape and digital recordings shall be erased within one month unless
they are being retained at the request of the principal, superintendent, a
staff member or parent for student documentation related to a specific
incident, or transferred to Risk Management or the RCMP;

13.Videotape and digital recordings retained under section 10 shall be erased
as soon as the incident in question has been resolved. If the tape has
been used in the making of a decision about an individual, then the tape
must be kept for a minimum of one year as required by the Access to
Information and Protection of Privacy Act, unless earlier erasure is
authorized by or on behalf of the individual;
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Authorities:
TCSA Act 13; Education Act, 117 ; Access to Information and Protection of

Privacy Act

Approval Dates: June 17", 2009.
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W@ﬁ Policies & Procedures

Section 4: Programs and Services /Education Reference: 4.308

Policy Title: Student Suspensions & Expulsions

Policy Statement:
The TCSA recognizes that a safe, respectful and caring school environment is

essential for student learning.

To meet this goal, it is important that there be consistent and systematic
consequences in response to inappropriate student behavior. These must be
combined with appropriate creative practices involving school staff, interagency
support and parents working together as a team to address and change

inappropriate student behavior.

Purpose:
The TCSA believes that the application of proactive best practices to encourage

appropriate student behavior is necessary in order to foster the development of a
safe, respectful and caring school environment. However, it is equally
recognized that suspensions and expulsions remain an option for principals when
student behavior meets the criteria as identified in section 35 (1) of the Education
Act, in order to promote and maintain a safe, respectful, caring and effective
learning environment. The purpose of this policy is to provide clear guidelines for

student suspensions and expulsions.

Procedures:
1. The principal may suspend students for a period of one to five days for

inappropriate student conduct as identified in section 35. (1) of the
Education Act.

2. Suspensions six days to a maximum of twenty days must have the
approval of the Superintendent or a designate and must include conditions
in accordance with section 35(3) of the Education Act.

3. The principal shall inform the parents of the suspension, provide a written
notice of the suspension to the parents, the classroom teacher, the DEA

chairperson and the Superintendent or designate.
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4. A suspension letter must describe the offence, note the violation in
accordance with section 35. (1) of the Education Act, the time and date of
the suspension, the time and date the student will return to school and
inform the parents of their right to appeal the suspension in accordance
with section 39 and section 40 of the Education Act.

5. In circumstances of repeat suspensions, the school principal shall refer
the student to a school counselor if available, and notify the parents of the
referral in writing. The principal may inform the parents of services that

may benefit the student.

6. Suspension letters are maintained on the students’ cumulative record for a
period of three years.

7. When it is in the opinion of the principal that a student should be expelled
for the remainder of a school term or the remainder of a school year, the
recommendation must be made to the Superintendent or designate, who
will investigate the matter to determine whether the expulsion is
appropriate, make a decision and notify the principal, the parent and the
District Education Authority.

8. The principal shall ensure that every effort is made to cooperate and work
with parents, school staff and other support agencies as a team in order to
meet the needs of students that experience habitual reoccurrences of
suspension level offences in order to foster the implementation of
appropriate and effective proactive student behavior strategies in the

school setting.

9. The student or the parent of the student may appeal a suspension or
expulsion in accordance with section 39, 40 and 43 of the Education Act.

Authorities:
TCSA Act 13; Education Act, 35, 36, 39, 40, 43;

Approval Dates: June 17", 2009.
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T@@ﬁ Policies & Procedures

Section 4: Program & Services / Education Reference: 4.309

Policy Title: Equipment for Cultural Programs

Policy Statement:
The TCSA has a mandate to operate on the land culture programs designed to

teach students the traditional activities, skills and values of the Tlicho people.
These programs require equipment such as boats, snowmobiles and power

Saws.

Purpose:
The purpose of this policy is to provide clear guidelines for the operation,

maintenance and intended use of school culture equipment.

Procedures:

1. Principals may consider the purchase or rental of equipment to support
cultural programs depending on the circumstances;

2. The principal of each school or designate, shall be responsible for the
routine inspection and maintenance of all culture equipment, and shall not
use equipment that is unfit for safe operation until appropriate repairs can

be made to the equipment;

3. The operation of culture equipment shall comply with local, territorial and
federal laws;

4. Students shall use and be instructed in the appropriate use of safety
equipment and clothing as deemed necessary by the particular activities
the students will be engaging in, such as properly using life jackets,
snowmobile helmets and appropriate outdoor clothing;

5. The principal may grant the use of culture equipment for the purpose of
TCSA staff professional development and for TCSA organized culture

programs;
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6. Equipment for Cultural Programs is to be used only for educational
purposes to support TCSA programs and shall not be loaned to individuals

for personal use;

7. The principal may grant the use of school equipment to support
community culture based educational initiatives.

Authorities:
TCSA Act 13; Education Act, 117.

Approval Dates: June 17", 2009.
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7@(@ Policies & Procedures

Section 4: Programs & Services / Education Reference: 4.310

Policy Title:

Student Excursions

Policy Statement:
The TCSA recognizes that school sponsored student excursions provide

students with real life experiences that are not available in the classroom while
parents expect quality, safe education for their children. For this reason, student

safety must be a priority when-planning student excursions.

Purpose:
The purpose of this policy is to ensure the safety of students on field trips by

providing planning guidelines and requirements for school staff.

Procedures:
The principal shall ensure that all staff planning and implementing student

excursions follow these requirements:

1.

2.

A lead teacher must be identified for each school trip;

When planning a school sponsored student excursion every reasonable
effort shall be made to accommodate the special needs of every learner in
a manner that allows all students to safely and effectively participate in the

event;

Appropriate transportation and/or accommodations must be arranged prior
to a student excursion in addition to making sufficient arrangements to
cover all costs pertaining to the event;

A GNWT Risk Management Student Excursion form shall be completed
and submitted to the superintendent by the principal or designate prior to
any student excursions that transport students by any type of vehicle. The
signing of the Risk Management Student Excursion form notes the

principal’'s approval of the event;

Excursions outside of the Northwest Territories require pre-approval from
the superintendent in addition to his/her signature on the Risk
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Management Student Excursion form;

/6. A parent-guardian consent form is required for each student participating
) in a school sponsored student excursion;

7. A principal may provide parents with a local field trip consent form that
covers all local field trips within the community for a period of one school
year for school sponsored student excursions that do not require the
transportation of students and still require notification to the parents in

advance of any such event;

8. A consent form is required for each volunteer that participates in a school-
sponsored excursion;

9. A travel form is required for each staff member that supervises or
otherwise participates in a school sponsored excursion that takes place in
whole or in part outside of regular operational hours, and/or for a staff
member that provides his or her own transportation to and/or from a

school sponsored excursion;

10.Except in the event of an emergency, students and/or staff participating in
a school sponsored excursion shall only be transported with school owned
vehicles and/or privately owned vehicles that are identified on a GNWT
Risk Management Form, with a copy of the insurance policy submitted to
the principal. Privately owned vehicles used for student transportation
shall have a minimum of one million dollars in liability insurance. The
principal, designate or lead teacher on site shall determine if an
emergency is sufficient to warrant the transportation of a student in a
privately owned vehicle that does not meet the requirements as set forth in

this policy;

11.A principal must revoke approval for a school-sponsored excursion if
circumstances change and/or new information become evident that calls

into question the safety of the participants;

12. A principal many exclude a student from a school sponsored excursion on
a case-by-case bases in circumstances pertaining to safety concerns.

Authorities: TCSA Act 13; Education Act.

Approval Dates: June 17", 2009.
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T@@ﬁ Policies & Procedures

Section 4: Programs & Services / Education Reference: 4.311

Policy Title: Student Excursions: GNWT Risk Management

Policy Statement:
The TCSA requires the proper documentation of all student excursions that

involve students leaving school grounds using some form of transportation
services. In the event that a critical incident occurs during a school excursion,
documentation is required to identify the destination, the purpose of the
excursion, the dates of the excursion, the mode of transportation as well as
identifying the student participants and the names of the supervisors.

Purpose:
The purpose of this policy is to provide guidelines for a school principal to

properly document student excursions.

Procedures:

1.

The principal shall ensure a GNWT Risk Management Student Excursion

form is completed and submitted to the CEO/ superintendent prior to a
student excursion;

The principal shall keep a school copy of the student excursion form on
file;

The principal shall ensure that an excursion form is completed for all
student excursions that require the use of transportation services;

The principal shall require that the lead teacher-supervisor edit the student
list on the school's copy of the Risk Management Excursion Form

immediately prior to an excursion;

The principal shall maintain on file a field trip permission form signed by a
parent/guardian for each student that participates in a school excursion;

The principal shall maintain copies of all excursion forms and permission
forms for a period of three years after the event;
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7. The principal shall provide copies of all excursion forms and permission
forms to the district office at the request of the CEO/superintendent;

8. The principal shall maintain copies of excursion forms indefinitely for all
school excursions involving a critical incident.

Authorities:
TCSA Act 13; Education Act 117

Approval Dates: June 17", 2009.
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ﬂ:@@ﬁ Policies & Procedures

Section 4: Programs & Services / Education Reference: 4.312

Policy Title: Transportation for Student Excursions

Policy Statement:
The TCSA recognizes the importance of ensuring the safe transportation of

students and staff and requires that school staff ensure the safe transportation of
students when required for school activities.

Purpose:
The purpose of this policy is to ensure the safe transportation of students in

buses and vans when required for school activities.

Procedures:
In addition to federal, territorial and municipal laws regulations and policies, the

operation of a vehicle used for the transportation of students and/or staff must
comply with the following:

1.

A driver shall have a valid operator’s license for the class of vehicle he/she
is operating;

The driver is responsible at all times for operating the vehicle in a safe and
responsible manner which includes following all posted speed limits, and
never driving while using a cellphone or a two way radio;

A school bus or van shall not be operated in reverse on school property
during operational hours, except when exiting a bay;

Students shall be supervised at all times while on a school vehicle;

The driver shall ensure that a school vehicle left unattended is properly
secured in order to prevent unauthorized entry to the vehicle;

The school bus or van driver shall be responsible for the supervision of
students on a school bus. The driver shall report to the school principal
concemns pertaining to student discipline issues that occur

during the transportation process;
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7. The school bus or van driver shall ensure that the number of passengers
does not exceed the maximum seating capacity of the vehicle;

8. A school bus shall only depart from school property during operational
hours under the direction of a point person who directs the bus to leave.

Authorities:
TCSA Act 13; Education Act 117.

Approval Dates: June 17", 2009.
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T@§ Policies & Procedures

Section 4: Programs & Services / Education Reference: 4.313

Policy Title: RCMP Investigations of Students

Policy Statement:
The TCSA encourages and supports cooperation between school staff and the

RCMP and encourages the fostering of a positive rapport between students and
the RCMP. It is the goal of the TCSA to support activities that formulate
partnerships with the RCMP to help meet the educational and social needs of the
students. For this reason the TCSA encourages RCMP investigations involving
student interviews to take place outside of the school environment. However, the
TCSA recognize that under certain circumstances the RCMP may request to

conduct an interview of students at school.

Purpose:
The purpose of this policy is to provide guidelines for a school principal to

effectively work with police officers who desire to conduct an interview of a
student on school property.

Procedures:
1. The RCMP shall have permission of the parent and/or guardian before a

school principal will grant permission for an interview to be conducted at
school;

2. The principal must have verbal or written permission from the parents
and/or guardian before a staff member may participate in an interview with
a student on behalf of the parent/guardian;

3. The principal may encourage the RCMP to conduct the interview
elsewhere;

4. The principal shall inform in writing the CEO/Superintendent of the date
and time of the interview, the name of the student, the name of the
investigating officer, and the fact that the RCMP made the parents aware

of the interview;
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5. In circumstances where time is of the essences, and parental /guardian
consent is unavailable the RCMP shall conduct the interview in
conjunction with social services.

Authorities:
TCSA Act 13; Education Act 117.

Approval Dates: June 17", 2009.
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T@§ Policies & Procedures

Section 4: Programs & Services / Education Reference: 4.314

Policy Title: RCMP & Information Sharing

Policy Statement:
At times the RCMP may need to access and/or acquire school files for the

purpose of an investigation. The TCSA encourages and supports cooperation
between the school and the RCMP to facilitate the sharing and disclosure of
appropriate information in a manner that ensures that the obligations and
requirements governing both the school and the RCMP are met.

Purpose:

The purpose of this policy is to provide guidelines governing the sharing of
school records with the RCMP in a manner that respects the fundamental rights
of each staff member and student.

Procedures:

1.

The principal shall provide the RCMP with access to information in a
student’s or staff member's file to view in the school in accordance

with a Production Order — Warrant;

The principal shall provide information in a student's or staff
member's file and/or provide copies of the information in the file to
the RCMP to be removed from the school in accordance with a
Production Order — Warrant;

In response to a Production Order - Warrant to acquire information in
a student's or staff member’s file, the principal shall offer a certified
copy of the information as an alternative to providing the RCMP with

original copies;

The principal shail keep on file the Production Order - Warrant
requiring access to information and/or the acquisition of files, and in
circumstances where files are removed from the school, the principal
shall request a timeline for the return of the files, and follow-up in a
timely manner on the return of the files to the school;
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5. A Student's Cumulative Record shall not leave the school unless
under a Production Order — Warrant. A copy shall be offered to the
RCMP as an alternative to providing the original copy.

6. Except for confidential student or staff information, a principal shall
provide the RCMP with information or statements pertaining to an

investigation as needed.

7. The principal shall inform in writing the CEO/Superintendent of the
details of the production order - warrant

Authorities:
TCSA Act 13; Education Act 117.

Approval Dates: June 17", 2009.
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TCSA Policies & Procedures

Section 4: Programs & Services / Education Reference: 4.315

Policy Title: Senior High Graduation Policy

Policy Statement:

For a variety of reasons, some students leave their home communities to complete their senior high
program of studies in a different location. A student who wishes to graduate from a specific TCSA high
school, but is not currently a student there, may do so if they have successfully completed all necessary
NWT graduation requirements.

Purpose:

The purpose of this policy is to provide guidelines governing the participation of students in school-
based graduation ceremonies and celebrations in those instances when they will have completed grade
12 in another school.

Procedures:

1. The student must request to participate in the graduation ceremony / events of a specific
school at least one month before the scheduled graduation ceremony. This request must
be made directly to the principal of that school.

2. The student shall provide supporting documentation demonstrating that all NWT
graduation requirements have been met as of the mid-point of the second semester. Such
documentation may include the student’s current validation statement, and the student’s
grade 12 report cards to date (including that of mid-semester two which shows whether
the student is on track to successfully complete the remaining courses needed for).

3. The principal shall review all supporting documentation and request additional supporting
documentation as necessary in accordance with routine school-based graduation
requirements (i.e. a signed graduation contract, etc.)

4. The student shall provide copies of all additional supporting documentation as requested.

5. The principal shall confirm whether the student meets the graduation requirements, and
will explain any areas of concern or confusion to the student and family members involved.

6. The principal shall keep all on file all materials and documents pertaining to the request to
graduate from that school until after the graduation ceremony has completed.

7. The principal shall inform all relevant staff members if the student meets the requirements
to participate in their grade 12 graduation ceremony and events.

Authorities:
TCSA Act 13; Education Act

Approval Dates: March 10, 2015

Chairperson: CEO:
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TCSA Policies & Procedures

Section 4: Programs & Services / Education Reference: 4.316

Policy Title: Transportation of Students Policy

Policy Statement:
Under the conditions of the Education Act, the TCSA will ensure that transportation service to and from
school is provided in a safe manner to eligible students subject to available funding.

Purpose:

The purpose of this policy is to provide guidelines governing the provision for transportation of
students in terms of the distance students must travel to attend school; any safety concerns that exist
regarding the students; the climate in the education district; and the age and health of students.

Procedures:

1. Students with medical conditions will be provided with transportation if a medical
practitioner certifies that the student would be unable to attend school without assistance.

2. Beyond the Education Act, transportation to and from school will be provided in
communities where students live 5 km or more away from the school.

3. School busses are to be used only for the purpose of transporting students to and from
school and other such education-specific uses as directed by the school Principal.

4. |Ineligible students are those who reside less than 5 km from the designated school.
Transportation may be provided for students who live less than 5 km from the school
provided there is room on the bus, the bus is not required to deviate from its normal route
and safety or health considerations warrant these services.

5. TCSA owned busses are for school use only and shall not be made available for use by
other groups or for activities which are not school related, except with approval from the
Director of Education or Chief Executive Officer of the TCSA.

6. When a bus driver witnesses a traffic violation connected with school bus operation or
school bus accidents it is their responsibility to report to the RCMP, the School Principal
and the Director of Education. Drivers failing to report an incident endangering the safety
of students under his/her care may be subject to disciplinary action.

7. School bus drivers must stay a minimum of eight (8) minutes after the dismissal school bell
to ensure all students are on the bus.

8. The principal or designate of each school shall be responsible for supervision of students
when school buses are loading and/or unloading students.

9. All bus drivers must provide the school principal with a copy of his/her Driver’s Abstract at
least once every 12 months. The principal shall forward a copy onto the Director of
Education and the Director of Corporate Services.

10. All bus drivers are required to abide by the requirements of the School Bus Regulations and
NWT Motor Vehicles Act and any applicable Municipal Traffic Bylaws.

11. Emergency evacuation for all students shall be practiced at least once a year.
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12.

13.

14.

15.

16.

17.

18.

The safety of students during their transportation to and from school is a joint
responsibility that students and their parents share with bus drivers, contractors and
school officials.

Principals will ensure that the rules of safety and expectations for student conduct are
reviewed and issued to every bus student at the beginning of each school year.

Students who fail to observe these rules will be subject to disciplinary action as per the
school’s code of conduct and discipline procedures.

Where disciplinary action by the principal includes any suspension of a student’s right to
use the school bus, this must immediately be communicated in writing and by phone to the
parents or guardians, explaining the safety concerns supporting the decision to suspend.
The TCSA will provide transportation for students who must leave their home community
to attend a secondary program in a different school within the Ttichg region, as per the
TCSA Home Boarding regulations, at the beginning and end of the school year. The TCSA
will also provide travel to and from home communities at the end of classes prior to
Christmas and Spring Break approved for the respective school. All arrangements and
travel costs will be the responsibility of the TCSA. The most economical means of
transportation will be used to transport students in these instances.

The TCSA will provide transportation support for parent(s) or legal Guardian(s) of students
in the Home Boarding program, who meet graduation requirements, at a secondary school
in the Thichg region, from their home community to attend the graduation.

All other requests for travel or transportation support must be approved by the Director of
Education prior to the date of the event or activity.

Authorities:
Motor Vehicle Act & Standards
Education Act: Transportation of Students Regulations

Approval Dates: March 10, 2015

Chairperson: CEO:
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TCSA Policies & Procedures

Section 4: Programs & Services / Education Reference: 4.317

Assessment, Evaluation &

Policy Title:
olicy Title Reporting Policy

Policy Statement:

Under the conditions of the Education Act, the TCSA will ensure that student assessment, evaluation
and reporting measures are consistent with the Departmental Directives on Assessment Evaluation and
Reporting (June 2010) and Inclusive Schooling (2006).

Purpose:

The TCSA is committed to providing balanced, accurate and fair assessment, evaluation, reporting
practices for all students from Kindergarten to Grade 12, in both systemic and classroom based
practice. Student progress should: be evaluated and reported based on NWT curricular outcomes, have
clear purpose, provide variety of opportunities and methods for the student to demonstrate progress,
be used to inform instruction, be communicated to parents in meaningful ways, and should include a
variety of formative and summative assessments. From time to time external assessments will be
conducted by the TCSA that will be consistent with SAER guidelines for implementation. These
standardized assessments may provide basis for an empirical measure on which to assess education
system success and improvement. Analysis of test results provides for the adjustment of resources,
training and programming in order to maintain strengths and address weakness throughout the region
in a continuous effort to support students in achieving high levels of academic success in our schools.

Procedures:

1. Student achievement tests will be conducted annually at grades three, six, nine, and
Diploma Exams at grade twelve.

2. Regional office will be responsible for collating and distributing all achievement test and
diploma exam results to each principal.

3. Principals will coordinate staff analysis of regional and territorial student assessment
results and update the School Improvement Plans (SIPs) including new targets, strategies,
timelines, and responsibilities to address any areas of concern regarding the results.

4. Parents will be invited to view their child’s results.

5. Grading procedures will be related directly to the stated learning goals.

6. Effort, attendance/participation, attitude and other behaviors will not be included in marks
but will be reported separately unless they are stated as part of a learning goal.

7. Marks from formative assessments (i.e. homework, rough drafts, etc.) shall not be included
in grades.

8. Marks from summative assessments only shall be included in grades.

9. Teachers will properly record evidence of student achievement on an ongoing basis.

10. Teachers will provide to students and parents a written overview of assessment, including
grading, in clear, easily understandable language within the first month of classes in each
course or grade.
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11. Teachers will provide regular and ongoing communication to students, parents,
administrators, and other professionals using both formal (i.e. written reports, parent-
student-teacher conferences) and informal (i.e. telephone calls, conferences, progress
reports) reporting means.

12. Teachers will communicate to students and parents the program type the student is
working within (regular, accommodated, modified, or individual education).

13. Teachers will communicate placement versus promotion at the end of each school year.

Authorities:

Educating All Our Children: Departmental Directive on Assessment, Evaluation and Reporting, June
2010 (GNWT Department of Education, Culture and Employment).

Ministerial Directive on Inclusive Schooling, March 2006 (GNWT Department of Education, Culture and
Employment).

Materials adopted and adapted from Ken O’Connor.

Approval Dates: 1% & 2" Reading: October 1, 2015.
Approved: November 26, 2015.
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TCSA Policies & Procedures

Section 4: Programs & Services / Education Reference: 4.318

Policy Title: Safe and Caring Schools

Policy Statement:

The TCSA believes that bullying is serious and the effects can be traumatic and long-lasting. We believe
all students, staff, parents, and community members must work together to promote safe and caring
schools where students can feel empowered to learn. It is everyone’s responsibility to ensure that
everyone working in our schools is safe, accepted, and valued.

Purpose:

The TCSA supports a whole school approach to bullying that meets the needs of students, respects
differences, and provides opportunities for all students to experience success, free of negative factors
like bullying. This shall be achieved by establishing and maintaining high expectations for behaviour,
while offering early, ongoing and proactive positive and restorative practices, including promoting
healthy relationships, mentorship programs, student leadership, direct skill development, early and
ongoing intervention, bullying prevention and intervention, conflict prevention and intervention,
character development and education, counseling, and the inclusion of social skills in the curriculum.

TCSA recognizes that while anyone can be bullied, some groups are especially vulnerable. With the
increasing access to social media, ‘cyber bullying’ (etc.) can occur to anyone at any time, in and outside
school hours. School staff will support families to access community supports as and when needed for
incidents of bullying that occur outside of school hours. Where those incidents overlap, schools will
work collaboratively with families and other agencies as appropriate.

Definition:

Bullying is a dynamic of unhealthy interaction. Bullying may include social aggression, verbal
aggression, physical aggression, sexual harassment, cyberbullying, and intimidation.

The research on bullying to date breaks it down as having three components:

1. Itis anintentional negative act that causes harm.

2. ltis repeated. The repetition may be by one individual constantly picking on another or it
can involve a larger group, maybe a whole class, harassing one individual.

3. There is a desire for power or control over another. Usually one person has a distinct
advantage of power over the other. The power differential may be a result of a number of
advantages, for example, size, strength, age, social status, number of supporters, etc.
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The effects of bullying can include:
- Hurt to a person’s body,
- Damage to belongings,
- Cause a person to feel badly about themselves,
- Can make a person feel alone, insecure, and/or not part of a group.

Procedures:

Implementation - The Director of Education shall implement this policy at all school facilities and
functions, and will communicate this policy to the school community and other school stakeholders.
Each school shall establish a Safe and Caring School Committee, and develop a Safe Schools Plan that
represent the individual school’s need but does not supersede this board policy or the Education Act of
the Northwest Territories. Each TCSA school will:

- integrate evidence-based healthy relationships programming into the school curriculum and
daily classroom activities,
- target the entire learning community including students, parents, staff, community members,
- address specific issues identified by individual schools,
provide students with the skills and confidence to resolve conflict in a non-violent way,
- teach students safe intervention and proactive reporting skills, and
- establish a Safe and Caring School Committee.

Each TCSA Safe School Plan must include:

1. Prevention/Bullying Education - TCSA schools shall employ school-wide anti-bullying education that:

- Build a sense of community, inclusiveness, cultural responsiveness, and connection,

- Promote safe, welcoming, respectful, and inclusive climate for learning and working,

- Encourage positive school climate and prevent inappropriate behavior, by helping all members
of the school community to develop empathy, and social skills, and

- Communicate the definition of bullying, the impacts of bullying, and the school policy on
bullying including how to report bullying.

2. Intervene / Report

Once a staff member is aware of a bullying incident, they shall intervene and/or report to the
administrator immediately (or as quickly as reasonably possible). When adults do not intervene a
climate of fear develops, reinforcing the belief that bullying will be tolerated.

3. Document

TCSA schools shall have a system in place to document and track incidences of bullying. This may
include, but is not limited to; office referral systems, principal files, and/or electronic data systems.
When it is appropriate and possible, incidents of bullying that occur outside of school (but which
may influence relationships inside of school) shall also be documented.
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Authorities:

Education Act: Safe Schools Regulations

Approval Dates:
1°t & 2" Reading — June 8, 2016.

Approved —June 29, 2016.

Chairperson: CEO:
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TCSA Policies & Procedures

Section 4: Programs & Services / Education Reference: 4.319

Policy Title: Senior Secondary Program Policy

Policy Statement:

The Tlicho Community Services Agency believes that education is a lifelong process that requires the
shared participation of all stakeholders. Our secondary schools will promote the development of Tlicho
citizens who are prepared for their future educational and professional experiences. This will be
accomplished by recognizing and celebrating strengths, providing programming that is responsive to
their needs, including a Career Program Plan, and by encouraging students to be ‘Strong Like Two
People’.

Purpose:

The purpose of this policy is to provide guidelines governing the: provision of senior high programming,
calendar for programming decisions, requirements for IEP/K&E and other specialized programs,
regulation of purchasing of teaching and learning resources, direct readers to pertinent legislation,
promotion of Tlicho Language and Culture, and preparation of our youth for their future.

Procedures:

1.0 Appropriateness of Programming

High School programming decisions (including course offerings, teaching assignments, suggested
pathways, and career path counselling) shall be evidence-based per the following principles:

1.1  Strong leadership from administration for using a collaborative decision making model
for course selections that includes students, parents, and school personnel using the
students’ Career and Program Plan;

1.2 Student centered timetabling based on the current grade 9-12 landscape (achievement
and wellness indicators):

1.2.1  Schedules will prioritize core graduation requirements.
1.2.2 Schedules will prioritize the academic level appropriate for the majority of
students in the program.

1.3 All school-based support team members will be fluent in the graduation requirements of
the NWT and approved list of secondary school courses;

1.4 Appropriate and innovative strategies for implementation of timetables and course
offerings will be used. These may include varied course duration (extended time),
delivery (traditional classroom, modular, distance education), community partners
(Cadets, Northern Youth Abroad, pilot projects, Work Placements), and recognizes that
the time to graduation may be in excess of three years;
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1.5 Relevant documentation will be used to determine the programming needs of each
student. The school may, with the parent/guardian’s written consent, obtain assessment
of a student’s educational, psychological, or medical status, to inform the student
support program. Without documentation, the principal shall identify programming
based upon best knowledge of the student’s programming/educational needs;

1.6  Principals will employ the following timetabling practices, as appropriate, to support
student success:

1.6.1 Offer courses over an extended period of time (above the minimum hours
and/or extended over multiple semesters);

1.6.2 Limiting the combination of multi-grade, multi-level courses;

1.6.3  Offer more than one course concurrently (bridging) (i.e. ELA 10-2 and Lit 10);

1.6.4 Offer some courses with variable credit value (i.e. Phys. Ed. 3, 4, or 5 credits);

1.6.5 Implement block scheduling (i.e. CTS or LDC courses as week-long options
during poorly attended periods);

1.6.6 Offer modularized courses (i.e. low attendance, for “-1” academic courses);

1.6.7 Schedule tutorial classes;

1.6.8 Design multi-year timetables to assist in accommodating specialty courses
and/or alternate courses in rotating semesters;

1.6.9 Use approved distance education courses to supplement the in-school
programs (for most academically advanced courses).

2.0 Placement and Course Selection

When considering a change of placement for a student which involves a change of school or
program, the Principal shall ensure:

2.1 Discussions are held with the parents regarding the rational for the change and which
placement options are available;
2.2 If programming cannot be provided in the school, the student will be given access to
programming while placement alternatives are being considered; and
2.3 If there is disagreement between the Principal and parent/guardians regarding suitability
of placement, a review by Director of Education will be held to identify suitable options
and assist in resolving the dispute.
2.4 Procedures for course selection will be school based but must include:
2.4.1 Discussion with student, parent/guardian, and school-based support team
members (as needed); and
2.4.2 A completed Career Program Plan that includes a high school career path
outlined using the current GNWT graduation requirements.

3.0 Distance Education

Distance Education courses may be offered at TCSA schools through either Alberta Distance
Education Learning Center packages (ADLC), or Territorial Distance Education programs. It is most
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often appropriate for accessing advanced level or specialized courses for students who couldn’t
otherwise get them. Distance courses may also be considered when:

3.1 Astudent will be physically separated from their instructor for the majority of the
learning process;

3.2 Access to a course or program cannot be offered locally due to lack of teacher expertise,
or sufficient student numbers;

3.3 A course does not fit into a student’s timetable; and/or

3.4 ltis part of a home-schooling program.

4.0 Calendar

TCSA schools are expected to provide secondary school planning documents to the Director of
Education by the dates included below:

4.1 By the end of May (unless otherwise stated), each Principal shall provide the following to
the Director of Education:
4.1.1 Reporting dates;
4.1.2 Schedules / timetables of offered courses and corresponding teaching
assignments;
4.1.3 Anticipated distance education programming requirements; and
4.1.4 Anticipated student enrollment (kindergarten);
4.1.5 Special requests for course selections (i.e. K&E); and
4.1.6  Approved school calendars to be made public.
4.2 By the second week of school Principals will provide the following to the Director of
Education:
4.2.1 Class assignment and tentative class lists;
4.2.2 Teacher assignments and timetables;
4.2.3 Distance Education packages required; and
4.2.4  Updated enrollment.

5.0 Graduation Requirements and ‘Strong Like Two People’ Recognition

Graduation requirements are set by the GNWT Department of Education, Culture, and Employment
and must be adhered to in all instances.

5.1 Inrecognition of the journey Tlicho students take to become ‘Strong Like Two People’,
those students who meet the requirements outlined in Appendix A will be awarded the
Tlicho Designation and Recognition Award at the time of graduation.

6.0 Special Requests
6.1 Requests to offer Knowledge and Employability (K&E), bridging between grade 9 and
grade 10 regular programming, second language strategy (ESL), or other specialized or
modified programming must be approved in advance of offering the alternative
programing. All applications must be submitted to the Director of Education, before the
end of the prior school year, using the ‘High School Program Planning Special Permission
Request’ form (see NWT School Administrator’s Handbook).
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6.2

To support a consistent approach to the coordinating and delivery of Knowledge and
Employability (K&E) courses within an inclusive learning environment, the offering of
K&E courses shall consider:

6.2.1 These courses support high school completion for specifically identified
students, who are normally working two or more years below grade level;

6.2.2 K&E courses prepare students for employment opportunities in designated
occupations or trade training programs, further studies, citizenship, and
lifelong learning, but are NOT recognized as High School graduation level
courses;

6.2.3 May be used to accommodate students who transition to other courses and
work toward achieving a senior high diploma;

6.2.4 There should be multiple entry-exit points to accommodate the needs of
individual students. As soon as the student indicates readiness to take one or
more subjects in other sequences, such a transfer should be considered;

6.2.5 Parents/Guardians must be consulted and give informed written permission
annually for their student to be registered in K&E courses (see Appendix B);
and

6.2.6 Other documentation and practical applications to offering K&E courses may
include, but is not limited to: Student Support Plans, Individual Education
Plans, community partnerships (especially for Workplace Readiness and Work
Experience placements), and/or increased parental involvement in transitional
planning.

7.0 Curriculum, Student Assessment, and Instructional Resources

7.1

7.2

7.3

7.4

The curriculum for TCSA schools is set by the Government of Northwest Territories
(GNWT).

All senior high programming must adhere to the Student Assessment, Evaluation, and
Reporting (SAER) Directive, the School Administrator’s Handbook, and the TCSA SAER
policy (Reference #4.317).

Instructional resources will be purchased from authorized resource lists for each course
and will be consistent with the programs of study outcomes from GNWT and the
expectations of the TCSA.

Schools may incorporate the use of supplementary resources (those that are not found
on the approved resources list for any given course) upon approval by the Director of
Education.

8.0 Locally Developed Courses

8.1

8.2

Locally Developed Courses (LDC) may be developed by local authorities to promote and
enrich students’ opportunities to learn more about their local histories, beliefs,
traditions, and knowledge.

Locally Developed Courses must be submitted to GNWT-ECE by the TCSA board staff,
using an approved template, for both original permission and renewal activation. LDC
may not be offered by schools without confirmation the LDC is active, even if they
appear in PowerSchool.
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8.3 TCSA education staff, parents/guardians, and/or community members may request the
creation of a new LDC by sending in writing the request to the Director of Education, who
will consider the application.

8.4 The TCSA may also ask permission from other districts to use their LDC curriculum (see
ECEs Senior Secondary Handbook for a listing of the territorially approved LDCs).
Requesting permission to use other district’s LDC is a formal process that must be
completed by the Director of Education and approved by ECE, prior to offering the
course in a TCSA school.

9.0 Examinations and/or Testing Days
9.1 Examination and testing days will:
9.1.1 Immediately precede semester changeover and/or school closed days which
are classified as non-instructional days;
9.1.2 Not extend beyond a one-week period;
9.1.3 Be advertised and communicated to families / community members; and
9.1.4 Allfinal exams and schedules will be kept on file for a period of 12 months.

10.0 Tlicho Language Programs
10.1 Tlicho Language programming including course offerings, teacher assignments,
development of assessment tools, material and resource development, and Language
Instructor program evaluation shall be based on the following principles:

10.1.1 Tlicho Yati courses may be offered as 3 or 5 credit courses and require
corresponding time allotment;

10.1.2 As with all courses, multi-grade course combinations increase the difficulty to
offer the courses with fidelity. As such, if courses must be combined Tlicho Yati
15 a and b, and Tlicho Yati 25/35 are the preferred groupings;

10.1.3 Instructors are responsible for providing a rich, and vibrant Tlicho language
program, in order to maintain high standards Tlicho Language Instructors
should be supported by the Regional Tlicho Language and Culture
Coordinators, PSTs, and Principals. While the supervisor remains the Principal
and the support comes from the PST and Regional Coordinators, Principals may
request support from the Regional Coordinators to assist in the Tlicho
Language Instructor’s evaluation (with permission from the Instructor).

11.0 High School Credits
11.1 Challenging High School courses — As outlined in the GNWT School Administrators
Handbook
11.2 Retroactive credits — As outlined in the GNWT School Administrators Handbook
11.3 A principal may remove a student from a course (withdraw) prior to the end of the
course based on the following principles:
11.3.1 A student who has moved out of the community or district;
11.3.2 A student who has been expelled under the GNWT Education Act;
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11.3.3 A student, along with their parent/guardian and teacher, has made an
informed decision to transfer to another course, within the first four weeks of
the semester;

11.3.4 Exceptions to transfers after the first four weeks of the semester will only be
granted by the Principal after discussion with the student and parent/guardian,
changes to the Student Support Plan, Career Program Plan, and shall be not be
granted as the norm. The Director of Education must approve all transfers
after the first four weeks of the semester; and

12.0 Mature Students

121

12.2

12.3

12.4

12.5

Mature students (22 years of age and older) — every effort will be made to accommodate
mature students in the regular high school programming and to make every effort to
register mature students as “a 0.5 FTE (by) providing they are registered for 15 credits or
more for the entire school year” (NWT School Handbook, (2013) p.6).
The TCSA has the express desire to encourage mature students (22 years and older) to
return or continue their education at TCSA schools and will expect mature students to:
Conduct themselves as role models, attend regularly, register for core courses to support
the Career and Program Plan, and register for school prior to the start of the school
semester.
In alignment with the responsibilities of Mature Students, the Principal may remove a
mature student from the high school program if/when:

12.3.1 the student has less than 20% attendance; or

12.3.2 the student verbally or physically assaults or bullies another student or staff

member (see the TCSA Safe and Caring Schools Policy 4.318 for full definitions
and procedures).

The Principal will communicate the withdrawal of the mature student from the senior
high program in writing, as well as make every effort to do so verbally. There must be
accompanying documentation with the written notice.
Senior high course selection decisions will be made that prioritize core course
timetabling as required by a Mature Student’s Career Program Plan and High School
Graduation requirements.

13.0 High School Students with Individual Education Plans (IEPs)

131

The TCSA shall promote practices and procedures that ensure every child feels valued,
accepted, and safe. It is essential that high school programming decisions are made
collaboratively and are based on the strengths of the student. As such, Principals will
ensure that:

13.1.1 Every effort is made to engage active parent/guardian participation in
educational programming and to foster a collaborative culture of solution-
oriented program planning that support the needs of each individual student;

13.1.2 Individual Education Plans are developed that are responsive, regularly
updated, and are approved by parents/guardians with a signature;
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13.1.3 Reflect a process whereby the student is working toward a school leaving
certificate based on unique outcomes appropriate to their strengths and
needs; and

13.1.4 The student is registered in courses specifically designated with the “IEP”
designation, OR that they take a combination of ‘regular credits’ and ‘IEP
credits’ as appropriate (additional information is available in the GNWT School
Administrator’s Handbook).

Authorities:
GNWT Education Act; NWT Student Assessment, Evaluation and Reporting Directive; NWT Inclusive
Schooling Directive; NWT School Administrator’s Handbook

1** Reading: April 13, 2017
2" Reading: April 14, 2017
3" Reading:

Date Approved:

Chairperson: CEO:
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Appendix A: NWT Graduation Requirements and ‘Strong Like Two People’ Recognition

In recognition of the journey Tlicho students take to become ‘Strong Like Two People’, those students
who meet the following requirements will be awarded the Tlicho Designation and Recognition Award at
the time of graduation:

e Tlicho Yati 15 A (LDC 1385);
e Tlicho Agreement (LDC 1290);
e Gonawoke 15 (LDC 1720);

and two of the following,

Beading and Embroidery LDC 1822,

Drumming LDC 1428,

Gonawoke 25/35 LDC 2720 or 3720,

Tlicho Yati 15B/25/35 LDC 1386 or 2385 or 3385,

Spirituality LDC (not yet developed) or Religion 15 LDC 1460 (YCS).

O O O O O
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Appendix B: Parental Consent Knowledge ad Employability (K&E) Occupational Courses

School is offering the following program to

my child.

[J K & E Mathematics 10-4 [J K & E Social Studies 20-4

[] K & E Mathematics 20-4 [] K & E English Language Arts 10-4
[] K & E Science 10-4 [] K & E English Language Arts 20-4
[] K & E Science 20-4 [] K & E English Language Arts 30-4

] K & E Social Studies 10-4

The following must be attached:

[ The Student’s most recent/updated Career and Program Plan

[ The Student’s most recent Student Support Plan

Please indicate whether this/these course(s)/program(s) will be offered to the student as a:
[ 3-credit, 75 hours of classroom instruction program

[ 5-credit, 75 hours of classroom instruction and 50 hours of related on-the-job training

It has been explained to me and | accept that these courses / programs do not meet the Northwest
Territories Senior Secondary graduation requirements and that they are worth unspecified credits only.

| have read and understand clearly how these courses / programs are related to my child’s overall
Career and Program Plan (CPP) and their Student Support Plan (SSP).

| agree with the school’s recommendation that my child participate in this / these courses / programs.

Parent/Guardian Signature Date
School Principal Signature Date
Superintendent Signature Date
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