School District 8 . e .
\& Kootenay Lake Administrative Procedures

AP 340.1: Communication

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

2. Requests for Information of a general nature can be directed to the district office or one of the trustees.
Requests which, in the opinion of the Superintendent, require considerable effort on the part of staff or

relate to personal information will be addressed in accordance with current legislation.

3. Any individual expressing a concern or a complaint may choose to be accompanied to any meetings by
an advocate.

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

5. Steps to resolving a concern:

Step 1 - Expression of concern, verbally, in Step 2 - If concern is not resolved with
writing, or in person to the individual individual, the person originating the concern
responsible for the decision or action. »| may refer concern to the immediate supervisor.

/

Step 3 - If the concern is not resolved at this level, the concern
may be referred to:

a) the Director of Human Resources for employees;
b) the Superintendent for parents and students.
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Step 4 (a) - If the complaint by an employee is Step 4 (b) - If the complaint is not resolved by the
not resolved at this level, the complaint may Superm'tendent of Schools, the person originating the
be referred to the Superintendent of Schools. complaint may appeal to the Board through Bylaw No. 1,

Student/Parent Appeals. Information regarding this
process is available in the district Appeals brochure.

6. All harassment complaints will be dealt with in accordance with the Board Discrimination and Harassment
policy or the provisions of the appropriate Collective Agreement.

7. Allegations of physical or sexual abuse against an employee are subject to the Board Child Abuse and
Neglect policy, and must be reported to the Ministry for Children and Families and the RCMP or local
police detachment.
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