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Professional Relations Committee (PRC): Committee formed to oversee the application of this policy 
and consisting of three (3) representatives from Head Office 
[Director General + two (2) delegates] and three (3) 

representatives of the Association. 
 

Regulation: Regulation respecting Certain Conditions of Employment of 
Senior Staff of School Boards and of the Comité de Gestion 
de la Taxe Scolaire de l’ïle de Montréal, in effect. 
 

Senior Executive: Director General, Assistant Director General, Senior Advisor 
to Management. 
 

Senior Staff Member ² Centre: Centre Director, Assistant Centre Director. 
 

Senior Staff Member ² School: Principal, Vice-Principal, Administrative Service Supervisor. 
 

Senior Staff Member ² Service: Director, Assistant Director, Coordinator, Foreman, 
Superintendent, Administration Officer, Personnel 
Management Consultant, Manager or any other position as 
per the Regulation. 
 

Special Project: A temporary project to fill a temporary need. 
 

Temporary Replacement: See Regulation. 
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PREAMBLE 
 

The Board and the Association agree on the statements below as philosophical and professional rationale guiding this 
policy in its objective to attain education success, quality services and a positive working environment. 
 
The professional involvement and participation of its Administrators are essential to the achievement of the Board’s mission. 
 
The involvement of the Administrators in the development of policies and in the decision-making process is a critical 
element in ensuring the professional commitment and collaboration of all administrators to achieve their professional 
goals and aspirations.  
 
The working conditions shall be conducive to the ideals of enabling Administrators to achieve their professional goals 
and aspirations while respecting the needs of the Board. 
 

RECOGNITION 
 

In conformity with the Regulation, the Board recognizes that the executive of the Sir Wilfrid Laurier Section of the AQCS 
represents the Association for purposes of consultation on the local policy governing working conditions. The 
implementation of the local policy governing working conditions is overseen by the Professional Relations Committee. 
 

APPLICATION 
 

The Board and the Association agree on the following principles governing the application of this policy. 
 

1. The working conditions determined at the local level shall be added to the conditions of employment 
prescribed by the Regulation but may, in no case, contravene the Regulation. 

 
2. This policy has been developed in accordance with the provisions of the Regulation. It determines the working 

conditions of Administrators, which reflect the needs of both the centres and school milieu and the head office, 
and establishes close and harmonious ties with the Administrators and the Association which represents them. 

 
3. The local policy deals with: 
 

¶ Administrative organization 
¶ Payment of salary 
¶ Consultation and participation 
¶ Job descriptions and eligibility criteria 
¶ Classification and Employment Plan including, in particular, selection, probation, professional files and 

suspension 
¶ Employment benefits including, in particular, annual vacation, statutory holidays, compensatory time 

and leaves without pay 
¶ Professional improvement 
¶ Professional dues 

 
4. This policy shall apply as soon as the Board approves it by resolution, and it shall remain in force until it is 

amended by resolution. 
 
5. Where the Board intends to amend the local policy, it must notify and consult the Association regarding the 

proposed amendments. Moreover, the Association may request amendments to the local policy, in ents. Morern 
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CHAPTER 1 

 
1.1 PROFESSIONAL RELATIONS COMMITTEE 
 

1.1.1 
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2.3.4. In the event that the Board deems that the special project position is required on a permanent basis 

and after consulting with the PRC, it shall proceed with the process outlined in clause 2.1.2. This 
newly created position will be posted internally only and made available to all Administrators.  

 
 

CHAPTER 3 
 
3.1 ROLE DESCRIPTION AND CRITERIA OF ELIGIBILITY 
 

3.1.1 All Administration positions will have a role description and criteria of eligibility. 
 
3.1.2 The Board shall establish the role description of each position according to the Regulation. 
 
3.1.3 The role description of each new position will be subject to consultation with the Professional 

Relations Committee prior to posting. The role description will include any related powers or specific 
mandates accorded by the Council of Commissioners or by the Director General.  

           
3.1.4 The criteria of eligibility for any Administrator position must be in accordance with the Regulation. 

Any additional criteria may be included only after consultation with the Association via the 
Professional Relations Committee. 

 
3.1.5 Administrators will be considered eligible for the position and any position of the same or inferior 

status, subject to the requirements. 
 
 

CHAPTER 4 
 
4.1 CLASSIFICATION 
 

4.1.1 It is the responsibility of the Board to classify all its Administrators in accordance with the Regulation. 
 
4.1.2 The Board will review, adjust and inform each of its Administrators in writing of his classification, 

function, status and salary no later than November 30 of each year. 
 
4.1.3 
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5.1.3 When qualified candidates from within its administrative ranks apply for an administrative position 

and are not retained, and following consultation with the Association, the position will be posted 
internally and externally.  

 
5.1.4 In the case where the Board decides not retain the application of an Administrator for the interview 

process, it shall inform the individual concerned and of the reasons for its decision. The Association 
may request further clarifications should the Administrator make this request. 

 
5.2 SELECTION COMMITTEE 
 

5.2.1 The Board will form a selection committee as follows: 
 

¶ One (1) Commissioner 

¶ Director of HR or delegate 

¶ One (1) member of the AQCS, named by its Executive  

¶ One (1) member of the Sir Wilfrid Laurier Administrators' Association (SWLAA), named by its 
Executive  

¶ Director General or delegate 

¶ For the selection of a subordinate position, the immediate superior will be on the committee in 
place of the relevant Association member. 

 
5.2.2 The mandate of the selection committee will be to: 
 

¶ Review the applications as screened by Human Resources 

¶ Review the evaluation criteria 

¶ Meet and interview each admissible candidate 

¶ Recommend a candidate to CJ
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6.2.3 When the duration of a replacement exceeds six (6) months, the administrator fulfilling the 
replacement will receive the classification of the temporary position. 

 
6.3 PROBATION 
 

6.3.1 Any person named as an Administrator for the first time shall be subject to a probation period of 
one (1) year in accordance with a process to be established by the Board after consultation with the 
AQCS Executive (as per the Regulation). 

 
6.4 EMPLOYEE FILES 
 

6.4.1 The Board undertakes to comply with the Act respecting access to documents held by public bodies 
and the protection of personal information. 

 
6.4.2 The Board will have an employee file known as the Human Resources file for each of its 

Administrators, which will be stored in the Human Resources Department. 
 
6.4.3 In addition, the Director General will have an employee file known as the Professional file for each 

Administrator. The Director General has the sole responsibility for this file. 
 
6.4.4 Administrators may consult either of their employee files upon request. 

 
 

CHAPTER 7 
 
7.1 DISCIPLINARY MEASURES 
 

7.1.1 If the Board intends to take disciplinary measures, it shall convene, in written form, with a 48-hour 
notice, the individual concerned to a meeting and copy the Association president on the convening 
letter 
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7.1.6.3 In the case of a subsequent disciplinary measure within the time period prescribed above, 
the expiry date of the remaining measures in the Human Resources file shall automatically 
be carried forward to the expiry date of the latest disciplinary measure. 

 
7.1.6.4 Any disciplinary letters null and void will be returned to the Administrator. The Board may revoke 

any disciplinary measure listed in the Administrator’s Human Resources file prior to term. 
 

7.1.7 Should an Administrator contest any disciplinary measure taken, they may request that their case be 
brought to PRC for review. 

 
7.1.8 When a member of the Association leaves the Board, a copy of the Administrator’s Human 

Resources and Professional files will be remitted to the individual upon request. 
 
7.2 SUSPENSION 
 

7.2.1 For reasons of insubordination, incompetence, immorality, negligence or gross misconduct, the 
Board may suspend an Administrator. 

 
7.2.2 This suspension shall apply only after the Administrator and/or a representative of his Association 

has met with the Director General and/or his delegate and/or an additional Senior Staff Member. 
 
7.2.3 The board shall advise the Administrator of the suspension in writing. This notice shall include: 

 

¶ The date and length of the suspension; 

¶ The reasons for the suspension; 

¶ The conditions for return to work. 
 

7.2.4 The suspended 
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7.3.3 
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8.4.3 In the event that the surplus of personnel is not completed as per clause 8.4.2, the Association must 

be consulted about the criteria that will be applied. Among the criteria will be administrative 
experience; academic qualifications; pertinent professional improvement activities; the needs of the 
organization. 

 
8.4.4 The Board and Association will jointly agree to the additions of any other criteria and will work towards 

finding a resolution to any problems arising from the application of clause 8.4.3. 
 

8.5 CIVIL RESPONSIBILITY AND CRIMINAL PROCEEDINGS 
 

8.5.1 The Board shall cover all legal expenses for any Administrator accused in any civil or criminal suit 
files while in the performance of duties carried out in good faith according to established or approved 
Board policies and procedures. Exception is made if the Board itself takes such action. The Board 
will not reclaim any expenses unless it has been established through a court decision that the 
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9.1.8 Annual vacations are normally NOT cumulative. However, an Administrator may defer some of his 
vacations to the following year in a written agreement with the Director General. 

 
9.1.9 In the case of hospitalization or convalescence during the course of a scheduled vacation period, 

this time period shall be considered non-vacation time and the Administrator may defer these days 
to be taken at a later time. 

 
9.1.10 All deferred vacation as per clauses 9.1.8 and 9.1.9 may be taken with the approval of the immediate 

superior. 
 
9.1.11 The Winter (December/January) break is granted to members of the AQCS section of the Sir Wilfrid 

Laurier School Board and is excluded from the vacation period. 
 

9.2 STATUTORY HOLIDAYS AND SPECIAL LEAVES 
 

9.2.1 The Board shall accord to its Administrators all the statutory days and special leaves that are granted 
to its unionized personnel. 

 
9.2.2 When a day described in clause 9.2.1 conflicts with the vacation period of an Administrator or if an 

Administrator must work during that period, these days will be taken at a later date in agreement with 
the immediate superior. 

 
9.3 COMPENSATORY TIME 
 

9.3.1 The Board will take into consideration those hours that are required to accomplish the assigned takes 
and are outside the normal workweek. This consideration will take the form of compensatory time. 

 
9.3.2 A maximum of ten (10) days, as compensatory time, may be accorded to an Administrator by their 

immediate superior. This time is exclusive of the vacation period noted in clause 9.1.3. 
 
9.3.3 Compensatory days cannot be accumulated. They must be taken during the course of the year in 

agreement with the immediate superior, and only after vacation time has been exhausted. 
 

9.4 LEAVE WITH SALARY (STUDY) 
 

9.4.1 The Board may agree to allow an Administrator to be paid while on leave for study purposes provided 
the leave is directly linked to a Board need. The Administrator shall maintain all rights and privileges 
and shall be assured of his position upon return. 

 
9.5 LEAVE WITHOUT SALARY 
 

9.5.1 The Board may agree to allow an Administrator a leave without salary for personal matters, in service 
or for any valid reason. 

 
9.5.2 If the Board refuses the Administrator’s request, it shall do so for cause and inform the Administrator 

of the reasons in writing. 
 
9.5.3 
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9.5.5 During any leave granted by the Board, the Administrator shall continue to accumulate seniority and 
years of experience and will be entitled to all the benefits of a full-time employee in the areas of 
insurance, vacations, and all other benefits. 

 
9.5.6 After a one-year absence, the Administrator shall be entitled to return to his original placement. 
 
9.5.7 After an absence of more than one year, the Administrator may be assigned to his original placement 

or be given an equivalent placement. 
 
9.5.8 The Board and the Administrator on leave may agree to an early return to work. 

 
9.6 LEAVE FOR PUBLIC OFFICE OR PROFESSIONAL PURPOSES 
 

9.6.1 The Board will allow an Administrator a leave of absence without pay for any reason relating to public 
office, social or professional demands that it deems valid. 

 
9.6.2 An Administrator who obtains leave for professional affairs or public office must reach an agreement 

beforehand with the Board on the terms and conditions of the leave and eventual return to work. 
 
9.6.3 The Board recognizes that its Administrators have the same rights as any member of the public to 

participate in public affairs.     
 

9.6.4 An Administrator who announces an intention to run as candidate at the municipal, provincial or 
federal level will be eligible for a leave of absence without pay for the duration of the electoral 
campaign. 

 
9.6.5 If elected, the Board will accept the Administrator’s request for a leave of absence, without pay, for 

the duration of the mandate. 
 
9.6.6 The Administrator on a leave of absence without salary to fill a public office must give the Board at 

least thirty (30) days’ written notice of his intention to return to work at the Board. 
 
9.6.7 During any leave granted by the Board, the Administrator shall continue to accumulate years of service. 
 
9.6.8 An Administrator called for jury duty or called as witness, in a case where the Administrator is not a 

party, shall maintain full salary without penalty. 
 
9.6.9 The Board will agree to release, without penalty, any Administrator under the following conditions, at 

the request of the Association: 
 

¶ To participate in local or provincial negotiations; 

¶ To participate in the PRC or in committees; 

¶ To participate in activities called by the Association. 
 

9.6.10 
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11.1.3 The Board shall allocate to each member, for professional development purposes, an amount equal 

to 1% of his individual gross salary. 
. 
11.1.4 An Administrator may carry forward the surplus in his professional development budget each year 

for a maximum of three (3) years. 
 
 

CHAPTER 12 
 
12.1 SUPPORT TO ADMINISTRATORS 
 

The Board recognizes the need for coherent actions to support the delivery of educational services in its head 
office, schools and centres. In order to promote success for Administrators responsible for implementing the 
curriculum and managing the associated human resource the following support is offered:  
 
12.1.1 Mentoring  
 
 As a general rule, the Board will consider new Administrators as those who have been in a new 

administrative position for two (2) years or less as eligible for this service. Mentoring services will be 
made available to all Administrators on a voluntary and confidential basis.  

 
12.1.2 Support will be provided to Administrators who will supervise for the first time.  
 
12.1.3 New Administrators Session  
 

Every school year, in July, newly nominated Administrators will be invited to an introductory session 
at which an overview of each department’s responsibilities and resources will be presented. This 
session is meant to develop a support network among new Administrators and departments. An 
Association representative will be part of the introductory session.  

 
12.1.4 Administrators’ Performance Appraisal Process   
 

Each school year, all Administrators will be invited to establish professional objectives. In September of 
each school year, Administrators will submit their professional objectives to their immediate superior.  

 
During the course of the year, professional exchange occurs based on these objectives in order to 
monitor their evolution and support their actualization.  

 
In January of each school year, the career plans submitted to the Director General by each  
Administrator will provide an update of their professional objectives for the current year.  

 
Each school year, the immediate superior will invite Administrators to reflect on their professional 
objectives in order to provide them with feedback on their performance.  

 
The Director General will establish a direct link with a group of Administrators and provide them with 
detailed feedback, prioritizing new Administrators.  

 
All Administrators will receive feedback from their immediate superior during the appraisal process. 

 


