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INTRODUCTION

An information system s defined as a ne-icrk of communication
channels that acquires, procssses, stores, ret=—eves and redistributes
data for the ind:ividual andg collective decisior making process. The
objective of a management information system is to provide tirely,

relevant, reliable and valid information upon which to base decisions.

OBJECTIVE AND SCOPE OF THE STUDY

It was the objective of this project to develop a general design
for an integrated information system to support the managerial decisions
and operational application areas at the central office level of the
Peel Board of Education. Although the scope of the system is limited
to central board functions, information to and from "external" bodies
are dealt @ith as interfaces with the central board. These include

flows of information between:

school hoard administration and trustees
- school board administration and Ministry of Education

schoél board adminiszration and field offices

school hoard adminiszration and individual schools

Two foci have been defined for the systems study: the planning

function and computer operations. Both these areas have as the'r
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terms of -:Zere . :- 2 Drczz 7Tz ~hich cuts acrcs= depart:nent:l

boundarie ad hu o= oo 7 the entire range cf boar: ope:rzt: - :.
This made - am 2a--_zul. ~zzble to aid in the orientatior. c=
the syster- =tzdy z: —- © -n this project. 1Ir.addition, =—

the time - study -3 oI ==z, both the zbov- departmentc

were relat. .y neviy ="z i=z at the board le ~el, and it was
expected tr*: theix zc.le .t 8 study would aiz in the defin:ition
and facilite=z _on o: * 2iz - -ations.

APPROACH OF TEE ST. . ¢

The design of =ns Mar :ment Information System, as conceive :
in this proi:—z, i= jaszd o- Jdser needs rather than the traditic—al
computer-oz:=z=ted z:rcach o MIS. This means that the systems
design is =uc:d or & infecrm=tion needs of the users rather thz

on the har.«: = ccastraints of the computer. The computer is cc.~

sidered or .  ~porerit of thes over-all system, in conjunction wit:

other medi {u_: stcage, processing and retrieval, including the

“manual comzoar—=. This ensures that information areas which can-zz

be efficientz.  r eZfectively handled by the computer are not ovs:-
looked. The re 11t is a *“otal, integrated system which best server
the informat-on raquiremenzs of the Board's decision makers.

Given : e f::me of reference of the study, a major coméonent
was the identificzTion of the "users” of the MIS and determination

of their information needs, as related to their management function-.,.



Cperationally, this ir-luded: fe' =he definition cf tre major mznage-

ment areas with per: nr:l respor. ... := for them; (t ~2lysis of the
bProcesses in each - .:: (c) dete— “ztion of rele' -t information
requirements-: (d) :- wtificatior .~ . surce data ar: timing required
to produce t- infcrz==tion; and = €.7..ysis of irnZormation flows
betwzen the - ar=gement areas: .

Given = - = analysis, tzz :z= base can be designed and
maintained i- a way as to sazis. ; user requirements in the most
efficient ar _.fi -ive manner, utilizirg any combination of media
(including - ¢:.. =2r) available * - e Board.

Since -is : roach maintains importance of information as
supportive . -he :cision-making r .esses nf the Board, the general
conceptual :-mewsr: upon which it . cased is one which relates
information levels of decision-m:ring, as in Figure 1. Three

levels of m_--zement decisions are :thown to be supported by the MIS:
operational :ontrol, management (tectical) contirol and strategic
planning. Operational control relates to the daily routine trans-
actions of the system;-purchasing, payroll, inventory control, etc.
Management control is concerned with short-range gquestions of policy
implementation. Strategic planning addresses itself to Problems of
policy-setting and long-range planning. The MIS design incorporates
the information required for these three categories of decisions.
The distinction between these types of information is useful because
each involves different methods of generation, transformation and

presentation. Strictly computer-oriented information systems usually
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are geared to the prc' . __.:n of information for operaticnal and
tactical control; the: =-_ - +5 ignore information at the strategic
planning level,. Thz orientation of this study is to take all

the necessary types ¢ I inZformation into account.
To ensure that —he user's perspective yas maintained throughout,
a Task Force was estz*lished as the working unit of the project,

consisting of both OISE and PEEL personnel, as follows:*

PEEL: Mr. Murzay Skinkle - Liaison Officer
Mr. T:mm Costigan

Mr. Gien Whaley

OISE: Dr. Susan Padro - Principal Investigator
Mr. Ted Vangel

Mr. Bryan Elwood

The role of this Task Force was to define the system's objectives,
scope and specificaticns, and to provide guidance and monitoring of
the general direction of the project. Responsibilities of the
Task Force members were divided such that the Peel Board component
provided guidance for the general direction of the project and
initiated the contacts with Board bersonnel while the OISE members
provided the technical expertise and the staff for the detailed inter-
views with Board officials.

The Task Force approach has proved successful in allowing for

a close working liaison with Board officials, especially in the

*Some of the personnel listed were not on the project for its entire
duration. Dramatic changes occurred in the OISE group, which lost
Mr. Vangel and Mr. Elwood in the winter of 1976.
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intensive personnel-oriented first stages of the study, as well as
pProviding insights into the operating areas of the Board with their
constraints and priorities. This approach has been extremely useful
in ensuring the relevance of the project to the needs of the Board
and in establishing the confidence and clocge working relationship
with the Board:'s personnel essential to the success gf the study.

It must be pointed out that the Task Force members, as defined
above, were not the only people with major involvement in the project.
All the key officials of the Board and many of their top-level staff
contributed heavily to the analysis of their specific management
areas. This involvement is reflected in the volume of materials
bPresented in the analyses of the major management areas in Volume II
of this report. The OISE Task Force component was augmented by
Mr. Tony Barone, a student in the department of Educational Planning
ané Mr. Derry O'Mahony a Research Officer at OISE. Eoth contributed

significantly to the analysis presented in the study.

SUMMARY OF OUTCOMES

The outromes of the study can be summarized as follows:

l. Systems analysis of the Board's operations. For each of the
major management areas thera is detailed analysis of its
components with flowcharts of these activities, and their
relationship to other major Board functions.

2. Need analysis for information system design. Information needs
of the major management areas are defined in terms of user

requirements, reports and data sources.

S 5



Synthesis of the information structure of the Board. This is
presented in terms of an integrated overview of Board functions
related&tc the pattern of information flows, levels of decision-
making and clusters of information.

Recommendations for system implementation. Outline of further

steps required for operational system design and implementation.




PROCEDURES AND OUTPUTS

A, Initialization

The initialization stage of the project consisted of the
determination of the scope and approach of the project, Task Force
designation and review of general operations of the system.,

The boundary of the system under study was defined as the
operations of the central board office. Functions external to it
were to be included only in terms of their interface with that
office.

At this stage of the project, the specific roles and respon-
sibilities of the Task Force mémbers were defined., The role of the
Peel Board members of the Task Force was to provide their insights,
understanding and knowledge of the system, to act as a liaison between
the study team and Board personnel and to facilitate and acrtively
participate in some of the critical stages of the study, especially
those invélving initial contacts with key board officials.

The. OISE personnel contributed their technical expertise in
the analysis and synthesis of the systems study. At the time that
the study was initiated, the board had just completed a total change
in organizational structure. It was necessary, at this initial stage
of the project, for the OISE members of the Task Force to familiarize
themselves with this new structure, as well as with the pProgram areas
and functions of the board. For this purpose, a general review of

the system's operations was carried out,

-



This consisted of a series of interviews conducted by the OISE
project staff with each of the Superintendents at the central office
level in both the Academic and Business divisions. Appendix A
presents the results of these interviews by Board department, In
addition to providing the project team with information about the
operations of the Board, these interviews also provided the key
officials with the opportunity to acquaint themselves with the nature

of the study and the OISE project staff.

B. Analysié:' Procedures

In order to fulfill the objectives of the study, it was necessary
to determine what information wés actually required for activities
and operations in the Board's decision-making processes and the
channels through which information flowed within the organization.
To 1dentify these, user needs were defined in terms of major manage-
ment areas of the Board office. A detailed analysis of these functions
was conducted via a two-stage process: first and second level activity

analyses.

Establishment of User Needs:

User needs were defined by the Task Force members in terms of
twelve major management areas of the central office of the Board., It
was agreed that these areas defined the major activities of the Board,
and would form the basis for the Information System design. Table 1

provides a list of these major management areas. It must be noted



TABLE 1:

10.

11.

12,

10

MANAGEMENT AREAS

Budget Process:

Accounting Punction:

Supply Function:

Accommodation Supply:
Plant Operations &
Maintenance:

Transportation:

Personnel Administration:

Staff Development &
Relations:

School Curriculum (Program):

Special Student Services:

Continuing Education:

External Relations:

¢ 15

7.1

10.1
10.2
10.3

12.1

12.2

INFORMATION SYSTEM/PEEL COUNTY SCHOOL BOARD: MAJOR

Preparation
Control

Accounts Payable
Accounts Receivable
General Accounting
Payroll

Purchasing
Stores/Inventory
Printing Services

Capital Projects
Facilities Inventory

Operations
Maintenance

Salary Administration

- Job Evaluation/Description
- Payroll

~ Benefits

Personnel Allocation

Development
Relations
Evaluation

- Academic

- Non-~academic

Development & Evaluation
Operations

Special Education
Attendance
Psychological Services

Ministry Reports:

June Board Report
Financial Report
September School Report
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that these areas do not necessarily reflect departmental units within
the system, but rather define management functions, many of which
may cut across budgetary boundaries.,

This was considered the most useful approach for the informafion
system analysis, since it would Prove to be more flexible in the
face of organizational changes as a consistent set of functions
which would have to be carried out regardless of where they were
actually "housed". From the point of view of the information system,
it is these functional areas which have greatest impact on the

information structure of the system.

Analysis of the Major Management Areas: First Level

The first level of analysis of the major management areas was
designed to provide an overall understanding of the operations of
each management area., This analysis included a breakdown of each
area into its main component parts, with associated inputs, outputs
and key personnel identified,

Many of the initial interviews to collect the data required
at this stage were conducted by the Peel members of the Task Force,
using a standardized data sheet. This approach was successful in
introducing key board officials to the details of the study, and in
gaining their commitment to it. Due to the time constraints of
overburdened key Board officials, OYSE staff conducted a series of

concentrated follow-up interviews to complete this stage of the



study. The preliminary outcome. of these interviews for each major
management area were then valicd:=ted by the officials involved. These
activity analysis sheets were then used to develop flowcharts of

the main processes in each major management area. These too were
validated and updated by the relevant staff members. The finalized
activity analysis documents are presented in Appendix B, and the

flowcharts in Appendix C.

Analysis of Major Management Areas: Second Level

This level of analysis followed the first level interviews,
providing a défailed description of each component of the major
management areas. This included specific sequences of activities,
timing, bpersonnel, information requirements and associated data
sources. These intensive interviews were rather technical in nature,
and thus were conducted primarily by the OISE staff with assistance
from the Peel Board members of the Task Force where necessary.

Flowcharts of these detailed Processes were prepared from the
interview data sheets and from follow-up discussions for clarification
of the flows, whare necessary. In some cases, flowcharts were
prepared directly at the interviews, omitting the intermediate
stage of completion of the detailed activity description forms.
Both the detailed activity analysis documents and flowcharts were
validated by the personnel responsible for the respective areas.
Appendix B presents all the activity analysis documents--both for
the first and second level analyses. Appendix C provides the flow-
charts relating to the total set of activities as defined in the

activity analysis documents.
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C. hnalysis: Outputs

To illustrate the type of outpucs produced by the first and
second level analyses, this section wiil present the major management
area of the "Budget Process" as an example. This area is divided
into two components: pPreparation and control. The "Budget Preparation"
area is used in this‘example. For the first level analysis, the
Superintendent of Administrative Services was interviewed and, as a
result, the overview form presented in Table 2 was completed. This
lists the major set of steps involved in the budget preparation
process, along with the main inputs, outputs and participants. Using
this document as a basis, a flowchart of the overall process was drawn,
as illustrated in Figure 2. fThis flowchart illustrates in further
detail the general flows of documents and information in the steps
of budget preparation.

The second level analysis consisted of detailed analyses of
each, step in the process, as outlined in'Fhe first level analysis.

To illustrate this, step 2 in the overview document (Table 2) has

been seiected: "Prepare school requests". Table 3 presents the break-
down of the activities involved in the preparztion of school budgetary
requests from the Field Office. Ten steps ars listed in the process,
along with their inputs and otutputs. Input is defined as the information
necessary to carry out the step. The source of the input information is
noted on the document. On the output side, not only information, but
actions or consequences of the step are itemized, ziong with their

timing., The personnel with major -responsibility for each step in



TABLE 2

MANAGEMENT AREA:

BUDGET PREPARATION

oS FEEEER TR

OVERVIEY

Ot p————

INPUT

OUTPUT

PARTICIPANTS/

LOCAT ION

Budget format
Expenditures - current year

to-date
Budget - current year

1. Budget Guidelines

-forms

~-instructions

-expenditure summary
(current year)

Supt, of Finance

Cap-current requests
Special requests
Mtce, requests

School requests

School staff

School requests
"Overheads"

Budget Guidelines
Consultation - Finance

Area requests
Requests to Departments

Superintendents -
Pamilies

Progran requests - Dept,
Program requests - areas
"Overheads"

Budget Guidelines
Consultation - Finance:

Department requests
(Forms BD-1, 1(3), 2(a))

Department Heads

Area requests
Department requests
"Overheads"

Budget Guidelines

. Consultation ~ Finance

Superintendent requests
(Form BD-2)

Superintendents

Superintendent Requests
Dept, and Area Requests

Budget Request

Superintendent of
Finance i

1, Budget Request
2, Consultation - Supts,, Dept.,

Heads
Revenue Estimates
Ceiling Calculations

Revised Budget Request
(approved in principle)

Admin, Council

STEP .
M0, DESCRIPTION
1 Prepare budget quidelines
2 Prepare school requests
3(a)| Prepare Area Requests,
priority rank
3{b)| Prepare Department requests,
priority rank
4 Prepare Superintendency
Requests, priority rank
5. | Total Budget Compilation
6 Budget Review - Internal
(adjust, revise)
7 Budget Review - F & B Comn,
(Adjust, revise)

1,
2,
1,
4,

Revised Budget Request
Revenue Estimates
.Ceilina Calculations
Consultation - Supts,

Final Budget Request

F & B Committee

O _jet Approval
F MCJ:} pp

ll

Final Budget Request

Approval Budget

Board 2

)
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the process are also listed on this document, Figure 3 presents a
flowchart based on this detailed activity analysis. Again, the
flowchart allows for easier understanding of the flows of information
with respect to the activities in the process.

It is not expected that all these documents and flowcharts
would be of equal use to all Board officials. Those who head depart-
ments or have primary responsibility for an entire major management
area would be most interested in the overview of their sphere of
operations, and &ould study the detail=d analyses only as required.,
Similarly, these who are responsible for a specific component of a
major management area would receive greatest use from the detailed
analysis of that component, with the overview analysis aiding in the
understandiné of how that component links to the others in that ar=a,

The overview and detailed activity analysis documents have
been compiled by major management area in Appendix B, while all the
flowcharts (general and detailed) are presented in Appendix C., The
rationale for separating the documents from the flowcharts is that
one would expect these to be utilized by different groups of people.
The activity analysis documents are easily readable and can be under-
stood equally by technical and non-technical personnel., The flowcharts on
the other hand, would probably be most useful as inputs to technical

staff in the computer operations area,

0o
()



AREA: 1.1.2.1 BUDGET PREPARATION

TABLE 3

OBJECTIVES: 1,

- . COMPONENT: SCHOOL, REQUESTS FRON FIELD OFFICE

DETAILED PROCEDURE

ANALYS|S

2, —
3 -
STEP DESCRIPT 0N LT INFORATION ATPT_WFORATION PARTICIPANTS)
N, DESCRIPTION t SOURCE DESCRIPT IO | TIMING | LOCAT 10N
= i
[
1 | Prepare description of Previous Budget ! Description documents oct,  Field Supt,
Budget Categories ang Documents ! {
Instructions Directives from Central ! {
Office | !
o . | . - ! .
(a) { Set upper limit on cap, Board per pupil ang :Plannlng Part of Description Document : Oct, Fleld Supt,
current and replacements allocation policy : Budget |
[
Enrollments {current E Schools !
i
Conditions & Needs of iSchools !
Individ .1 Schools ! :
! |
2 |Cap, Current g Replacement Description Document i Requests + % of allocable to ! ANA, | School
- |and Supplementa] Budget : non-allocable of Cap, Currents; after Principal
Prepared by schoolg ! (Purchage Requisition Form) | Jan,
[ ‘ [
3 |Meeting of Field Supt, | : Oct,
with Principals for | :(ca. 1
clarification, etc, ; =week after
: =descript-
: lion sent
{ | out)
' |
’ |
| :
! .
} |
| [
| |
]
{ {
— 1 |

&)



DETAFLED PROCEDURE

Budget Approval

THBLE HALYSTS
AREA: 1.1.2.1 BUDGET PREPARATION (Cont'd)  OOMPONENT: scoor REQUESTS FROM FIELD OFFICE L
OBJECTIVES: 1, o
2, —
30 o ' S
STEP DESCRIPTION INPUT INFORMAT |ON | QUTPUT INFORMAT I ON | PART ICIPANTS/
NO. DESCRIPTION  SOURCE DESCRIPTION | TIMING LOCAT 10N
]
4 | Requests from school Request from school =School; Requisition ! AN.3, | School and
gen2rated at any time and Upper Yimits Bdusational IField |
reviewed by Supt, or relevance to program :Office |
designate }Alloca- :
(Admin, Assist,) (upto 50%) :tions. |
}School & !
| Field :
: Office :
4(a* [ Yon-allocahie request s-- " " | Request for Estimate to 14 Hons,
£ Construction Dept, * Rationale for need E - | Construction Department :lead-
| Itime
4(b) | Major Requests to Supt, + Rationale for need ' |
of Plant i
5 | Requests over 50% ard Field :
Supglemental held unti] Office E
|
|

6 i Consider Requests over 50% Budget Approval by Board
Jf Budget--Approvad

Subject to Board
Approval

Board | Requisitions out automatically{ A,N,A,
{Folloy-
ling
{Budget
Approval
Iby Board
1 (Spring)

6(a) | Consider Supplemental Budget Approval by Board

|
Board | Requsiitions for Approval IFollowing
Requests

items IBudget
IApproval
by Board
| (Fall)

Budget Balance

Field
(imcomnitted) S

upt,

|
|
i
|
|
|
|
(
|
|
|
|
I
I
|
I
|
|
|
|
|
|
|
|
|
|
|
!
|
{
]
|
|
|
|
L
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FIGURE 3

1.1.2.1 BUDGET PREPARATION: School Requests From Field Office
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1.1.2. 1 (cont'd)
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D. Synthesis: Information Structure

The completion of the activity analyses provided a detailed
systems study of the organizatioﬁ in terms of major management areas.
The next step was to synthesize the disaggregated data into an overall
framework representing the information structure of the Board. This
consisted of the development of the flowchart presented in Figure 4.
Here, information sources and destinations, external to the management
process are distributed around the circumference of a circle, and are
arranged according to the followiﬁg scheme (reading clockwise around
the circle from centre left).

(a) Agencies generating'Demand for school board services and

resources, i.e., the clients of the board.
- The local community, Adult, special and regular students.

(b) Agéncies generating the Supply of services and resources

to meet the needs of school board clients.
These are ; the Provincial program and financial resource
agencies;

the bcard teaching and suppert staff;

4

the suppliers of goods and services from outside

L]

the school system.

Tﬁe three levels of decision-making axe rapresented hy the three
main concentric circles in the diagram: the cuter circle represents
operations and operational control, the middle one management (tactical)
control and the central core houses activities concerned with

strategic planning. At the centre of system is the area of "Board

o
<
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Direction & Approval". The main components of the major management
areas have heen placed on the diagram (in bubbles) at decision levels
most representative of their major functions, with some overlapping

two areas as necessary. Thus, the management areas which can be
classified vnder the "planning” level of decisions include budget
breparation, accommodation supply, school curriculum (planning and
evaluation), a Portion of contract negotiations and of special student
services., At the "management éontrol" level are management areas such
as general accounting (capital), budget control, personnel allpcation,
timetabling and grade reporting, transportation and so on. Tt is clear
. that most of the management areas fall within the category of "operations
and operational control". These include most of the accounting functions,
~external relaﬁions, staff development functions, some areas of special
student services, some activities in transportation, plant operations
and maintenance, supplies and so on. The arrows indicate flows of
information between the management areas themselves and also between
the managemént areas and the main infprmation clusters within the
board. These latter are indicated in the diagram by rectangle;. Flows
cf information are also noted between the board office and agencies
external to it, both within the jurisdiction of the Board (e.g., area
offices, schools, teachers) and those external to it (e.g., other
Boards, Ministry of Education, etc.).

The synthesis provides the general design of the Board's
infbrmation structure. It relates user needs to information and its
flows thfoughout thé system., It is from this frame of reference that
specific information requirements can be defined for the system as a

whole,

C 33
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Table 4 suummarizes the relationship between the management areas
and clusters of information as defined on Figure 4, in terms of the
principal sources of information used by each area. Locations in the
table marked with an asterisk denote a potentially useful information
source not currently used by the management area indicated. Table 4
provides, along with the synthesized flowchart, the basisvfor the

specific design of data files for the information system.

32



TABLE 4;  INFORMATION SOURCE MATRIX
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RESULTS OF THE STUDY

The study reported in this document prévides a comprehensive
analysis of the major activities of the Peel Board's central office
operations and the types, levels and flows of information related
to these operations. Not only are the major management areas
analyzed independently, but the relationship. between these is
synthesized to form an overall integration of Board activities and
information. This provides a structure which would not be obvious
in the analysis of specific management areas or departments alone.
In so doing, it identifies key areas of information-utilization
activities and information-generating activities (i.e., sources and
sinks of information) which provides the basis for specific infor-

mation system design.

RECOMMENDATIONS FOR HUSES OF RESULTS

The results of this study can be used in a variety of ways.

The set of activity analyses represented by the documents in
Appendix B can be particularly useful to superintendents and their
staffs whose main responsibilities lie in specific major management
areas. These can be used as a documentation of the general and
detailed functions in those areas, and of their relationship to
other areas. Where necessarf, they can provide useful information
for designing new procedures within management areas. It is

recommended that the documents be updated as changes in organization

oy
k
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and functions occur within these management areas, so that they
will continue to provide a detailed, up-to-date analysis of Board
operations and information requirements.

The flowcharts in Appendix C can serve a similar function
with respect to providing information about operations within
activity areas. However, these have the additional advantage of
representing flows of information within and between these areas in
a manner which is impossible in the analysis documents, Although
these can be used in conjunction with the documents by all interested
staff, it is expected that the technical computer operations staff
will be most interested in these outputs. To the systems analyst,
these, along with the overall systems information Provided in the

flowchart in figure 4, and in Table 4 will provide the structure
basis to:

1. Identify areas where computerized procedures
could be designed to facilitate activities of the Board.

2. Determine information gaps and inadequacies.

3. Identify areas of information overload and redundancy.

4. Streamline overall information flows.

5. Design specific, integrated report generating procedures
with the associated data base to meet the timing require-
ments of decisions or activities.

6. Design specific data files within the information

categories defined in this document.

To the Planning Department, the outcomes of the study provide a

unique overview of the range of Board operations. Since the

35




28

planning function relates to activities which cut across depart-
mental lines, the perspective prrvided as - result of this study
can be useful in identification of areas whevre the Planning
Department can provide inputs for brocedural designs, or which

can prowvide useful information for planning purposes.

3J
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This volume presents the detailed, technical results of the
information analysis at the Peel Board of Education as described

in Volume I. A description of the contents of each appendix follows.

Appendix A

This appendix provides a preliminary overview of the depart-
mental operations of the Peel Board. It is based on a series of
interviews conducted at the outset of the study to provide the study

team with a general understanding of the Board's functions.

Appendix B

This appendix . contains the set of documents which
provide the analysis of the major ranagement areas. For each area,
there is (a) an overview document, which lists the main activities
or components in the area along with related inputs, outputs and
participénts, and (b) a set of detailed procedure analysis documents,
which further break down each of the activities listed in the overview
document. The detailed procedure analysis includes the steps in
the process, associated input information and its soﬁrce and result-
ant outputs and their timing. Participants and/or location are also
presented for each step.

It must be noted that in some cases, a detailed procedure
analysis document was not prepared for each component listed in the

overview document. This may be due to the following reasons:

41



1. The overview document is sufficiently detailed, so
that a detailed document for certain steps would be
redundant.

2. Detailed flowcharts were prepared directly at the
interviews, omitting the intermediate step of completion

of the analysis document.

Appendix C

This appendix contains the flowcharts which relate to the
analysis of the major management areas. For each area, an overview
flowchart and detailed flowcharts are included, corresponding to
the areas covered in the analysis documents. For some areas, however,
flowcharts have not beeﬁ»g;gpared: these consist of areas which
cannot be broken down into a series of steps which represent "flows"
but suffice to have a listing of inputs and outputs for discrete

components. In such cases, the analysis documents provide all the

necessary information required for the analysis.



APPENDIX A

PRELIMINARY OVERVIEW OF DEPARTMENTAL OPERATIONS
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LEVEL 1 MEETING: SCHOOL PROGRAM DE!"ARTMENT

(1) OVERVIEW

Superlnfendenf of School Program: W. Douglas McVie
(a) Major Areas of Responsibil|ity:

1. Curriculum development

2. Professional development

3. Education program research

(b) General

1. Doug McVie is a permanent member of the Curriculum Development
Council.

2. Role still id a state of flux as a result of recent organizational
changes,

3. Process for program change.

School ——> Area Family Superintendent ——> Curriculum Supt. &———

—> (McVie)
C Y
0 Administrative Council
N
S Program Committees of
U the Board
L
T Director « —_—
l approval
N
T l— Ministry

44



(2) MAJOR FUNCTIONS WITHIN EACH AR' A

1.

1.1

1.2

1.3

1.4

2.1

Curriculum Development (Doug McVie)

Interpretation of Ministry curriculum guidelines for
schools' use.

Monitoring school programs:

- cataloguing secondary courses/programs and elementary
program descriptions.

~ approving all new courses/programs (esp. 'experimental'
programs) prior to Board and Ministry submission.

- evaluating rew courses/programs.

Provision of guidelines for schoo! program development:

= minimum course content |

- program rationallzation

- program objectives

Curriculum resource developrent:

- non-certified 'teacher' resources for special programs
- media/learning resources: gquidelines for acquigiflon.
Professional development (Charlie Brown)

Teacher in-service program development:

- perceive and anticipate teachers need in the field

- dlsseminate, interpret. Board and Ministry guideline
releases.

- leadership training

communication skills
Lialson with teacher training institutions.

Teacher courses and conventions: Catalogue and disseminate
to schools lists of relevant courses and conventions.

Education program research.- (Judy Spigel)



3.1

3.2

4.1

4.2

4.3

= Monitoring of Questionraire Type Studies:

- general concern In the areas of curriculum, school
program, etc. '

- Ministry-Initiated studies cover students, teachers, parents.

- Internally initiated studies would look Into areas
such as:

- sex, drugs, alcohol
- open area
- French:

- Testing of Core Curriculum

- admlnl;#ra#ion of standardized tests across the system

- data bank of test results has been generated but there
is some difficuity to retrieve centraily (1BM).

- Priorities

- Ald to teachers where none has been avallable before —-

i.e. professional development probably most important as
a result of curriculum changes.

- lInservice for all teachers in a given area - i.e. universability

of coverage in a specific area.

- Evaluation of oufpufs'of schools, e.g. what Is the impact

of the schools on the youth.

~ French immersion program



March 5, 1974

LEVEL 1 MEETING: PLANNING DEPARTMENT
(1) OVERVIEW
Superintendent of Schools (Planning and Development): Bill Lambie
(a) Major Areas of Responsibility
1 ~ Enrollment Projections
2 - Budget Reporting
3 = Contingency Planning
4 = Information
5 = Development of Realistic Time-Schedules and Time=-Management

Practices

(b) General
1 - 7The Objective of the Planning Department is to:
- develop planning information, and
- assist in developing good criterion-referenced, consensus

d:cision processes

2 - Role of Planning Department
- The Planning Department currently is considered to be a short

term function to:

analyze needs and design

- act as a service and control function

- serve as a training function

- concentrate in the areas of facilities, contingéncy, evaluation
and setting of objectives

- the planning role will later be filtered down to other

departments where it will be part of the on-going operations.

OL 4
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(2) MAJOR FUNCTIONS WITHIN EACH AREA

1 - Enrollment Projections

- the development of expertise in enrocllment projection is viewed

as functional to the planning process -~ (refer to Bill Lambie's

Paper on Objectives of the Planning Dept., April 1, 1974)

= good enrollment projections allow for more accurate analysis for

almost

e.g. =

the whole spectrum of pProblem-areas in the system,
capital construction allocations

boundary changes

site iocation .

facilities planning

transportation

budgeting, etc.

- requires organization and good communications with the other groups

in the

system

2 - Budget Reporting

- current involvement in the design and implementation of a new Budget

reporting system

— Bill Lambie (Planning) is responsible for the design of the new

system and Bill Keith (Finance) will take over the control aspects

when developed

—- objective of the system is the development of revenue/resource

needs and information regarding costs of projects or studies.

3 - Contingency Planning

- anticipate and develop effective strategies for coping with

specific contingencies that may arise

- part of the approach is to develop information for different

Q simulations."
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4 = Information
- the development of an accurate, responsive information system
for the Board, the public, and the staff
= organized, relevant, timely and meaningful information would be
most useful in areas such as transportation/bussing, accommodation
planning, enrollment Projecting, Program planning; bPersonnel,

building, etc.

5 = Development of Realistic Time-Schedules and Time-Management
Practices
- especially in terms of major programme and administrative planning
€.g., review process for Building Specifications
- Resource allocation system - mapagement/program/services
= accountability of objectives of

superintendent level

(3) PERSONNEL

- organizational structure and staff to be obtained at later meeting

(4) PRIORITIES
= Budget Reportingy System
= Enrollment Projections and the methodology and organization

associated with the role of enrollment projections for planning.
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LEVEL 1 MEETING: BUILDING AND PROPERTIES
Superintendent of Plant: (Derek Wilkinson)
(1) OVERVIEW

Major Areas of Responsibility

1~ Design and Construction
2~ Maintenance

3 - 'Caretaking

4~ Cap f'rom' Current Projects

(11) MAJOR FUNCTIONS WITHIN EACH AREA

(a) 1- Design and Construction
Supervisor of Design and Construction: (Harley Phillips)
- has 1 assistant and 2 technical assistants
- his job is to convert educational briefs to reality
- must get Ministry and O. M. B. approvals

= . recommends architect to Superintendent of Plant for Board
approval

- tenders contract
- site supervision of construction
- recommends approval of progress payments
1.1 - Site Selection (D. Wilkinson,' J. Greeniaus, H. Phillips)

- planning dept. chooses locations and is concerned with
obtaining approval of need from the Ministry

- buildings and property people rule on the suitability of the
location
- currently the County owns ninety sites

U0 5p




(b)

1.2

A-8

Plans/Specification mew Construction)

planning; developer dedicates site
eventually give site approval prior to dedication .

site evaluation (See 1., 1)

sketch plans based on planning dept, specifications and

traditionally developed architectural standards/construction
with area superintendents and principals.

final plans and approvai

Muintenance and Operations (Jim Ellison)

5 area supervisors of maintenance and operation - correspond
to each area office, (i.e. » family of schools)

each area supervisor has a crew of 3 men; they tend towards
general handyman-rather than specialists

there is a regular maintenance routine and in between minor
repairs are handled as they occur

there are two assistant supervisors - Stuart Lee and Peter
Boesener. Mr, Boesener handles the current capital budget
responsibilities, M. Lee is in charge of the central mainten-
ance staff,

Caretaking

large amount of caretaking done by contract and, part-time
cleaners

permanent staff small compared to other boards

Breakdown on Activities by Budget

1~

2 -

current: repairs

Capital/current: alterations, programmed upgrading of facilities,
i.e. fire standards, lighting levels, etc,

capital: new construction



(111) PERSONNEL
(a) Organization chart pending

() Responsibilities: Defined in Section (11)

av) PRIORITIES
1- all three major areas of responsibilities have approximately the
same priority except that there is a tendency to emphasize Design
Construction ' '

2 - all current projects and needs

3~ data bank project
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LEVEL | MEETING: PERSONNEL DEPARTMENT

(n

(a)

(b)

OVERVIEW

Department Head: R. Steadman

Major Areas of Responsibility

1

2

9

10

Recruitment, Transfers & Separations (Non-teaching staff)

Teacher Recruitment

Salary Adminjstration

Employee Benefits & Safety

Performance Appraisal, Promotion, Organization (in‘cooperafion with
line management)

Negotiations (Resource department for Board)

Collective Agreements

Training & Development

Communications & Counselling

Personnel Records

General

1.

The inter-relationship between the major areas of responsibility are
apparent since they are functions normally associated with parsonnel
departments.

Mr. Steadman is directly responsible 5 the Superintendent of Business
Affair; but also functionally reports to the Superintendent of

Academic Affairs.

s
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(1) MAJOR FUNéTlONS WITHIN EACH ARE/
1 - Recruitment, Transfers & Separations of Non-Teaching Staff
1.1 ~ Recruitment: (Mrs. Chapman/Mrs. Ward)
- office and secretarial staff - (Mrs. Chapman)

- supervisory and administrative staff)
)

= custodial and'mainfenance staff )
) (Mrs. Wars:

~ lay help (A.V. technicians) )
1.2 - Transfers: |

=~ arrange suitable transfers

- CUPE involved

= all processing done by the personnel dept

1.3 - Separations:
= process termination and inform payrol |

+

- conduct exit interviews for statf who leave volurrarily

2 - Teacher Recruitment © (3. Pawloski /S. Colbert/Pa+ Morgan)
2.1 . Recruitment:
= request from principal for new .person; (need for new teachers
established by Mr. Dobson)
= Advertisement placed in newspapers
all applications sant to principal and area superintendent whether
in ancwer fo an ad or a drop-in at the central office
- appcintments must be approved by Mr. Dobson and the Board;
inférmafion must be sent to Mr. Dobson for +his purpose
- following approval, ail processing done by the personnel dept
€.g. - acceptance of position form prepared, signed, etc.
- personnel dept must approve of the salary arrangements

(initially determined by Sharon Pawloski and Pat Gordon)

U 54
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2.2 ~ Transfers/Terminations:
- ‘transfers processed by personrel dept

= process terminations and inform payrol |

3 = Salary Administration (Rick Meade)

- Pposition descriptions

- Job evaluations (e.g., determination of salary range)

- classification of positions; nb. CUPE negotiates classification
for all office, cleriéal, personnel lay assistants

- salary squeys

- administration and iﬁferprefafion of teaching and non-teaching
salary schedule

= payroll documentation

4 - Employee Benefits and Safety (TBA)
- administration of group insurance pians
- workmen's compensation
- liaisoning with Insurance Companies
- Pproviding statisticai data - a report prepared manually on a
regular basis for Insurance Co.

- benefit counselling of teaching and non-teaching staff (priority item)

5 - Performance Appraisal, Promotion, Organization kR. Steadman/Lioyd Dobson)
(in cooperation with line management) |
- assessing performance:- Chiefly non-academic personnel
~ Steadman evaluates non-academic personnel

- Dobson evaluates teaching personnel

-

1

4
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=~ recommending promotion=s
- recommending organizational changes

- suggest policies of constructive discipline -

6 - NegoTiaTions (Resource Department for Board) (R. Steadman)

- act as resource people to the Salary and STaf% Reiations Committees
of the Board since administration has no authority to speak for the
trustees. e.g., Steadman & Townsend provide liaison between personne|
and academic affairs

- Pprovide statistical data and advise on salaries, costs, policies and
procedures to Salafy Committee and Staff Relations Committee
(Mrs. Pawloski)

- liaison with Chairman and members of staff negotiating committees

- Steadman - member of salary committee acting as resource person.

7 = Collective Agreements (R. Steadman)
- administer provisions
- conduct grievance hearings for non-academic staff

- suggest revisions in content and language (in new agreements)

8 - Training and Deve lopment: Non-teaching staff

- staff induction

safely training

~ supervisory tfraining

staff development

9 - Communications and Counselling  (R. Steadman)

- communications with staff

. provide information of changes in legislation, Board policies and

other matters of mutual consent
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- Pprovide counselling services on request on job opportunities and
personnel problems relating to work situations
- liaise with line staff and supervisors, principals, superintend-

ents, etc. to determine needs and provide service

10 - Personnel Records (Mrs. Ward/Mrs. S. Pawloski)
- Request, receive and maintain in confidence comprehensive
records on all employees, i.e., official files:
- duplicate (may be triplicate) files on teachers; area office
and schools may also have copy
- file locked and restricted to all|

- accessed only with peopie in personnel dept

(111)  PERSONNEL

(a) Organization chart: pending

(b)  Responsibilities
- department staff divided into academic and non-academic staff
- 3 academic staff: Mrs. S. Pawloski (sr. person)
Sharon Colbert (assistant to Mrs. Pawloski)

Pat Morgan (new)

non-academic staff: Mrs. Chapman - office & secretarial staff

Mrs. Wai - paraprofessionals, lay assistants, etc.

R. Steadman in charge of senior staff

(1v) PRIORITIES
- essentially equal priorities on ail major areas of responsibilities but
special emphasis on:~ Negotiations
- Empioyee Benefits

- Personnel records (very important for the academin
affairs office)

Cp—
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LEVEL 1 MEETING: FINANCE

Superintendent of Administrative Services: Bil| Keith

("

(a)

(b)

OVERVIEW

Major Areas of Responsibility

1

2

3

4

Budget and Expenditure Control
Revenue
Payrol |

Purchasing:

General

t.

The interrelationship between the areas of responsibiiity is in the
Purchasing and ordering for all materials used.in schools which forms
the major operational Iink, i.e.,

Budget: ‘allotment of monies to schools — approved by board

re uisitions
budget conTrof dept: checks —» EDP: encumbefs order
.purchasing dept: purchase order
order arrives invoice sent to accounts payabie l

accounts payable dept: sends duplicate

invoice to purchasing
from school: receiving report sent to EDP

EDP: encumbrance deleted; sets up chart of

accounts to be paid
listing of accounts payable weekly
checked by accounts payable

cheques printed and sent out to suppliers
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MAJOR FUNCTIONS WITHIN EACH ARE?

1 - Budget and Expenditure Control  (Shirley Harrison/Ken Dudman - chief
- accountant)

1.1 - Budget Controj:
- board establishes budget
- finance people control expenditures to keep within the budget
- budget officer clears all encumbrances to budget after items
received and charged to accounts payable
1.2 - Budget Process:
- contribution is primarily'one of inputs to the process
i.e. - provision of historical data
- information on ceiling and revenue via lfaison with the
planning academic peoplé, enrol iment projections, with
ministry on available funds, other sources.
1.3 - Accounts Payable:
- weekly listing of accounts payable -~ EDP
2 - Revenue (Ken Dudman ~ chief accountant)

2.1 - Accounts Receivable:

= primarily billings for community use of schools
2.2 ~ Acquisition:
- ensure maximum benefit from provincial aid; t.e., find existing
sources of revenue and utilize them.
~- revenue from fares, etc.
3 - Payroli (Marion McDonald)
- EDP operation
- linkage with personnel dept. (espec. fringe benefits)
4 - Purchasing (P. Porter)

4.1 - Inventory:

= This includes the openration %nghe warehouse and stockroom
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4.2 - Courier Service:

~ deals with the distribution from warehouse to schools, etc.
4.3 - Printing Shop:
4.4 - Service:

~ .mailroom; duplicating; switchboard

~ office services under supervision of the purchasing officer

PERSONNEL
1 - QOrganizational chart is pending
2 - Responsibilities
~ Personnel responsiblie for the major areas are given in Section (I1)

~ detailed responsibilities will be identified in subsequenfvmeefings

PRIORITES
1~ Annual budget to the Board, to the Ministry

2

{

funCHOning financial system for 1974 - espéciatty payroil system
3~ systems development for financial system
4 ~ review of the manual routines and paper flow for accounts payable and

Purchasing, and interfacing with the computer

NOTES
1~ GEAC:
-~ no documénfafion, no run scheduies
~ nO run manual to determine how to extract .information

- insufficient programming ability

\

ad hoc operation

60
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2 - Budget:
~ '74 system expanded to al jow budget accounts. to be broken down by
dept. and families
= new account numbering causing probiems in bringing EDP system up
to date
3 - EpP Operation:
~ payrol |
= accounts payable; weekly listings
~ general ledger: expeqdifure accounting, including encumbrance

system

61
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April 4, 1974

LEVEL 1 MEETING: TRANSPORTAT ON

1 - Organization: - J. Brown: Superintendent of Business Affairs
- Enid Britten: South area Business Officer
~Willa Woodill: North Area Business Officer

2 - Genera}

= contract buses; 14 mil| expenditures
= Il contractors, 170 buses .

- own 2 buses

1

route design - plot~ with pins on map
5 - Bus Contracts |
- toonder on number of buses, not students; number of students used to
determine the number of buces
- contracts jet
- routes redesigned and assigned
4 - Operations
4.1 - Regular Runs:
- have list of bussed students but is ﬁof up-to-date except for periodic
head counTs; list is prepared in October
- list of special education kids always up-to-date
- small operators handle their own .routes, complaints, etc
- otherwise coﬁplainfs, regular transportation problems, etc. handied by
Enid Britten
- policy: - under 2 miles 'no bussing' except for
- danger areas, illness, and K to 3 for Dec to Mar if greater

than ! mile

62
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4.2 - Special Runs:
= special or extra runs over and above contractual tender
e.g. -.kindergarTen
- home economics run
= special runs to the city for the handicapped
- leave morning, return afternoon
- mini buses deliver students to embafkafion point and 2
buses deliver students to the city
4.3 - Taxis:
- for special education kids
- handicapped

- temporary disability, i.e., broken limbs, etc.

5 - Grants:
= principals previded number of students; forms are sent airecfly to the
principals from the Ministry for this purpose
- bus operators submi+ number of miles; forms are given to them by the
- Board
- Enid Britton compiles grant application
=~ recover 86% of transportation costs by +he grant
6 - Problem Areas

= would like information from Special Education people earlier
= poor cormunication when migration - from principa |

- from spec. ed.

- from parents

- where classes are set up.
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March 13, 1974

LEVEL | MEETING: COMPUTER OPERAT IONS

Murray Skinkle

cn OVERVIEW

(a) Major Application Areas
1 - Financial System
2 - Payroll
3 - Tests
4 - Scheduling Reports

(b) General
= Murray Skinkie responsible for computer operation; essentially a
one-man operation
- Contract out to GEAC for ali services
- Computer (Hewlett Packard); physically located at the Board
- Alf support staff, programmers, systems analysts, operators, etc.

provided by GEAC.

(ry) MAJOR FUNCTIONS WITHIN EACH AREA
1 - Financial Systems (B. Keith)
1.1 - Purchase Order - Routine: (P. Porter)

~ Responsibility of the purchasing dept.

1.2 - Payment of Invoices - Routine: (B. Keith)

- Account Payable Dept

1.3 - Journal Entries - Routine: (Ken Dudman)

- Budget/Accounting
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1.4 - Trial Balances - Routine: (Ken Dudman)

- Accounting Dept

1.5 - Ministry Reporting: (Ken Dudman)
- Accounting Dept
- Not a program but uses the output from the othsr routine

to prepare the report

1.6 - Inventory Control or Stores Order: (M. Skinkie/P. Porter)

- under development; target date Sept/74

2 - Payrol| (Marion McDonaid)
- cheques produced via master program
- new employee routine - create new records
= proposed development of a new Payrol|/Personnel file (B. Steadman)
Ministry has tapes on all teachers' certification
- The following reéorTs and rodfiﬁes to produce them are given

below:

TD4 routine

-~ Superannuation routine

- OMERS: Ont. Munic. Employees Retirement System (i.e., non-
teaching pension plan)

- UIC routine

- Group Life iIns. routine

- Taxab{e Benefits

-~ OHIP

- DisTribuTion: distributes pay according to function or banel

charged to

65
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- Calculation of pay ) for negotiation purposes, update of

- Payroll grid ) new salary levels, etc.
3 - Tests (M. Skinkle)
-~ Scheduling program )
) GEAC

- Mark Reporting - as of Sept 1/74)

4 - Scheduling Reports (M. Skinkle)
- secondary teacher analysis wrt periods, number of students
taught, free-time, etc.

- program analysis by school, by superintendent, bv board

(111) PERSONNEL
- M. Skinkle is responsibie for computer operations at the Board. GEAC is
responsible for ;upplying all hardware and software services
- the people responsible for setting up the runs for various appiications

are given in selection (I1).

() PRIORITIES
- Priorities for the various applications are (1) Financial Sysiem, (2.a)

Inventory control, (2.b) Scheduling, (3) Payroll, (4) Mark Reporiing

.
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March 28/74
April 23/74

LEVEL 1 MEETING: SPECIAL (Student) SETVICES

(1

(b)

(rn

OVERVIEW
Superintendent of Special Services: Bill Quance
Major Areas of Responsibility

1 -

continuing Education Services
Psychological Services
Attendance Counsel | ing

Special Services

The linkage between the areas js that they all are outside the normal|

range of services

. The orientation is countywide rather than school fevel

Decentralization is occurring, consequently all field representative
now answer fo the field supervisors. The central officers (with the
exception of Continuing Education) act as consultants to the field
office

Special Education is a service and not a discipline, dealswifh>kids,

teachers, parents, professional groups, etc.

FUNCTIONS WITHIN EACH AREA
Continuing Education  (Walter Ward)
administration of night school (ca.8000 registered)

summer school, both i2lementary and secondary (ca.3000 registered)

2 -
32 -
4 -
General
1 -
2 -
3 .
4 -
MAJOR
1 -
1.1 -
1.2 -

handle referrals of drop-out students for fol low=up
alternatives to education geared towards drop-outs or potential

drop-outs (ca.125 stud)

6
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1.3 - holiday travel/excursions:
- mechanism for screening traval agencies:

- credit travel program:- credit course onvfrip abroad

- carried out by Peel teacher staff overseas
- usual ly summer school
1.4 = training of parent volunteers (elementary schools)
1.5 - coordination of correspondence schools; tutors available; use
Ministry's correspondence courses
1.6 = liaison with community organizations
e.g. community collieges to prevent overlap
- General Council of Children's Services - representation by Roard
- regional gov't will help coordination |
1.7 = career's orientation (Ernie Nielson); work experience and courses

for ciedit

2 - Psychological Services (Ashton McKinnell)
2.1 - Traditional Function
- psychologica[ diagnostic service ~ learning difficulties due to
psychological or learning disabilities (ca. 2 1/3 - 3% of student
population)
- make recommendations on instructional procedures
- referral by principal, teacher or parents; written report accompanied
by verbal discussion
2.2 - Home-School Liaison Function
- for kids who require more intensive services
- referred to community agencies with feedback
2.3 - General Consultative Service |

- the above 2 areas are treatment oriented, this area has impact

0« Lo
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= on the whole system wrt o} | kids, with object of prevention
- workshops for teacher groups (primarily A. McKinneil)
- evaluation techniques; curricutum development
- various committees
e.g9., Curriculum Development Counci| - trends, needs, impiementation
Primary Education Task Force

Testing and Evaluation Program Committee - 3 to 4 year
periodicity for

county programs

2.4 - Volunteer Groups
- geared to a limited number of kids
- voluntears from various community organizations work individually
Wit D outitem children (s one-to-one situation)
- these are jay people trained by Psychoiogical Services
- volunteers supervised by staff

- volunteers go to the schools 2-3 times per week, mostly elementary

schools
~ they need all the information they can get concerniﬁg a chi}d,-
therefore need parental consent
- very successful program, the support to Thé child is both emotional
and academic
- wi+h this kind of help over and‘above what a teacher can give, some
children ca. stay in a regular class
3 - Attendance Counselling (Mrs. DesRoches)
3.1 - Counselling Services
- invoives parents and students, assessing problems at home
- referrals come from princihals, parents, community agencies, etfc.;
passed on to psychological services as necessary

- supportive casework counselling; object is to improve the living and

ERIC 6y
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learning conditions of a child.
3.2 - Provincial Courts (Famiiy Division)
- usually attendance problems - problems with parents
= unmanageable children
- etc.
3.5 - Liaison with Home, School and Communify Agencies
- team approach, mixed disciplines
= Children's Aid, Public Heal+h Nurse, Peel Family Services, etc.
= refer to "Annual Report of Attendance Councilling Service for
1972-73",
3.4 - Early School Leaves
- new legisiation ailows 14/15 year olds to leave school|
- special committee set-up to handle this
= requests from parents go to this committee
4 - Special Services (Bjll Quance, Bob King)
- special services is basically an accounting system for students in
special programs
4.1 - Evaluation
- selection made by principaf
= lack of resources requires principal to make evaluations and
selections as to who will enter programs - special ed programs,
summer school
- rank priorities on children entering programs
- psychological services and principals send data or child to Bill
Quance (e.g. evaluation form submitted by principal)
- problem is |ack of space; lack of data on teachers with special
ed certificates

Q = nb: could use teacher file and computerized student cards.

ERIC 0.
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4.2 - Budget Control
~ need budget control to ensure money is used for special ed purposes;
this money should be differentiated from +he regular grant per student
- need monitoring to ensure money goes for what it was originally
intended; this is the area superintendent's responsibility
- 1,500 vocational; 240 retarded; 1,400-1,500 in elementary; at
least 3/4 of these schoois have special ed program; ;
4.3 - Teacher Hiring |
- make recommendations on teacher hiring
4.4 - Facilities
- could advise on type of supplies and equipment to be orderéd
-~ where in system these are located, available and eveﬁ if they exist

—_—

- moniter balanced use of facilities

part of future planning as to requirement..
4.5 - Transportation
- establish |ist of special ed children before end of June - to be

sent to transportation officer

- problem of change of address when special ed dept is not informed

(111) PERSONNEL
-~ Bill Quance has 4 people working for him. Their responsibilities are

defined in Section (11).

() ?{1
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LEVEL | MEETING : FAMILY OF SCHOOLS

. OVERVIEW
(a) Major Areas of Responsibility

I. - Relationship with the Office of Academic Affairs

2. - General Responsibilities of the Superintendent of Family of
Schools :

Staffing/Hiring

Leadership/Development/Promotion

Support Services

Budget

U &\l
t

(b) General
Family of Schools

- Pairs of Superintendents of Family of Schools are paired in fleld
offices so that they can share the same resources,

- Each Family Superintendent handles the direct affalrs of the
schools in his family.

~ Famiiy Superintendents act as lialson between families, and also
between schools and the Board.

= All information related to Family of Schools goes through
Superintendent of Academic Affairs office (e.g. - resignations,
moves, etc.)

- FEach field office defines Its own needs.

11. MAJOR FUNCTIONS WITHIN EACH AREA

I. - Relationship with the Office of Academic Affairs.

- Initially the function of the Office of Academic Affairs is one
of monitoring and affecting change at the superintendent level
and then a control function. In general, the central office is
responsible for:

I.1 - Coordination and Supervision of the activities of the Family of
- Scheols.

- The Superintendent of Academic Affairs (M. Townsend) supervises
and his assistant (Lloyd Dobson) cordinates the activities of
the Family of Schoois,

- L. Dobson chairs regular meetings of'SuperinTenden+s - generates
Information.

1.2 - Evalyation and reporting to the Director on fhe'performance of the
Superintendent of Family of Schools. -

- Lloyd Dobson chairs a committee to look at performance review,
and develop a pattern relating to salary.

O =5
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I.3 - Impiementation of +he Philosphy of the Board at the School Level.,

2.1
2.2
2.3

2.4
2.5

2.6

- The Director is to develop a set of priorities based on the
objectives of the superintendents, ‘

- l.e. each family establishes Its own objectives and the results
are evalvated at the year's end,

General Responsibilities of t+he Superintendent of Family of Schools.

~ The emphasis in the Family of Schools: The Superintendent
operates In a "democratic" fashion - feeling of "famifjy,"

- This has been done In capital expenditures, but may also go into .
staffing, programming, etc.

In general, the Superintendent of Family of Schools has the foilowing
responsibilities:

Supervision, Staffing, Budgeting, as described in the previous sections.
Professional development within the Family of Schools,
Community Relations with:

- local trustees
- parents

Control of Conference and Workshop Budget.

Liaison: with other families, teacher grours,

Evaiuation of Principals:

- Part of a team of 3 members: - academic affairs répresenfafive

- the Superintendent of the
Principal _
- Independent Superintendent

Staffing/Hiring

Staffing:

- Staffing requirements are based on enrolment projections supplied
by the planning department and which may be modified by the
Academic Affairs Office.

~-Must operate within the pupil/teacher ratio set by the Board;

included in the ratio are non-teaching personnel, special education
and speclfal teacher pools.
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= The numbsi- of staff for eacl Family is determined and then the
erfolment and staffing figures are given to each Superintendent
of a family who then distributes and assigns his staff at hils
discretion,

3.2 ~ Hiring:

- SuPerintendent's offlce sets up process for hiring and recruitment,

- The principal does the actual interviewing and selection of a
caNgidate, .

- The fleld office does thre screening and official hiring.

- The problem of surplus teachers at mid~year is handled by
curtailing hiring on a discipline basis unt!l the surplus teachers
are placed, (Handled by the central office?)

- Biementary teacher surpius is usually handled by.the Family
Superintendents,

- Reduests for transfer are handied atter placement of surplus
teathers but before needs for new teachers are posted.

4. - Leadership/Development/Promotion
4.1 - promotion;

- Primary responsibility for staft evaluation rests with the
Superintendent of Schools and principals,

~ The policy is that every staff member must be evaluated every
2 years,

- Principals evaluate teachers, then the Superintendent reviews
and comments.

4.2 - Leadership Development:
~ Leadership pevelopment Program: Teams made up of central offlce
Personne| (Superintendent etc.) plus Family Superintendents and
Principals evaluate Principals and Vice-Principals In terms of
expectations.

~ Team selects and evaluates candidates; sets tasks (experlences)
required for development,

~ The tentral office plays a coordinating role in the "Leadership" -
Development Porgram, .

5. = Support Services
~ Each tield office has its own support services and personnel
e.g9. - consultants for specific academic areas and resource teachers

aré housed in the field offices. (Liaison with centrol office
~ Program Superintendent responsible for area coordinators)

¢ 74
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~ Maintenance Superviscr; phys ed; etc.

- Business Officer who iIs responsible to the Superintendent
of Business Affairs but is housed at the field office level.

6. - Budget

- Superintendent of Family of Schools responsibie for budget for
fleld office budge’ and review of Principal's expenditures.

- Assures It reflects the priorities of the schools art programs, ¢ icC.

- There are two main budget categories: capital current and consumable
supplies.

6.1 - Capita} Current:
- Distributed to schools by the field offices.
- Eaquipment purchases

- Minor rerovations; (structural change requires épproval from the
central office, i.e. the Plant Office)

- Special expenditures for large items can ba skimmed of the top
for the Family of Schools needs.

- Alloted to an area on a per pupil basis.

- Superintendent of Schools has fiexibility in allocatior to specific
schools.

- Formula recommendation goes through Academic Affairs and Business
Office jointly.

Staff budget commlittee - reviews priorities for budget items.
Next year the Suparintendents will nrecaat their own budgets to
include all cateyories. ‘

6.2 - Consumablw Supplies:

Schools receive a global budget based on a formula,

Principal spends it to reflect priorities.

Superintendent of Family monitors this spending.

Also the Superintendent receives a small allocation to provide
flexibility for special programs.
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111, PERSONNEL
- Office of Academic Affairs:

Superin+endén+ of Academic Affairs - Marvin Townsend
Assist. to Superintendent of Academic Affairs - Lloyd Dobson

~ Family of Schools:

There are {0 Superintendent of Schools (Family of Schools)
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April 9, 1974

LEVEL 1 MEETING: SUPERINTENDENT OF ACADEMIC AFFAIRS OFFICE

(1

(a)

(b)

(1)

OVERVIEW

Superintendent of Academic Affairs: Marvin Townsend

Major Areas of Responsibility

The main concern is wih the quality of the academic program in

the system, especially the following areas:

i - Direction

2 - Program

3 - Assessment

Generai

The superintendent of academic affairs has the following roles:

(1) operational - In connection. with Mr. Cobscii; (2) leadersh|p~e.g.coordlna1
fhe acflvlfles of all of the superintendents of schools. Currenfly
the operafuonal role is emphasized rafher than Ieadershlp. Once

the reorganization is over, the concentration will be on !eadershlp;
(3) finteraction with Executive Committee and Board of Education

(collectively/individually).

MAJOR FUNCTIONS WITHIN EACH AREA
1 - Direction
1.1 - Major Direction: |
- Major direction Is with the Superintendents of the Fomuly
of Schools and to a lesser extent, the principals.

Essentially a field oriented job.

U. '77
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usually‘a one-to-one situation where the superintendent

of academic affalrs *alks to the superintendent of the

family of schools, to discuss the board's views and coordinate
superintendents' goals with the board's.

generally try to stay away from the schools per se, the
responsibility of the Family of Schools' superintendent but,
periodically sit with the Headmasters' Assoclation, refer

to Section (1.2),

Staff Involvement:

heavy invoivemenf with staff by Informal visits to the schools
with Superintendent of Schools.

meet with the secondary principals through the Headmasters!'
Assoclation executive

meet with the elementary principals and vice-principals
through the Elementary Principals® and Vice-Principal's
Assoclation

meet with executives of E.A. and OSSTF through Executive

Council.

Evaluation:

continuing reassessment of evaluation procedures for teaching
staff to be developed in 1974-75

nothing formai, especlaily after one Is already on staff
secondary princlpals' evaluation - a commit+tee consisting of
Headmasters, representatives, Superintendents, and L. Dobson
elementary principals' evaluation - usdally 3 team which

inciudes a superintendent from the central office (Mr. L. Pobson) .

a committee is In process of developing a formal procedure

~J
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for evaluation of th~ Superintendents of the Family of
Schools.
1.4 - Leadership Program:

- ongolng.revlew of need for various leadership roles
(Planning Department and Lead=rship Superintendent Committee).

= MLT administers program and chalrs leadershfp teams

+ committee meeting.

" - identification 6f candidates
-lwork directly with candidates in échools, principals and
superlnfehdenf of schools.
- a team of 2 vislfs.prospecfive candidate, 3-4 times per
year to review needs, objectives, preserit progress.

- ongoing leadership traiaing (carried out by Program Dept.)
(D.McVie) after annual review and planning by superintendents
of schools, Leadership Commfffees.

- an Evaluaticn Program Committee has been set up wh}ch
defines leadership specifications for all positions. Mr.
tambie Is responsible for ¢he process and Mr. McVie for all
of the in-service and professicnai #aveiopment that parallels
the process.

2 - Program:
- program evaluafloﬁ done by the Program Department and-then
discusses, makes recommendations to (a) M». Townsend,
(b) Administrative Council.
3. = Asc sment:
- meeting of 4 superintendents weekly for short term goals,

immediate problems.




(i)

(a)

(b)

=37
- lona range planning ie objectives is reviewed by this group

PERSONNEL

Organization

- all of the Superintendents of Schools (Family) and L. Débson,

B. Quance, Bailey, D. McVie, report to M. Townsend

- fhe Superintendent of Planning (B. Lambie) reports directly to
the Director's office but works closely with the Academic Affalirs
office.

Responsibilities

1. Lloyd Dobson

- Superintendent of Schools (Assistant to the Superintendent
of Academic Affairs)

- plays the major operational role with %hewsfaff, e.qg.,
Staffing, prinélpals' evaluation, funding of programs;
chairman of the Academic Councili.

2. Bill Quance

- Superintendent of Schools (Special Services)

- directs chief psychologist, attendance counsel lor; with his
assistant B. King acts as a consultant, and with W. Ward
deals with special educational services.

- the reorganization has altered his job;'he now assists the
Superintendents of Schools In an advisory, consultative role.
Because of the decentralized new structure, uis duties now are:
~ development of programs |
; development of professional development program, in service

training, recruitment of staff (new}.

R
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- work in cooperation with and liaison with Superintendents
of Schools

- less emphasis on operaflons'and more on planning, policy and
prof. development function in the area of special services.

3. Doug McVie

- Superintendent of school (Program)

- involved in program and professional development

- supervision of consuitative staff, recommendations re long
range planning in this area. |

- e-phasis Is to get Into the schools for personal contact
and input

- sharing of responsibilities with the Superintendent of
Schools (Field) in determining needs, coals; concentrate more
in leadership;: need recoqnized to do more long range planning
In the areas of professional development, teadership, needs
re services

- supervision of Measurement and Research and Depelopmenf
(Judy Spigel) |

4. John Bailey

~ Superintendent of Schools, (Assistant to Academic Affairs
Department)

- leadership role In adhoc committee work, e.ﬁo, alternatives
to supply teaching, evaluation of teachers, surplus staff,
interviewing of staff for responsitie positions

- makes recommendations to Central Superintendents' Council

re above

liaison with OSSTF, EA etc. in ongoing studles.

81
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PRIORITIES

1 - Lead
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Il Lambie

‘Superlnfendenf el Schools (Planning)

although is responsible directly to the Director's office,

he Is In close Ilalson with Mr. Townsend

has the leadership role in the desian to help principals

and superintendents to fook at long-term qoals and

planning |

his long-term planning activities include:

- population projections - assistance in staffing,
facillfies

- assistance ot Area Superintendents on questions such
as boundary changes, program, staff needs, pianning
for future, etc.

- special ed. plannina.

ership Development:

- growing role in the future - as effecTive‘sfraTegy for

in

- le

troducing change in system

adership role In education as a system rather than just

school

- change in system must be at grassroots level and reflect

staff needs, attitudes, input,

2 - - Emphasis on the human element of administration

- must be aware that a large system can ofter be insensitive

to many people’s.needs

- personallze role and contact of senior officlals vis-a-vis

teachers essential
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3 =~ Quality of Program:

- monitoring function

- fill needs of kids and requirements of parents, Paard of
Education. -
(V) NOTES:
1 - Possible Information Needs
.1 - Staff information - leadership
- task force personnei
1.2 =~ Facilities Inventory:

- upqgrading of facilities ; need systemwide review ‘to
estabiish priority for program of upqrading; |ibrary/
resource

1.3 - Capability to Monitor School Experditure: distribution of
funds within family, within individual schools._ Emphasis

on physical rather than lLican resources.

o
o
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LEVEL 1 MEETING: BUSINESS AFFA|RS

Superintenden? of Rusiness Affairs: Jack Brown

(1) OVERVIEW
Major Aress of Recponsibility
1 - Supervision of business affairs of the Board
2 - Treasurer of the Board

3 - Executive

(11) MAJCR FUNCTIONS WITHIN EACH AREA

1 - Supervision of Business Affairs

1.1- Functional Areas:

1.1.1- Directly report to the Superintendent of Business Affairs:
- Assistant to the Sup. of Business Atfairs (Murray Skinkle); reports

directiy to Jaci Brown; responsible for computing services
- Personnel division
- Area Business Offiéers; North & South Areas; E. BFITTEH & Wiila Woodill
-1.2- Superintendent of Business Affairs Accountable for:

- Administrative services (Bil| Keith)

- Accounting services

Plant Division (Derek Wiikinson)

Report to trustees on all areas in the Jurisdiction

Transportation: responsible for policy and tenders. The day~to-day
operaflons are handled by the 2 area busnness officers.
1.2 - General

- general philosophy is that aéademic needs must be taken into account

and not just a business approach per se (e.g., resource allocation

( 84
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based on academic needs)
- role of giving inputs to the wducational program from the viewpoint
of non-teacher
~ Integrétion of educational facilities with the community:
- view of total needs of community served by education
- integration of community agencies to meet needs
= advisor fo Planning Dept who has the formal responsibility in
this area
contacts with municipal ﬁersonnel retained; eventually Planning Dept
wiil take over.
2 ~ Trearurer to the Board
- role of treasurer is to ascertain what the Board's eventual
financial commitments wil{ be
- negotiate and pur;hase school sites from developers
~ liaison wiTh.The Ministry in obtaining financial rescurces.
B. Keith is responsible ior the administration of the money
3 - Executive
- executive role through membership on the execufivé commi ttee and

administrative council

~ Executive Committee: director, academic officer, business officer

- held at end of each administrative council
meeting and on call

~ salary negotiations (excluding the Director)

- peréonnel matters, appointments

-~ del icate matters

~ Administrative ~ executive committee members, auditor and all
Councii:

[ERJ!:« sup?ﬁlnfendfzfs
L - 85
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- mnet weekly
- anything to be presented to the Board is

dealt with here first

(I'11)  PERSONNEL
3.1 =~ Organizational chart; available
3.2 - Responsibilities
~ given in Section ||
(V) PRIORITIES
1 - all financial responsibilities
2 - provision of facilities and accommodation fér growth needs
(V) GENERAL .NOTES
5.1 = Linkages:
5.1.1 - Planning Department
- work with developers for yields, etc. The superintendent of
Business Affzirs office is responsible for the purchase of sites.
5.1.2 - Field Offices
- administrative assistants are under the superintendent of that area
- littie contact with the Superintendent of Business
5.1.3 - Internal

- Plant: - design and construction people work together with Planning Dept

Maintenance and Caretesking Dept linked to Purchasing Dept

Payroli: linkages to everybody

{

Personnel :authorizes payroi! changes

Budgeting & Accounting: - administration of budget by field superintendents

- businesé office controls capital expenditures

0 gp
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- Business Superintendent & “oard:
- strong linkage

- Board expects information from J. Brown
- formal information transmifted via reports
by operational areas

= Social linkages for good of Board:
- Halton church extension counci |

~ Drug centre
- Advisory Board of ERAS:
5.2 = Critical Factors:

- School Trustees

e
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June 5, 1974
" VEL 1 MNEETING: DIRECTOR'S OFFiE

(1) OVERVIEW

Director of the Peel Board of Ecucation - Mr, John Fraser

(a) Major Arens of Responsibility
1 - Relaticonship Between Senior Administration and Clected QOfficials
2 - Develoning Objectives and Structure of the Organization

3

Relationship with the Communi ty

4 - Relationship with the Ministry

5 Leadership Role

(b) General Comment

- The Director is not responsible for the actions of the Board; he
‘s not the Board's spokasman; that is the responsibility of tie
Chairman of the Board ‘ |

-~ The Director js responsible for the operaticons of the system and

impiementation of the Board's policy

(2 Major Functions Within Each Area
1 - Relationship Between the Senijor Administration and EIecTed'Officinlq
- most critical to develop an open relaticnshir vith troctess
- relationship between trustees and administrata;; is daveloned
through the folfowing:
1.1 Standing Committees:

- Director ensures that these committees function properiy;
- Members must be prepared for the meetirgs
- Assignment of staff as members of these committees are usually

related to staff members' areas of responsibility




4
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“eqular Poard Meetings -

- Director ensures that materials are preparcd and sen+ to

trustess in advance
“Horking Partnershig" Retween Board and Administrators:

- Director's role to protect the staff in the face of the Board
- Dircctor strengthens the role of the staff

Devnloping Objectives and Structure of the Organization
- director has agreater objectivity due to lack of vested interes+

~ takses responsibility for the organlzation as it is now

tesioned and for its productivity
Relationship with the Communi ty

- putlic relations, e.g., information +o cormunity organizations
- explains what the Board js Trying to do through the notion

of Ysysten

» 1.€., a common sot of objcctives for +the
organization as a whole.

- public inquiries usually come to the Direcfor first, who then
decides how and who should handle the issue

- Director tries not to be a member of any specific community
committees, otherwise he would be inundated with +hese

- the rapid growth of the county has fed to a proliferation of
cemrittees and many well-organized interest groups

- Director sits ex officio on commiTtees

Ministry

= D'rector takes an active role when denling with senior Ministry
staff (i.e , Vells, Davis)

= depending on the issue, will participate in occasional meatings
with regionaj Ministry staff

Leadership

- issues arize which consume a great deal of time; ofien ‘the

Dirccter has to react to a situation having foo many unknowns,
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- often required to si-2ak to federations and associations; also
invited to speak in the standing committees.
- active role in leaderchip development of staff; he is one of
two members on committees dealing with potential leaders
in the sysiem. |
= handles serious personnef problems, especially vhen confiden-
tiality is required.
- chairs the Administrative Council: involves setting up the
202nda, sharing of information, integration of alj componeiits.
- Director coordinates 3|} major meetings in the system to
reruce conflicts; most meetings held at night.
= Director is the executive member at the reaular Board meetings
and 2lso sits in on any other meetings that have important
a9:nda items.

- avtends special functions.
A Priorities

I - Partnership with trustees - greatest nzed now

Relationship with staff

N
!

W

Felationship with the community
4 - Catelyst for specific issues, e.g., major thrust in primary

education.
7 Goneral Notes

1 -~ Circular Organization Chart: ‘
- information feeds in from the denartments
= system policy matters go directiy to the Director
- in cuses ¢of doubt as to whether administra+tion
or Board shkould tzske action - goes o Poard as
information
= matters are referred o the standing committees
for solution. If actlion is r zommended by the
committee it must be ratified by the Board. - Al raports,
cenmittee resoluiion;, information, efc. must Jo via the

Administrative Ccunc:! before being sent to the Bcard.




- Diretor follews up on alt Board resmlutions

ensure action is taken - a log of Roard resolutions is
konot,

o

E}(
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ACTIVITY ANALYSIS DOCUMENTS
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MANAGEMENT ARFA: 1,1 BUDGET PREPARATION

QVERV IEW

STEP PART 1C | PANTS/
NO. DESCRIPTION INRUT oUTPUT LOCAT ION
1 Prepare budoet qaidelines 1, Budget format 1, Budget Guidelines supt, of Finance
2. Expenditures - current year -forms
to-date -instructions
3. Budget - current year -expenditure summary
(current year)
2 Prepare school roquests 1, Cap-current requests 1, School requests School staff
2. Special requests
3. Mtce, requests
3(a)| Prepare Area Requests, 1, School requests 1. Area requests Superintendents -
| priority rank 2, "Overheads" 2. Requests to Departments Families
3. Budget Guidelines
. 4, Consultation = Finance
3(b)| Prepare Department requests, |1, Program requests - Dept, 1, Department requests Department: Heads
priority rank 2, Program requests - areas (Forms BD-1, 1(a), 2(a))
3, "Overheads"”
4, Budget Guidelines .
5, Consultation - Finance
4 Prepare Superintendency 1, Area requests 1, Superintendent requests Superintendents
Requests, priority rank 2, Department requests (Form BD-2)
3, "Overheads"
\ 4, Budget Guidelines
5, Consultation = Finance
5. | Total Budget Compilation 1. Superintendent Requests 1, Budget Request Superintendent of
2. Dept, and Area Requests Finance
6 Budget Review - Internal 1, Budget Request ! Revised Budget Request Admin, Council Qgﬂ
‘);j (adjust, revise) 2, Consultation -~ Supts, Dept, pproved in principle)
Heads
3, Revenue Estimates
4, Ceiling Calculations
7 | Budget Review - F & B Comn, 1, Revised Budget Request 1, Final Budgel Request F & B Committee
(Adjust, revise) 2, Revenue Estimates
1. Ceiling Calculationg
4, Consultation - Supts.
Rudget Bpproval 1, Final Budget Requegt 1, Amvroval Budget Bm
o £ :
~ERIC *' |

L e ]



DETAILED PROCEDURE

ANALYSIS
AREA: _1.1.1 BUDGET PREPARATION CONFONENT: ~ BUDGET GUIDELINES —_
OBJECTIVES: 1, Prouctiop of Effective Budget Guidelines for Whole Systen —~—
2, o
30 — o =\t
NPT TNFRIATIGH OUTPUT INFORIATIG o
STEP DESCRIPTION FORATION RATION PARTICIPAATS
N0, DESCRIPTI0N | SOURCE DESCRIPT |0M | TIMING LOCATIQN_%W_
] T
1 | Determination of Budget | Previoug budget state- f Budget Categories { Aug. 15 | Budget 0ffjcer
ments based on Code of ! Yoms ! and Superip-
Accounts ! } tendent of
{ ! Finance
! { (Central 0ffjce
Progran needs identified ! Verbal i
through feedback fron } {
Schools § Superintendents] }
[ [
Policy Guidelineg ! Board }
(Finance and Budget ! Resolu~ }
Comi t tee) I tion !
| |
. . [ ' ’
2 mmmmdm@ﬁMMBWRMMM% ! B@&mmM@Mmm }&mle%MmM'
Priority determination : (Staff 1ist) { and Superin-
{ (Other components) } tendent of
! (Department summary) } Finance
! ! (Central 0ffice)
o . ' ' |
3 Preparing instruetiong Budget forms ! Instructions | Sept. 15| Budget 0ffigey
! ; and Superip.
: } tendent of
) ) | Finance
f}() ! ! (Central Office)
l .
i :
(1
: I 0
! I ’
| [
' :
|
i |
—— | | .




DETA!LED PROCEOURE
ANALYS S

J
R e AR

ArAr L1,2.1 supcer PREPA} - . “DMPONENT =i

T e

JLQEESTS 7 SIFLD OFFICE .
OBJECTIVES: 1,

2. K b g o g, ——
3' —— S —
. o IWPLT INFORAATT TP R ]
? CESCRIPTION "= ~— : - — I PARTIC!PAI TS
i 1 i oy ! NN
3 DESCEATION y CTURCE DESCRIPTION y THE NG LOCAT 10n
| I ! o
: |
! ! :
Prenare description of LFIUus Buc ot 2 Dec  zion documents POon Fleld Supt,
Budaet Cazevories ang oAt ! ! %
Instructions «~ IZI1VES .Tom Central {
S !
|
Set upver linit o cag, arcoper ool and waat i Descriptzon Document | Oez Field Supt,
Current and replacemente --2222ion 1 licy 3 zet | :
[
SCENES | nietvent 3Colz !
A A 3C1001:
Sez) B RE T .
< Cap.oTuroopt g Renlacer UoLon o capt ; “ Tt of allocable - Ceenk, o School
and Tix eptal Budgec : "7 zable of (Cap, Curr-:tsg Z:r ) Principal
E2 1 schools -2 2 Requisition Forr) boon
|
P riets Supt, I,
b ‘ - {
L E L 3ls for | teo, 1
o n, ete, f gweab altgr
de: riptd 0%
( | dom sent o
o)
|
I ;
] .
! ‘ :
1 {
| .
1 [
I |
! a
! |
! [
—— ! {
Q
ERIC




DETAILED PROCEDURE

ANALYS §
ARLAr _L21 BUDGET PREPARATION (Cont'd)  COMPONENT: SCHoOL REQUESTS FRON FIELD OFFICE —
CRIECTIVES: 1, .
2, _
3!
| N THFORA UTPUT INFORMATION
T2 DESCRIPTION INFUT INFORMAT 10M ‘ QUTPUT | 0 l PARTICIPANTS
N0, | DESCRIPT 0N | SOURCE DESCRIPT 10K :TIMING LOCAT (0N
& | Pzquests from school Fequest from school :School; Requisition | AMN.A. | School and
onerated at any time and Upper limits Educational IField
zvieved by Suct, or relevance to program I0E£ice
cesignate lAlloca-
adnin, Assist.) {upto 50) :tlons.
:School &
:Field
| Office

. [
(a) | 'on~allocahle Yeques 1g-- n "

Request for Estimate to 4 Mons,
=2 Constructior. Dep:, + Rationale for need Construction Depar<ment lead-
time
1) | Zzjor Reguests to Supt, t Rationale for need
0 Plant
5 | Requests over 50% and Field
Suoplemantal held until 0fiice

Budget Apcroval

6 1 Consider Requasts over 503 Budget Approval by Board
o Budget-~Approved
Zubject to Board

{
|
[
|
|
|
|
|
|
|
|
{
|
|
|
|
|
I Board | Requisitions out at:omaticallyu ANA,
! ‘
[
|
|
;\},proval :
)
!
!
|
|
i
[
[
|
|
I
I
|
!
|
[
i

:Follow- J,Ue}
1ing
:Budget
thpproval
by Board
{(Spring)
|

6(a) | Consider Supplemental iUt Aiproval by Board

Board  { Requsiitions for Approval IPollowin:
Requests ’

items IBudget
IApproval
lby Board
! (Fall)

i
anu4<xl Filance
{yweone, "d)

I
‘
l




DETAILED PF:DURE

ANALYS ;

AREA: 1.1.2,2 BUDC | cpeoppr~— COMPONZT:  scHooL REQUZSTS
OBIECTIV S, 1 7 - prac.- —~>72tary requests  .ased upc. f.dget aliotment from Super ‘ntendert
2
3
el - INPUT_INFORMAT ON KN L JTPUT_INFORMAT 10N )
STEP SOR T : 7 ﬁ ¥ F = "ICIPANTS/
NO, ] DESCRIPTION ! SOURCE | L IESCRIPTION L TIMIG JCATION
Cap-Curre s Fzcussz-- E ?
1 Iderzifice—ion of = .. |; e :F
depz rtmer : i
2 Formulat:  f Sch. ! 2cheol  E:nistrative Toam H
list of 11 ~ities, i ;
3 Submissio: - Sup=zr- Rezisition Form i |
intendent, | i
4, | Review of _.misszor h)'¢ i ziper atecdent Ewhen
Superintencc-:, ! : budget
» . I I approved
Special Rec: sts: ‘ 5 E
1 Request by DIinCin. .oy . ‘equisition Form i i mmedi-
Superintendz-t, E ; tely
L ¥
Maintenance Reques . . - l :
=2int . ! H
1 Request by Principai :- ‘equisition Form } ilmmedi-
Superintendar=, : : ?dtely
. i { .
1 t T ¥
Supplies: ! 5 ' I
! 4
1 Principal zZots b “ger, ’ ! ?when
2 | Department wmiie  ii=quisition Form | { budget
requisitic.. ! | approved
i |
| ]
i i
] ] i
] I I
1 ]
i 1
) }
1 i




DETAILED PROCEDURE

ANALYS 1S
AREA: L1, 3 muDcET srepaparroy COMPONENT: 3(a) PREARZ'2REA ReguRgTS

OBJECTIVES: 1, Preparation of Field Office Budget Requestz

2. v
"= — -
§Tep DESCRIPTICY LUPUT_INFORHAT (0N | GUTRUT_INFORMATTON

PARTICIPANTS/
“ﬂQo

TINING | LocATION

Oct. | Field Office
Supt,

|
DESCRIPTION L SOUR DESC2: 7T 10N
I

L | Description and Definijop Previous Budget Docunent Fielc

of Budget Categories Directives from Central } Cifis
Preparation Office

Description Neoment

{Cent:
: Offi=
f(Kei::
!

2 | departments of Field

c
Description Document | pegt.
Office Complete Forms

Assessnent of Need: | perey-

(a) Past Budget I nel

(b) Current experience {{Pi-2d

(c) Projection of needg 10ff 3¢
|

Standaré Budget Porm Oct, |Field 0ffice

Personnel

-2 |Discussion and clarifi- Pinal Depart-ant Budget
Cation of raticnale for

{ Per:on | Request (Steadard Form)
Tequests with Super-

i
|
|
{
|
|
[
|
[
|
|
[
[
|
|
|
|
[
[
|
[
[
|
|
|
]
|

i i
Standard Budget Forns 1Dep, }
|

|

{nel § | }
| i
[

[

|

|

|

|

|

[

l

!

|

|

[

|

|

[

l

|

|

|

i

[

|

i

[

[

1

Oct, | Field 0ffice
Personnel §
Supt,

|
intendent ! Sz,

4 |Collation into Field Department Budget

Service Budget & Establish Requests (Final)
I Priorities

‘Field Office Request

' (Standard Forp)

i3rief for Rationale of
Budget Rrquest

Novs |2 Supts, &
(early! | adnin, Asst,
(Pield Office)

104
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DETAILED PROCEDURE

ANALYS 1S
AREA: 1.1.4 BUDGET PREPARATION COMPONENT:  DEPARTMENT REQUESTS

[r—

OBJECTIVES: 1, completion of Forn B0l (), Bp] apg BDZ ) N
2, Establishment of priorities

3,

.

STEp ESCRIPTION INPUT INFORMAT%ON QUTPUT  |HFORMAT TON , CARTICIPANTS
NO, DESCRIPTION | SOURCE DESCRIPTION | TIMING LOCATION<__
1 |Deternine staff ~Current Staff List | Staff file BD1(a) completed E Oct, |Dept, Head

i !
Requizenents -Number of New ! Board i
Schools | Minutes !
|
2 |Complete Forn ip} BD1(a) } RD1 completed 5 Oct, |Dept, Head
i
~Previous Years Budget}Approved i
| Budget !
"Excenditures to-date | pripgoyt !
|
“Anticipated inflation! Business s
| Publications |
jand supplies !
|
~Anticipated needs !l Age of |
| equipment s
{Yew projects |
current :
| state of :
| equipment i
|
3 |Complete Forn By (a) BD1, BD1(a) ! BD2 (a) | Oct. |Dept, Head
| | |
4 |Establishment of -Board priorities | Supts, Justification of expendityre L oct, Dept, Head
Priorities ! to Superintendent :
-Job performance | Job degcrip- :
- Environmental | tions ! o
\{)L] Requirements { ]
~Budgetary requests 1801 (a) {
|BDL, BD2(a) !
i |
| .'




DETAILED PROCEOURE

l cuts)

i

HRLTSTS
AREA: _L.1.5 BUDGET PREPARATION COMPONENT:  SUPERINTENDENT REQUESTS
OBJECTIVES: 1, Completion of Form Bp-7
2 Allocation of Prigritieg
3 _Recomended Deletions
Te|  oescueTy AT WFORATION A LGN P
N, DESCRIPT 10N | SOURCE DESCRIPT | ON | TINING LOCAT 10N
i i 5
1 | Compare area superintend- | areg Supts, request | Area Approval, rejection or | Dec, Central Office
ents request with previous Prev, years hudget | Supt. | modification by Supt, }
year Projected qrowth o { BD-1 etq |
decline in students and | Budget !
staff | Office !
Analysis of per pupil : i
Costs and § of hudget | FLR ’
) } Dept, :
| [
| |
2 | Submission of BD-2(a) to Sack-up material from | Supt, | For compilation into draft | Jan, | Central Office
Budget Dept, for inclusion Budget forms BD-11 ete, ! budget !
in draft budget ! }
i |
— n [ .
3 | Consideration of draft All budget documentg : Budget | Submission of budget to Admin, | Feb, | Central 0ffice
Budget ! Office Council and Staff Budget Comm, {
| i
4 Fstablishing prioritieg Directive from Admin, : Admin, | Draft Budget recormended Feb, | Central Office
when reductions are mmﬂmHNMM:mmﬂmﬁQOmm
required reductions and from staff: Staff
budget comittee : Budget
{specific suggestions re : Ctte,
|
[
[
|
[
|
[
[
[
[
|
[
[
1

I
I
|
I
I
|
|
[
|
|
|
|
I
|
|
|
|
|
|
I
I
|
|
|
]
|
|




DETAILED PROCEDURE

MLYSTS
AREA: 1.1 BUDGET. PREPARATION . COMPONENT: _tomar, Bungen covprramzon _ o
OBJECTIVES: 1, Production of Total Systen Budqet —~—
2' —‘N—ﬁ.
30 o — sty
N g
STEp DESCRIFTION INPUT_INFORMAT ION OUTRUT INFORMAT 10N PARTICIPAATS/
N0, DESCRIPTION SOURCE DESCRIPT {ON TIMING LOGATION

L' | Check Budget Submissions Budget Forms

Corrected Budget Sumaries ! Noy, 1 Budget 0fficex
for accuracy Staff Lists & Superintends
Payroll and Accounting ent of Fipance
Records (Central
0ffige)

2" | Compilation of sumaries | corrected Budget

Total Budget Request
into a Total Budget sumaries

Nov, 15 | Budget Officer
(Expenditure Summary)

& Superintend~

¢nt of Finance

(Central
0ffice)

i

.

)
I
|
|
|
|
{
|
I
|
I
|
I
|
!
I
|
l
|
|
l
I
l
I
|
|
|
|
|
|
!
!
!
|
|
|
|
|
I
!
|
!
!
'
|
|
|
|
|
|
|
!
|
I
I
|
|
|
!
|
|
|




DETAILED PROCEDURE

RALISIS
AREA: .17 BUDGET PRePARATION COMPONENT |
OBJECTIVES: 1,
2 -
3, *
e OESCRIFTION INPUT INFORMAT 10N ‘ QUTPUT INFORMAT JON PARTICIFANTS/
N0, DESCRIPTION | SOURCE DESCRIPT | ON TIMING | LOCAT 10
| ——
1 | General Budget Overviey 1, Budget Request {Budget General Budget Overview Jan, 31 | Supt, Finance
Compilation

2, Consultation (at | Sunmary
meeting) | Forn--
3, Revenue Bstimates ! geiiy
4. Ceiling Calculations ! yerpa)
| Account-
! ing Dept
‘ | (based
| on Min,
| Forms)

& Budget
Officer

2 | Examination of priorities | General Budget overviey

Consultation of Supts, ,
ete,

Priorities established Peb, 7 | Adnir, Council

3 Revisions of General Priorities
Budget Overviey General Budget Overviey
Consultation, ete,

Salary Schedule
Conmitments

 Revised Budget Request Feb, 14 | Adnin, Counei]

—-— -
o

|
|
|
|
|
]
|
|
i
!
|
|
!
|
|
]
|
|
!
|
!
!
!
|
!
|
i
I
|
|
|
!
|
|
|
|
|
}

ERIC

Full Tt Provided by ERIC.



DETAILED PROCEDURE

ANALYS IS

AREA: 1.1,8  BuDGeT PREPARATION COMPONENT: 7 & g+ BUDGET REVIEW & APPROVAL .
OBJECTIVES: 1, .
' —

3! R it

§Tep ESCRIPTION INPUT_INFORMAT IO i QUTPUT INFORMAT |ON PARTICPANTS)

N0, DESCRIPTION l SOURCE DESCRIPT 10N TIMING | LOCAT 10N
|
1 | Review of priority listingd 1, Revised Budget Requesﬂ Recommend final Budget Feb, 21 |F & B
listings and resulting 2, Revenue Request to Board Committee

revised budget request 3, Ceilings
4, Consultation

Priority Listings Adnin,
C

ouncil

2 | Exanination of Final Final Budget Request

Adnin, | Approved Budget
Budget to Board

Coun01l

Feb, 28 | Board

114

I
I
|
I
|
|
I
I
|
|
|
I
I
I
I
I
[
!
{
|
I
I
i
|
|
|
|
|
|
|
|
|
|
|
!
!
!
l
|
|
|
|
|
|
|
|
!
!
|
[
|
!
l
1

|
I
1
i
|
!
|
i
|
|
|
|
|
]
|
|
|
|
|
|
|
|
|
|
|
|
!
|
|
i
|
|
]
|
|
|
|
|
|
|
|
|
|
|
I
|
|
|
|
I
|
|
|
!
I
|
|
|
I
|
I
|

*T[:IQ\V(ZE, steps 7 and 8 will be at one one meeting of full Board + F ¢ B Comnittee,

so Board can vote approval at
tAat meeting,



OVERVIEY

MANAGEMENT AREA: 2, 1 ACCOUNTS PAYABLE
§TEP

. PARTICPANTS
N0, [ RIPTION INPLT OUTRUT LOCAT 1O /

Process imi»ices for payment
by computer systems Cheque

Process Cheques
Requisitions re:
Petty Cash reports
Mileage Claims
Expense Clains
Other Claimg

by computer systens cheques

Manual Ch.._es 2y Typewriter

YN
[N
(eI}

Purchase Orders {copies)

Invoices

Receiving Reports
Batches to Computer
Vendor Numbers

Standard forms
Batch to computer

As ahove

liszs from computer
@ Migisters

A/C Payable Staff
A/C Payable Clerks

s Chief Accountant

or Listings
standing Purchase Order

Purchasing Dept, .
Budget

lists S:hools
Information for Budget Reports|Adnin, Staff
“and Financial Statements |Geac

Suppliers

Same as ahove and integrated |As ahove

in edit lists, etc.

As above

As above




CVERVIEW

VANAGEMENT AREA: 2.2 accouwts RECEIVABLE AND REVENUE

STEP PART ICIPANTS/

N0, DESCRIPT 0N INPUT OUTPUT * OCAT| (i
Misc. Revenue

-

~—

Recovery of damages costs
Sale of Equipment

Sale of Bldgs,/sites
Interest Earned
Cafeteria Revenue

Tuition Fee Revenue

Continuing Education
Driver Education
Sunmer School
Winter courses

Day School

Rental Billing and Revenue

Schools § Facilities

Grants
S g

Provincial

Requisitions to municipalities
New Year

Meros, Forms
Bazchs to computer

Pees and forms from various
sources

Rental Permits

Caretakers overtime reports
Revenue from Rentals

Requlations, form work sheets
Assessment Information
Enrolment Information

Assess, Information

Ministry Requlations

Working papers from Ministry

Previous year Financial
statements

| Official Receipts:

Bank Statementg

Edit lists fron Computer

Revenue portion of
financial statements

Reports to Ministry

As above
Invoices to Students

Invoices for rental
Official receipts
Billing Summaries
Journal entries

Grant calculation forme
portion of financial state-
ments - Current Estimates
for next year

Estimates for year
Requests to Municipalities
for new year

Accounting Dept,
B/C Rec,

Cashier
Accountant
Chief of Account
Schools

Admin, Staff
Ministry

As ahove

r

Area Business
Offices
Regional
Business Officer
and staff as above

Accountant
Ministry, Revenue
Assess, Office
Admin, Staffq 4,
11§
Accountant
Municipalities




MANAGEMENT AREA: _hg.3.l GENERAL ACCOUNTING - OPERATING FUNDS

OVERV EW

STEP “ PARTICIPANTS/
10, DESCRIPTION INPUT QUTPUT LOCATION
Daily Borrowing Accounting Records re: Promissory Notes to Bank Accountant

Journal Entries

General Ledger Account
Bnalysis

Bank Reconciliations

Deposits, Cheques issued, ete,

Bank Debits
Corrections
Adjustments

Batches to Computer
Cheque Cancellations
Systems Cheque issued

Computer Print-out of Trial
Balances and Transactions

Cheque cashed through hank A/
Payroll Registers
A/C Payable Registers

Computer Edit Lists

Corrections Journal Entries
Back-up re: Financial
Statement and year end

Reconciliation Statements

Budget Dept,
A/C Payable
Cashier

B/C Rec,
Accountant

Accountant

3/C Rec,
Cashier
Accountant

iV
I/LLJ



OVERV I Ey

VANAGEMENT ARER:  2.3.2 GENERAL ACcOUNTING - CAPITAL
STEP

: PART [CIPANT
N, DESCRIPT 10N INPUT OUTPUT LOCAT ION o

Capital Accounting for al)

Capital Projects financed
by Debenture

Board resolutions re:

Projects approval
Borrowing
Debentures

Requests for payment for
contract drawings, architect
fees, ete,

P.0.s for equipment, etc,

Invoices for payment

0.M.B, Applications
0.E.C.A, Applications
Debentures

Bank Borrowing

Cheques

Capital statements

Trial Balances & General
Ledger Transactions from
Computer

?lanning Dept,
Construction &
Design
Supt, of Plant
Supt. of Finance
Supt, of Admin,
Services
Capital Accountant
Chief Accountant

04
b



MANAGENENT AREA: 24 _PAYROLL

OVERVI ey

DESCRIPT ION

INPUT

OUTPUT

PART ICIPANTS/
LOCAT 10K

Preparation of all input tg
Computer relative to issuing
Salary Cheques

R,
L
sV

Reports and forms from
Personnel Dept,
Overtime reports, Abgentee

reports, Casual employee time
Leports

Various other reports ang
Standard Forms

74 Slips

| Salary Cheques

Various Reports

ALl Employees
Payroll Staff
Supervisor



MANAGEMENT AREA: 4.1 ACCOMHODATION SuPBLY: CAPITAL PROGRAM

OVERV IEW

STEP PARTICIPANTS/
™ DESCRIPTION INPUT QUTRUT LOCAT 10N
Honitor Planped Development | 1, Developer's brief | 1. Facility Needs Planning
2. Plan for Sup-iv, registration | 12, Site Bnalysis
3, Pacilities inventory
Site Selection 1, Facility Needs (a, 11) 11, Site Designation Agreement{ Planning
2, Site Analysis (3, 1) 12, Site Selection
3. Inventory of Siteg 13, Site Purchase Agreement
| 14 Ministry Aporoval
(a) site
(b) purchase
15, OMB Approval (financing)
Establish Capital Program 1, Facility Needs (a, 11) 11, Project briefs Planning

ProJect Proposal

2. Demographic Stats

3. Current Enrolment

4, Facilities Inventory (a, 3)
5. Pacilities standards

6, Enrolment Projections

T, Reliable/replacement needs
8, Ministry quidelines

9, Available architects

L, Project briefs (¢, 11)
2, Capital Program (c, 12)

12, Capital Program
(a) Project descriptiong
(b) Priorities
(c) Cost est,
(d) Need justification
() Architects
(£) F & E est,
(9) Approvals

11, "Co-op Needs" study
12, Facility Proposal
13, Cost Est,

14, Ministry Approval
13, OMB Approval

no
Planning/ l‘v 0
Buildings



MAAGEHENT AREA: 4,1 accomsoonrron SUPPLY: CAPITAL BROGRAM (Cont'd)

OVERVIEW

INPUT

OUTPUT

PARTICIPANTS/
LOCATION

R
NP
N0, DESCRIPT 10N
I T
Constyuction

1
e

L. Construction Cost (5, 13)
2. F & E Specs, & Costs (g, 14)
3, Contract (G, 15)
4, Working Drawings (F, 11)
5. Construction Specs, (7, 12)
6, Ministry Approval
(a) site
(b} purchase (8, 14)
7, OMB Approval (£inancing)
(3, 15)
8, Building Permits

| 11, Construction Schedule

12, Inspection Reports
13, Payment Approvals
14, Cost Control Statements

Buildings



~ DETAILED PROCEDLRE

TRAE
AREA:  4.1.1 ACCOMMODATION SUPPLY - CAPITAL COMPONENT: MONITOR HQUSING DEVELOPMENT o _
ORIECTIVES: |, PROGRA _
2, | =
5 B
o SR | P R T e ——
0, ESCRIFTION | souce OESCRIPT 01 TIING | woeaTion

1 | Project student yield

]
|
|
1
!
Housing yield factors ! Tocal Planning
(Greeniaus) ! Planning
:Board
2 | Draft Plan of subdivisioﬁ Ministry Planning
: | of '
:Housing
f Projected Yield as .
| required
: Comment on Draft Plan " |Planning
E (Letter)
}
2 |Facility Needs Analysis Projected Yield } Planning Planning
,
|
| Projectn
Current Enrolment .
Fanily of Schools Schools Planning

Enrolment Projection )
. (3 yr) )
_ )

Planning I:RL’ Planning
Available facilities
List of Proposed/Reg, Ninistry Planning
Subdivisions of housiyg
Munici,

)
|
|
|
|
|
|
|
|
|
|
|
|
{
|
|
|
|
|
|
)
|
|
|
|
|
|
|
l
Yield l
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
i
{
|
|
!
|
)
f
|
|
|
|

[ T D NN s . . — — S —— —— — —— — —— —




~ DETAILED PROCEDURE

ANALYSIS
AREA:  4,1.1 ACCOMMODATION SUPPLY - CAPITLL, COMPONENT:  MONTTOR HOUSING DEVELOPMENT -
PROGRAX
OBJECTIVES: 1, _—
1 e
3 —
§Tep DESCRIPT IO INFUT INFORMATIO'N.I QUTPUT INFQRMATION ] PARTICIPANTS
N0, DESCRIPT 10N L SOURCE OESCRIPTION | TIMING LOCAT 104
] T T
| [
1 IProject student vield Housing yield factors :Local E Planning
{Greeniaus) :Planning i
iBoard |
) Draft Plan of subdivision Ministry i Planning
:of [ '
fﬂousing :
: Projected Yield Eas .
: | required
: Comment o:1 Draft Plan L Planning
l (Letter) E
|
| |
2 |Facility Needs Analysis Projected Yield :Planning : Pianning
| Yield :
| Projectn :
| |
[ :
Current Envolment ! l .
Panily of Schools :Schools | Planning
) |
Enrolnent Projection ) ! ! o
(3 yr) - ) |Planning } .1\3délanning
Mvailable facilities ) : :
| |
List of Proposed/Reg, | Ministry ! Planning
y Subdivisions lof housigg !
i | Hunici. !
| |
a |
| [
! |
| |
Q | |
LRIC | !




~ DETAILED PROCEDURE

ANALYS|S
AREA: 4.1.2.1 ACCOMMODATION Syppry COMPONENT:  SITE PURCHASE -
OBJECTIVES: 1,
2, T
5, —_—
IHPUT_ INFORMTTON QUTPUT IHFCRIET »
S| oesRieTy , LU P
N, DESCRIPTON | SOURCE DESCRIPTION ! TIMING LOCAT 10M
1 T -
1 | Prepare site purchase Site Purchase Agreement {Greeniaus ’ i Planning
I : | |
Res'n (Greeniaus) Appr'd Capital Allgce {Ministry { Planning
ation (site §) | of :
tEducation !
Project Proposal Design § ! Planning
| Const, | .
{ Site Purchase Resolution !
| |
| |
2| Bpproval of Site Purchase | Site purchase }Planning !
(Board) resolution | !
! Approved Site Purchase ! Board
! resolution !
| |
| [
3 | Comnission site appraisal | Approved site purchase  IPlanning| Site Appraisal } Planning
resolution ! ! Appraiser
| |
| |
5 | Prepare Instructions to Approved site purchage } Legal Documentation } Lawyer
Lawyer resolution | ‘ |
| |
| |
4 | Prepare OMB application Approved Site Purchase : Request for § : Lawyer
(Chief Accountant resolution ! OMB Application to approve ! 1 2 1 Finance
N | site purchase |V
1\1 L) i E
5 | OMB Approval tg Purchase | Application to (Mg :Finance OMB Approval to purchase n OMB
: site E
! |
n |
| |
| n
| |
| |
] |




~ DETAILED PROCEDURE

AALYS 1
AREA: 4.1.2.1 AccomNODATTON SuppLy COMPONENT: T8 PURCHASE. (Cont'd) - -
OBJECTIVES: 1, _
2 —
W ~
STep ESCRIFTION INFUT_INFORMAT 10N o OUTRUT INFORMAT N PARTICIPANTS
N0, DESCRIPTION ! Soumce DESCRIPTION TIMING LOCATION

T | Arrange Tenp, Financing Request for § Lawyer | Bank lLoan

Finance
OMB Approval to Purchase
site
8§ | Purchase Site Legal Documentétion Deed to Site Lawyer
Bank Loan Finance

;C.JJ
[P §




~ DETAILED PROCEDURE

1 |Project Enrolment

ANALYSIS
AREA: 4.1.3 ACCOMHODATION Syppry — CORONENT: e by ROGRAN - -
(BIECTIVES: 1,

- —

3 —

STep DESCRIPTIOn | INPUT " INFORMAT 1N OUTRUT INFORMAT 10N ‘ | PARTICIPANTS)

N, DESCRIPTION SOURCE DESCRIPT 10N L TINING LOCAT 10N

] |
|
|

Projected Yields frop

Greeniaus  3-Yeay Enrolment
(Planning) new development i Projection Twice Planning
Current Birth Rates | Regional
| Ass, Off
School Projectiong | Prin,

u 1Supt, of Fami]
Current 3-year Projection:Planning

Planning
Available Facilities b
|
Corrent Enrolment | Separate
(Separate) 5ch, Bd,
' '
Current Enrolment IPrinc, :
|
(Public) i Monthly Planning
|
2 | Estinate Cap Facility Needs , lPlanning Planning
| |
u |
3| Costs, Establisp Prioritieg| Site Purchase Aqrecments {Ministry Facility Yeeds Cogt Estinate |July- Planning
Grant Requlations | of Facility Needs Priority Sept,
(const. §, F/E §) |Education Ranked

| >-Year Cap Space Forecast
' .

Preliminary Cap, Program E 0&¢C

Current Enrolments  « |
(Public)

C EMMMMPmﬁumm

J,j | List of Approved Arch,

4 | Prepare Interin Cap,
Program (P § B Committee)

e
—
Co

Interin Cap, Progran

——— —— — —
i P




AREA: 4.1,3 _icgomoomon SUPPLY

O P g o

STEP
N)

OBVECTVES: 1,

. COMPONENT: ESTABLISH CAPITAL PRoga (Cont'd)

~ DETAILED PROCEDURE

HRLYSTS

DESCRIPT 10N

MA

INEUT INFORAAT O

OUTPUT INFORMAT |ON

DESCRIPT 10N

DESCRIPT 0N

| .
L TIMING

PARTICIPANTS;

Approvals Interin Cap,
Progran (Board)

Prepate Capital Program
(Planning & Bldg, Com, )

Approval of Cap, Progran
(Boaxq)

ApProval of Cap, Program
(Ministry)

Prepate

Project Briefs (Supt,~
Fami]ieg)

Interin Cap, Progran

Preliminary Cap, Prog,

Interin Cap, Program

Current Enrolments
(Public)

List of Approved Arch,

Proposed Cap, Program
Board Revisions

Approved Cap, Progran
(Board)

Approved Interim Cap,
Program

Approved Cap, Program
General Specs,:
Educational

I
Approved Interim Cap, Prograq

Proposed Cap, Program

Approved Cap, Progran

Approved Site Allocation
Approved Bldg, Allocation

Project Briefs

LOCKTION

Ministry of
Education

Planning

144




- DETAILED PROCEDURE |

ANALYS|S

ARER: 4,14 ccomeomrion spery CONFONENT:: _prozecr propogay -

OecTives: 1,

3,
NN g
NES DESCRIPT |00 INPUT INFORMAT 1O OUTPUT INFQRMATION PARTICIPANTS
\jﬂl; DESCRIPTION SOURCE DESCRIPTION TIMING | LOCAT 10n
} | Prepare coop Needg Cap, Progran Cooperative Needs Study Planning
(PLanning) (Interim or Final)

2 | Prepare Building Proposal
(Resign and const, )

3| Prepare Project Proposa]
(Panning)

4| Project Proposal Approval
(Minist:y)‘

£stahlish Proy, Acct,
(Finance)

1| Conmission site Survey
(P

Q

ERIC

Full Tt Provided by ERIC.

M___————

Project Brief

Needs Analysis

Current Enrolment (pub,)
Current Enrolment (Sep, |
Enrolment Projections

Population Age Distri,

Capital Progran
(Interim or Pinal)
Project Brief

Site Detail

Con'l Specs: Educ,
Capital Grands Plan

Coop, Needs Study
Building Proposal

Project Proposal

Approved Proj, Proposal

Site Detajl

Munic,

Ministry

Planning

D C

|
|
|
!
i
{
|
I
I
I
|
|
|
|
I
!
|
|
|
|
|
|
|
|
|
I
|
|
|

(Form)

Building Proposal (Form)

Site Detail

Utility Requirements

Building Detail and
Notification

Project Proposal
Approved Project Proposal
Project Acct,

Site Survey

Surveyor




~ DETILED PROCEOURE

ANALYS IS
AREA:  4.1.4 ACCOMMODATION SuPPLY COMPONENT _?ROJECT PROPOSAL (Cont'd) o
OBJECTIVES: 1,
,
o
STp OESCRIPT oK INPUT INFORMAT (0N | QUTPUT INFORMATION PARTIC AT
N0, DESCRIPT 10N ! S0URCE OESCRIPT 10N TIMING | LOCAT 10N
!
|
B| Establish Site Development | Site Survey | Site Developnent Requirements Surveyor
Requirenents (D () Building Proposal E (To Architect) '
u
91 Instruct Architect General Instructions | p §C | Confirmation of Commission
to Architact | Tnstructions to Architect
Site Development Project Brief
Requirements
Site Survey
Site Detail
Project Brief Planning
Name of Architect
Unit Cost Guidelines
Required Date of Planning
Occupancy
Project Supervigor D&

144




~ DETAILED PROCEDLRE

LTSI
ARER: 4,15 Accomsonarron SUPPLY COMPONENT:  DESIGN I - SKETCH PLANS
et g
OBJECTIVES: 1, .
2, M
3 — T g
b —————
TR, N,
N, DESCRIPT IO | SOURCE DESCRIPT 10N | TIMING LOCAT IO
: - : e
1 | Approve Arch,/Eng, List of Proposed Arch,/ :Arch. Approved list of arch./eng, | D&C
Consultants (D g ¢) Eng, Consultants | consultants E
| |
2 | Prepare Sketch Plans Approved Consultants | | |
| Various buildings IVarious : Architect
standards (const,, :agencies :
| health, etc.) : :
Consultation~Bd, Staff :Board ’ : Bd, -Axch,
Consultation=Pks, /Rec, :Pks/Rec. f Architect
Library Board |Lib, B, |
| |
| |
3 | Sketch Plan Sketch Plans | !
| |
| |
4 | Approval ! Approved Sketch Blans ! Board
(1) P & B Com i |
(2) Board ', |
| |
| |
5 | Update Needs Study Approved Sketeh Plans ! Enrolment Projection for : Pléf?i?g
(PLanning) Corrent Enrolnents | new school ! 1
Coop ‘Needs Report ! !
| l
| |
6 | Prepare Ministry | Approved Sketch Plans ! Sketch Plan Submission | DgC
gs act] | |
. Submission Enrglment Prjection ' 1-Sketch Plas '
140 Capital Grants Plan | s Protect !
~Frojections I
Reference Const, Costs 1D § C . [
! 3-Cost estimates !
| E
ERIC | |

e




- DETAILED PROCEDURE

HLISTS
AREA: 4.1.6 AccowonaTIoN suppLy COMPONENT: DESTGN IT - WORKING DRAWINGS .
OBJECTIVES: 1, —
!
3, _
D -
(Tep ESRIPTION INPUTINFORMAT ION QurTAuT INFQRMATION : PARTICIPAATS
N0, DESCRIF¥ 10N SOURCE DESCRIPTION | TINING LOCATION _
. |
|
L | Prepare Working Drawings | Approved Sketch Plans D&C | Working Drawings/const, specs| Architect

Constr, Specs. (Architect) | (Board and/or Ministry)

Approvals--other Agencies |
Fire Marshalls Require-

Fire | Approvals--Fire Marshallg

ments Notification Required
Recommendation-~other t QR Fire Revisions
agencies Health

4 | Approval - Horking Drawingg Working Drawings/Specs
Constr, Specs. (Board) Approvalg-other
| Agencies

Approved Drawings/Specs,

|

|

u

|

!

|

|

|

|

|

|

|

|

|

|

|

i

|

|

|

|

|

|

|

|

|

|

|

5 | Update Needs Study Notification of :Board Enrolment Projection
(Planning) approval of working/ |

drawings |

Coop Needs Study i

|

|

|

a

|

|

|

|

|

l

|

|

|

|

|

|

|

l

|

|

|

|

!

Current Enrolments

6 | Prepare Ministry Submission Approved Drawings/Specs

Working Drawings Submission
Enrolment Projection

(to Ministry)

iy




- DETAILED PROCEDURE

ANALYS|S
AREA: 4.1.7_AccomsonaTron Syppry COMPONENT: FINAL, BROTECT APPROVAT, -
ey M
OBJECTIVES: 1, o o
? —— e
R e ro e
STEp ESRIPTIOY INPUT INFORMATION_, — OUTPUT IHFORNAT | ON — PARTICIPANTSf
N, DESCRIPTION _J SOURCE DESCRIPT N : TIMING | LOCAT IO
— ; , —r
1| Call Tenders (D g () Approved Drawings/Specs EMinistry Tendered Bids E D&C
Standard Tender forms/ | p g ¢ | Contracts
Procedures i :
! [
2 | Analyse Bids (D g ) . Tendered Bidg km&mu Recommend Contractor i D&cC
| |
3 Board Approval of Contyact Recommendations 1 D&C Approved Contract :
| |
, | |
4 | Final Update Needs Approved Contract ! Enrolment Projection : D&C
(Planning) Coop Needs Study : :
Current Enrolments } :
[ |
| |
5| Prepare Ministry Approved Contract ! Final Project Submission ! Dac
| Submission (p § ) Encolnent Projection | :
[ |
| |
6 | Ministry Approval Final Project Submission ! Approval of Project {
(Ministry) ! :
: : Ihw‘,
| | Ly
| E
| |
| |
| |
| |
. | |
J i |
| |
| |
| [
| |
| [
| |
| |
| |
| |
— L, — ]




MANAGEMENT AREA: 5.1 PLamr OPERATIONS AND NAINTENANCE

OVERVIEW

STEP PART CIPANTS/
N0, DESCRIPT 10N INPUT QUTPUT LOCAT N
Operations Budget
Supervisor of Maintenance & Ensuring cleanliness
Operations and efficient operations
of Physical Plant and

Area Supervisors of Grounds

Maintenance & Operations |

Caretaking Staff

IR,
B!
O




MANAGEMENT AREA: 3,2 PLANT OPERATIONS AND MAINTENANCE

OVERYIEW

T ———

STEP PART ICIPANTS/
N, DESCRIPTION INPUT OUTPUT LOCAT |ON
Central Cap/Current Budget Various capital improvenents
Projects to Buildings & Grounds
| Principals and Field Super-
intendents
Maintenance Dept,
| g

. —
T

o




DETAILED PROCEDURE

MALYSIS
AREA:  5.1,3 Pramy OPERATIONS ____COMFONENT; PREPARATION OF DEPARTMENT BUDGET REQUEST o
OBJECTIVES: 1, -
. -
3
STEP ESCRIPTION [ INPUT NFORMAT [ON ‘ OUTPUT INFORMAT 1ON - PARTICIPANTS)
N0, DESCRIPTION | S0URCE DESCRIPT ION | TIMING LOCAT 10N
| {
1 | Determine salary cost of Payroll print-out | Payroll | Tota) connitted salary cost loct, 31 Supervisor
present personnel

} } (Haintenance
|
|

& Operations)
2 | Determine futyre personnel | List of new facilities

New  |List of new persomnel requ1red'0ct 31 Supervisor
requirements and salary  |Date of completion Design {and salary cost i (M & 0)
costs & Const,

|
n
|
3 | Deternine supply requires Monthly budget print-out
" ments for future

facilities

Computen) Total committed supply cost

Oct, 31 | Supervisor
Service { and inflation factor

(M 0)

4 | Deternine SUpply require= |List of pey facilities

ments for future Date of completion

facilitieg

|
|
l
|
|
:
New Total supply cost for futyre ;Oct 31 | Supervisor
Design growth, including inflatign } (M & 0)
& |
|
|
I

5 | Deternine equipment to Survey report on

Area | Total cost of replacement
be replaced existing equipent

Super- | equipment
v

‘Oct 31 | Supervisor
|
isors !
|

M & 0)

6 | Deternine ney equipnent | Survey Yeport on

Area | Total cost of ney equipment
needed existing equipment

Super~ | needed
visors

Oct, 31 | Supervisor

M§o0) :lfi

Oct. 31 | Supervisor
Mg 0)

T | Determine cost of sundry |Honthly budget print-out

Computer} Total committed cost plug
1‘25 smaller budgets Serv

rvice | inflation

8 | Determine comnjtted cost |Department Records

Sec.  {Total comnittee cost plug
of contractual Services

Oct, 31 { Supervisor
inflation

)

I:IQ\V(Z

IToxt Provided by ERIC

PArutros o

|
|
|
|
|
|
I
|
|
|
!
I
|
|
!
|
|
|
|
|
!
|
|
|
|
|
|
|
|
I
]
I
|
[
)
|
|
]
|
|
]
|
|
[
|
|
]
I
|
|
!
I
|




DETAILED PROCEDURE

~STEp

ANALYSIS
AREA: _5.1.3  DLANT OPERATIONS (cont'q) COMPONENT: PREPARATION OF DEPARTHENT BUDGET REQUESTS
- OBJECTIVES: 1,
2, -
3, —
INPUTHFORVATIO )
DESCRIPTION LU INFORATION W NI T ercionts
N0, DESCRIPTION ! SOURCE DESCRIPTION | TIMING LOCAT 10N .
i |
! !

9 | Determine contractual List of new facilities | Ney Total cost of future :MHSmmm
services required for Date of completion :%ﬂ% contractual services | (M &0)
qrowth i & Const, ' i

[ |
10 | Prepare detailed budget All input previously } Dept, | Total budget forecast :Oct. 31 | Supervisor
forecast listed | Records | (M & 0)

: :
| |
| |
n |
[ |
| |
| |
| n
| |
[ |
[ |
| |
| [
| |
| |
[ |

[ | .

| [ 2N

| | L
| n
o ! !
BT : |
: | |
| n
| |
| |
| |
[ |
| |
| |
[ [
[ |
| |
| |
! |
| [
| |
) |
| |
l '}




VANAGENENT AREA: 5.2 PLat oPERATIONS amp MRINTLAANCE -~ MAINTENANCE

OVERVIEW

T S ——

STep
0. DESCRIPT oy

INPUT

OUTPUT

PARTICiPANTS/
LOCATION

2 | Maintenance of a]] Physical
Plan and grounds

ERIC

Text Provided by ERI

Supervisor of Maintenar.e §
Operations

Teaching Staff
Caretaking Staff

Asst. Superviger Maintenance
(Planned Maintenance)

Maintenance Budget

Preservation of Capital
Assets

Ly



OVERYIEW

MANAGEMENT AREA: 5,2 MAINTENANCE
STEP PARTICIPANTS/
N0, DESCRIPT 0N INPUT OUTPUT LOCAT IO
3.2.1 | Project Request 1, Breakdown Notification | Project File Supervisor of
2, Cap~Current (Family) Request Maintenance
3, Maintenance Programs Enjineering

5:2,2 | Project Investigation

5.2.3 | Project Authorizatiop
(optional)

5.2,4 | Design, Contract

5.2,5 | Project Schedule

]

2,6 | Carry Out Works

527 | Budget Preparation

(a) Programmed Maintenance
(b) Cap-Current (Cent)
4, Capital Programs Sub-Contracts

Project File (2,F.)

Request for Authorization

Project Authorization (from 2,F,)

1, Specs/drawings
2, Contract award(s) (From P.F.)

1, Specs/drawings
2, Work Order
3, Wotk Schedule (p,F,)

1, Project Authorization
' OR
2. Request for Authorization
OR
3, Item for next year's
Budget Consideration

1. Project Authorization
0R
2. ITtem for next year's
Budget Consideration

1, Project Specs/drawings
2, Mward of Contract(s)
(where appropriate)

1, Work Order
2, Work Schedule (p,P,)

1, Signed-off Work Order
2, uthorize final payments
3, Closed-out Project File

Maintenance Prograns, Budgets

Supervisor of
Maintenance
Engineering

Originator of
Project Raquest

Naintenance
Engineering Dept,

Purchasing Dept,
Maintenance

Engineering J 00
-\f‘,
Maintenance

Engineering



DETAILED PROCEOURE

‘- MALYS1S
ARER: _ 5.9.7 prawr MAINTENANCE COMPONENT:  PREPARATION oF DEPARTMENT BUDGET REQUESTS
————— gt g, —— - e e g g
OBJECTIVES: 1, -
4 A T
3, - o
— N g1 iy,
NPT INFORAAT G UTPUT TNFORAT 0%
T ey o T oy
. DESCRIPTION T._SOURCE DESCRIPT 10N ! TIMIN_Q‘_\_LO__CAI\I_QLL“_
1 |Determine salary cost of - | Payroll print~out iPayroll Total committed salary cost : Oct. 31| Supervigor
present personnel ! = (Maintenance
i | & Operations)
.2 [Determine future personne] List of new facilities | New List of new personnel | oct, 31 Supervisor
requirements and salary Date of completion f Design | required and salary cost 3 M & 0)
costs 4' & Const, i '
[
3 | Deternine supply require- Yontaly budget print-out= M5.X, | Total committad supply cost | Oct, 31 Supervisor
“ I ments for future ! and inflation factor } M0
facilities 5 }
|
4 | Determine supply require~ | List of pey facilities | New Total supply cost for future ."Oct. 31 { Supervisor
ments for futyre Date of completion fDesign qrowth, including inflation : M & o)
facilities ! & Const, !
| [
5 | Determine equipment to | Survey report on | Area Total cost of replacement | Oct, 31 Supervisor
be replaced existing equipnent | Supez- | equipment ! g o)
| visors !
[ [
6 | Determing new equipment Survey report on } Area Total cost of ney squipment } Oct, 31| Supervisor
needed existing equipment ! Super~ | noeded } (i g o) s
5 Visors i Aoy
( T | Deternine cost of sundry | Monthly budget print-out: M.S.K, | Total comnitted cost plus : Oct, 31| Supervisor
], D0 | snaller budgets ; inflation { (5 )
| (
| | .
. 8 [Deternine committed cost | Department Records } Sec, Total committed cost plus ll Oct, 31| Supervisor
| of contractual services ! inflation ! Mg o)
% %
| |
! [
| {
| [
o B |




DETAILED PROCEDURE

ANALYS | §
AREA: __5.2.7 PLANT MATNIENANCE (Cont'd)  COMPONENT: PREPARATION p DEPARTHENT BUDGET REQUESTS
OBJECTIVES: 1,
2, N
3 N
STEP DESCRIT 1o INPUT |NFORMAT 1 ON QUTPUT INFORMAT 1N PARTICIPANTS/
N, DESCRIPTION SOURCE DESCRIPTION TIMING | LocaTion _
9 | Leternine contractual List of new facilitiag New Total cost of future Oct, 31 | Supervisor
services required for Date of completior, Design | contractual services (M & 0)
growth & Const,
10 | Prepare detailed budget | a1l input previously Dept, | Total budget forecast Oct, 31 Supervisor
forecast listed Records (M &0)

o

ERIC

Full Tt Provided by ERIC.



MANAGEMENT AREA: 6,1 TRANSPORTATION

OVERV W

STEP
N0,

DESCRIPT 0k

INPUT

OUTPUT

PARTIC1PANTS/
LOCATION

Prepare invitation to tepder
school and disseminate
instructions, etc,

Prepare list of pupils
eligible for transportatiop
Plot pupils

Design Routes

Determine mmber of buses

| Analysis of Tenders

Tenders

\

Transportation Contracts
Awarded (promised)

Bus Routes Designated

Adjustments of hug routes
(extra buses)

1. School boundarieg
2, Transportation Policy
- reqular students
- special
- winter bus (additional)
~ Home Ec, & Ind, Artg
~ kindergarten
~ sumer school

School 0,5,R,

List of pupils eligible for
transportation

Plotted pupils
Bus loading factors -

Designed routes

Number of Buses
Submitted tenders
List of Contractors

Submitted bus tenderg
(Board accepts/rejects)

Recommended Tenders

Avarded Transportation Contracts

Additional student enrollment

1, Procedures for 5chools
- forms
- instruction

List of pupils eligible
for transportation

Plotted pupils (map)
Designed routes

Estimate buses by route
Transportation tender spec,

Recommended tenders

Recommendations

Contracts Awarded (promised)

Distribution of Bus Routes

Distribution of Bug Routes

Business Officers

School
Business Officers
Business Officers

Business Officers

South Business
Officer and
Admin, Council

Business Officers

185

Board

Business Officers

Business Officers



DETAILED PROCEDURE

ANALYS S
AREA; 6.1.1 TRANSPORTATTON COMPONENT:  REquLAg BUSING .
OBIECTIVES: 1, Determination of Studept Eligibility for Busing
2, o
5~ —
STEP DESCRIPT IO | INPUT I NFORMAT | ON | OUTPUT INFORMAT 10N | PARTICIPANTS
NC. DESCRIPTION ! SOURCE DESCRIPT|ON | TIMING LOCAT 0N
| T
| |
1 | STUDENT ELIGIBILITY ! |
| [
1.1 | Map changes in school School Boundary changeg } Board  [Updated school and road I Anytine
boundaries (if any) ! Minutes | network map

lin year
|
1.2 | Establish 2-mile linit for |Gpdated schools map

[

|

lg "
each school (on map) !

[

As above Mapped 2-mile linit

~ grouped either (by
street preferrably)
of alphabetically

[
[
!
[
[
! |
13" | Compile lists (by school) Napped 2-mile limit b " |List of streets eligible for Wan-Mar, { )
of streets eligible for : Yeqular transportation, ; )
transportation | (by school) ! )
! ! ) Distribute
1.4 |Update Transportation Changes in transportation} " ISchool Transportation policies: " ) to
| Policy instructiong to policy { furms (1), instructions to ! ) School
schools (if any) ! scheols : ) Principals
| . [ )
1.5 | Prepare Tequest for Home |List of schools with H.E.; Files, |Request for Home Ec, & Ind, ! " )
Ecy & Ind, Arts schedule 16 Ind, Artg Facilities, ! Board |Arts Sept, schedule - I )
charges in policy | ¥inutes )
I ‘ 1 ""0
1.6 | Plot students gn road map  [Completed schoo] lists :School Maps showing distribution Kid~Apr, 3
(or maps) of students | Princi- { of students eligible for
? p;} eligible for transport- :pals transportation
Ly ' ation }
3
!
|
[
l
|
i
[
[
1




DETAILED PROCEDURE

ANALYS 1S
AREA: _6.1,2  TRANSPORTATTON COMPONENT: ~ REGULAR BUSING ' COMPLETED BY _J
OBJECTIVES: 1, Route Design .
2 _
3 —
TEp DESCRIPTION INPUT INFOR?ATLCN ‘ 2 QUTPUT INF?RMATION | 4 PARTICIPANTS
NO. DESCRIPTION | SOURCE DESCRIPT [ON | TIMING LOCATIONA_ﬁ
| | |
1 | Design bus routes a) Plots of eligible E Above | Initial Design of Routes E End of
(1) Secondary students ! - route maps | July
(2) Elementary b) Current routes {) - number of buses required |
Optimize bus usage ¢) Route timing :) = nunber of students per |
deternine nunper of buses |- information 1. bus |
‘ . I, Files [
required (experience usually) ¢) I
d) Bus loading factors ) :
e) Transit timetables, E) E
maps i E
2 | Compile Magter Routes, &) Output of 2,1 {Above Master Routes :End of | To school
Allocate Bus Privilege b) Provisional {Tenders Bus privilege cards iAugust Principals
Cards desiqnated routes | file Transit tickets ¢ letters |
Allocate Transit Tickets & operations | f
(Secondary) E E
[ |
3 | Adjustment of Routes Master Routes { Adiusted Master Routes }Sept. Designated
(because of increased } { Operators
quantity translents or ! !
imnigration) ! { |
, , : M
~ add new routes if Excess students on  IDriver | Information re ney routes  1End of J
! 7 required | buses Isurvey 1 Sept,
[ - inforn operators ! |
- distribute extra Bus ! {
Privilege Cards | !
' | |
| |
[ |
L |




~ DETAILED PROCEDURE

ANALYSIS
AREA: _6.1.3 TRANSPORATION COMPONENT:  REGULAR BUSING
OBJECTIVES: 1. Transportation Contract Negotiations
2
3
INPUT o
TP DESCRIPT oy LT NFORAATION NN P,
A, GESCRIPTION ! SOURCE” DESCRIPT 10N | TIMING _LQCATION_H
| :
| |
: :
1 | Prepare invitation to List of bus operators :) Conditions of tendering | Barly | Advertise &
tender for bus contracts | Previgys years' :) Files |Application forns L March | to current
conditions of tendering :) : bus operators
! |
, |
2 | Rnalysis of Tenders Operators' Tenders :lOperators Recommended Tenders | Early
! Current contracts ! Files | (Operators & mumber of buses) | April
Records of Operators' ! " !
previous service and : :
performance ! :
[ |
3| Contracts Awarded § Bus Recommended and approved | Board Notification of accepted E End of | Tendering to
Routes Designated tenders EDecision tenders and provisional : April | Operators
| routes designated :
| |
4 | Adjust kccounting on : | End of 171 |
Contracts (after route | :Sept.
nodifications) { :
| (
| |
5 | Contracts Finalized Provisional contracts |Files | Pinal Contracts | End of |To bus
and adjustments ! i Sept. | operators
N | {
[ r
| |
[ :
| !
| [
] |
' i
} B
| |
L l




~ DETAILED PROCEDURE

MALSTS
AREA: _6.1.4  TRaNSPoRTATION COMPONENT: _ REGULAR BUSTNG .
OBJECTIVES: 1, Transportation budgeting _
2, __ -
30 — e
$TEp DESCRIPTION o JNPLT INFORMATON QUTPUT_|NFORMAT 10N
N0,

| PARTICIPANTS

DESCRIPTION TIMING LOCATION

SOURCE DESCRIPT1ON

L | Total Expenditures
Estinated and Compared
with Projected

Projected Transportatio

Files | Estimate of percentage
Expenditures (last year

increase in operation
prices

Mid"OCt.

—

2 | Project next year's

Estimate of percentage
"| budget requirements

increase in operation

above | Budget request for next year
| Prices

—— —— — — —— ——_—
N —

PAruntext provided by eric

ERIC



- DETAILED PROCEDURE

ANALYS|S
AREA: 6.2 TRANSPORTATION COMPONENT:  SPECIAL STUDENTS e
OBJECTIVES: 1, ~
L _
ST ESCRITION INPUT I NFORMAT |ON . OUTPUT THFORMAT | ON PARTICIPANTS,
N, DESCRIPTION SOURCE DESCRIPT 0N TIMING LOCATIO@ﬁ_ﬂ

L | Request special student

Mid
information frop hpril
special services

? ! Plot all special students Special class student special | Plotted special students July

‘ 1]
forns (5), names, Ferv1ces
addresses, birthdates, wesources
home, schoo) bersonnel

|

Current map : Files

3 | Design new foutes, and/or | Current Master routes
adjust reqular routes (reqular transportation)
(rural) Route maps

Files | Route maps and schedules

4 | Draw up drivers' schedules| Operators' contracts

Files | Drivers listg of special
and student lists Route maps and schedules

students, ie, names,
addresses, school,of each

July~ | To each drives
Aug,  |on special

|
|
|
|
|
|
|
|
!
|
|
|
|
: route i
l -
| .
> | Write to all special Special student, nanes, | step Individual instructions Mid |
students giving their addresses, routes labove | to special student Aug, 178
instructiong for : - route
transportation : ~ timing
o : = Operator
! : « bus nunber
; - telephone numbers
! .
|
|
|
|
o 1 o=
LRIC




DETAILED PROCEDUAE

ANALYS IS
6.2 TRANSPORTATION (Cont'q) COMPONENT: ~ SpECTAL, sTupNms _ —
OBJECTIVES: 1, o _
' —
3, —
A l J —
e DESCRlPTION o INPUT INFORMATION OUTPUT INFORMAT 10N | PARTICIPANTS/
N, DESCRIPT 10N SOURCE DESCRIPT 10N L TINING LOCATION _
|
|
|
|
6 | Update spesial student !
lists in accordance with !
responses to individua] !
letters (previous step) |
1
- Cross untraced/moved Correspondence Parents,| Updated Special Student }
| students off respective | re: changes of address, neigh- !
bus lists deceased, etc, bours, !
- make enquiries of etc. | Enquiries to Special Services| all year
special services to Special '
trace such students Services

E

AruiToxt rovi

RIC

- inform operators of
changes

b

Notification of change to
bus operator

150



~ DETAILED PROCEOURE

ANALYSIS
AREA: 6,3 TRANSPORTATION COMPONENT: X 1DERGARTEN -
OBJECTIVES: 1,
] - - —
5 ) *‘
- —— INPUT_INFORMAT 0N OUTPUT INFORVAT O PARTICIPANT;
| | '
NO, DESCRIPTION | SOURCE" DESCRIPTION | TIMING LOCAT 10N
: | -
. | !
1 [ Plot morning shift Kindergarten Registra~ ! | April
Kindergarten students tions I |
(with the reqular students) ! :
= Names I |
- addresses (or nap; | }
- shift { |
: |
2" | Regular Route design E E
(see Regular Busing 2,1) } !
| , |
. | |
3| Design take-home routes : Horning take-home schedules !
for morning shift, and ! and afternoon pick-up and !
afternoon collection ang ! take-home schedules :
take home voutes (if any) ! !
| u
4 | Compile Kindergarten i Names, addresses (or nap) of E To each
Students list (or map) : ﬂHMmemmmm: driver
for bus drivers | his route '
| |
- , 182
| |
: | |
4l i B
| |
i |
| |
! |
| |
| |
| |
| |
| |
| |
Q : |
"E ! e )




g
n
I
- DETAILED PROCEDURE
ANALYSIS
AREA: 6.4 TRANSPORTATION COMPONENT:  WINTER BUS SCHEDULING -
OBJECTIVES: 1,
2,
3,
ST OESCRIPTION INPUTINFORMAT fON . QUTPUT_INFORMAT [N . PARHCIPANT#
N0, DESCRIPTION | SOURCE DESCRIPTION | TUHING LOCAT 0N
) 1
‘ I |
> | Establish 1-2 mile 1imit Current map with | Files | Map with 1-2 mile limit | After
for each school boundaries : plotted | Sept,
| |
| B
2| Compile list of streets Output of step 1, ; List of streets eligible for ! To each :
iehﬁMehrﬁMubm ! winter bus transportation ! school with |
transportation : (plus instructions, forns) ! (K=3) '
! |
| |
3. Plot eligible students Lists (or maps) of L School | Plot of eligible students | End of
on road map eligible student names, Principal ! Oct,
addresses : }
| 1 |
| |
4 | Design additional routes Master routes or Bug | Files | New routes and timing ! End of
or make modificationg Maps (3) ! ~ number of buses required ! Oct,
te regular Current bus contracts : = number of taxis I
awarded ; !
| |
5 | Inforn contractors a.d New routes, etc, i&w4 mmemrwwatMemdi To school
allocate bus privilege ‘ labove | instructions ! principals & :
cards to schools l ! bus and taxi |
: i operators |}
Yokt | g
iESmj | | ;
| | | 184 ;
: : b
| u
| |
| |
| |
| |
| |
: |
Q li :
ERIC | |




~ DETAILED PROCEDURE

ANALYSIS
AREA: 8.5 TRANSPORTATION COMPONENT:_HOX8 BCrmomscs & miopstga, ARTS _ -
OBJECTIVES: 1,
- 2, _
3 R _
- T INFORK ‘ -
Siep DESCRIPT 01 —_INPUT" INFORMAT 0N ‘ OUTPUT MFORMAT 10N l PARTICIPANTS
M, DESCRIPTION 1 sounc DESCRIPTION - L1iing LOCATION
s s
1 {Allocate Home Economics ¢ Home Economics g brincipal Home Economics & Industria] | April
Industrial Arts runs to Industrial Arts Program tp Hope Arts bus routes and tining i
Operators - i.e,, lowest Schedule hunq |
hids Operator's Tenders for :School |
prices tendered : | ;
: :
| |
[ u
| |
| |
| |
! |
| |
s |
| |
| u
i |
[ u
! [
n |
| !
! |
| |
| |
| L 1dp
] : 146
169 i i
| [
j |
| |
| |
n |
| |
! |
| |
| [
| [
[ |
| |
| [
| |
O = :
ERIC | |




- DETAILED "ROCEDURE

RLYSTS
AREA: _ 6.6 TRANSPORTATION COMPONENT:  MNISTRY RERORTS _ -
OBJECTIVES: 1, _ -
5 _
o _
e e | — ! -
- SRIPTION INPUT INFORAT IO _ QUTPUT_IHFORYATION | OARTICIPANTS
N0, DESCRIPTION | SOURCE DESCRIPTION TIMING LOCATION
|
!
1| Check and correct 'E 30's - Principals  lschool | Corrected e 30l By Oct, 3]
¥E 301's

2 | Summarize ME 301's on
| ME 302

167

Report on Transportation!Principal
of Pupils '

Corrected ME 301's

ME 302 - Board Transportatioy
Sumary

To Ministry
of Education

168

ERIC

Full Tt Provided by ERIC.



OVERY IEw

VANAGEMENT AREA: 7.1 PERSOMVEL DERARTIMENY. ADHINISTRATION
STEP PART IC1PANTS,
e, DESCRIPT 0N NPT OUTPUT LOCAT oW
7,11 | RECRUITMENT L. Department Stoff Requisition |1, Advertise/Internal Posting | Superintendents
(Hon~teaching staff) 2, Candidates 2. Interviews
' 3. Selectior, 5, Staff
7,1.2 | SALARY ADMINISTRATION Intexviey Evaluation Job Description 5+!ary Evaluation
- Job Evaluation . Classification Committee
Survey Contribution.
- Salary Surveys . Survey Output
-hmmmmﬁmof%hw Teacher's Documentatic . v ouE
Schedules Teacher's Salary
1.1.3 | EMPLOYEE BENEFITS 1, New Employee 1, Benefits Documentation-
2. Insurance Claim, Workmen's Group Insurance, Pension,
Compensation Claim QHIP
3 Terninating/Retiring Employee |2, Bemefit (if acceptable)
3. Necessary Documentation
Pension Cheque
7,1,4 | NEGOTIATIONS 1, Contract Termination 1, Statistical Data, Advice Salary Comnittee
2, Staff Bargaining 2, Contract
7.1,5 | COLLECTIVE AGREEMENTS Grievance Grievance Hearing
7,1,6 | TRAINING AND DEVELOPMENT Need and Selection of Candidates Training Seminar/Course
‘ r
7,17 | COMMUNICATIONS 2D COUNSELLING | 1, Employee Question 1, Angwer 1‘}(}
2, Change in Legislation or 2, Information of Change
‘ (59 Board Policy |
| 3, Employee 3. Counselling
7,1.8 | PERSONNEL, £3C0RDS New Employee, Employee Records + Files

Terminating Employee




OVERV/EW

MANAGEMENT AREA: 1.2 PERSONNEL ADMINISTRATION: ALLOCATION
STEP PARTICIPANTS/*_-
0, DESCRIPT 10N INGUT QUTPUT LOCATION

1 | Board Policy - Generate Glohal

Figures for staffing for
elen,, sec,, voc., schools

Calculate the distribution of
staff for elenestary and

secondary schools

Estimate of staff mobility
(Personnel transfers,
resignations, retirements)

Principal determines stafs

needs

\

Hl

Hiring

- Student enrolment projections:
elementary and secondary by
school

- formla (board policy)

= global figures of staff needs
= secondary school distribution
formila

- elementary school distribution
formula

Requests for trangfer

~ personal

- administrative

~ leave of absence

- notices for resignation,
termination, retirement

- estimates of above

~ promotion

- estimated staff movements
= expected enrollments
= school
~ planning department
- distribution of staff by
secondary school
- distribution of staff by
family for elementary school

~ Ad to newspaper
- internal postings
- applications

Global fiqures of staff peeds

~Distribution of staff by

secondary school

~Distribution of staff by
family for elenentary

school

~Placements of transfers
~Estimated Staff movements

Staff needs

- hiring of staff
~ placement

Staff Allocation
Committees

Staff Allocation
Committee (S.A,C,)

Field/CBO

Principals/Field

192

Principals/Field/
(B0




HANAGEMENT AR

8.1 STAFF DEVELOPMENW7< BLETTTHS = DIVELOBMENT

(V21

CVERY 1 Ei

STEP

" DESCRIPTION

!

8.-.1

“laiser
" Instite: ons

8.1.2 | 3oard :-

Zducat:

sored Ministry of
courses

8.1.3 7 lredi- - Non-Credit Board

Jourses e

-4

1a) Hev  achers

'ith Teacher Training |

1

i

INPUT
.

Ehs

PARTICIFANTS/
LOCATIC

Pra~tzce Tuzvhing Arrangement

Rec. st 1 Teachers
Princinals
Super: itendents

Progr:a Dept,

Reqz 2z

cust, & vreculun

Package

-3coqnized  azzry course

-2acher Cer- 'ficate in area
of Stud:

Ozient: -p
[ Eremi ok
"Rer o alme

L. T ieg

T ]

-#7age and
2ps
: resources

refr:s LI sting
Hee . 0 - oarztoo
el e dpmg

Reccam: o 7o
Deve_cmz- °

Ide  ip.-:
"1 tlon Forr

RV

~ S DoLwsiion Forr

; trrers o oelum
ST rvices

Sta.  rovics

Lee .zzship Trmlopment
Seminar,

| Role Developr:rt Programs

Inventory
. Assessment of  sadership
Candidazes

i

Teacher Eéacation
OZfizer

T2achers Prearam

Dapz-tment

Extzznal Exzertise

Kintztry oF
Lducatiz

£.D. Counc...

Coordinator-

Consultznts

T2acher Zrozatior
Dffic:

Tez ner Z7:zation
Cif: oer

Exiz® ng *:ads

Forr=r Hewcs

Teacr. s
Supt  “zad:-ic
L HrE




M AGT NT :REA: 3.1 STAFP DEVELORMRWT g RELATIONS - DEVELOPMENT (Cont'd)

m

QVERY

I

size - | ) PART IC PANTS/
. SEEIPTION INPUT OUTPUT LOCAT IO
g.1.: d) Substitr-a Teachers Advertisement of Positions In-service Prograns Teacher Fducation f
- Signing of Contract Permanent 1.D, Card Officer
Issuance of Temporary I,D, Card Supt. of Schools
(Progran)
&) Parent Vo unteers Parent In-servige Guidelines Volunteers in
Principal In-servige schools
Teacher In~service Committee
8.1 | In-service and Workshops Request of school (s) ney progrem | Workshops Supt, (Program)
Professional Activitieg Related Materials Coordinators
Ongoing Assistance Resource Teachers
8,1, 38 mmeﬁMMmeammd:MWM) In-service Program Dept,
8,15 (Supplemental of Study Grade Division Materials Teachers outside
Commi ttees) School Expertise
Family
3171 Liaison with Community Meeting with school, commereial Work experience Programs Individual School
Industry and industrial representativeg Technical & Comm,
Directors
‘ Businessmen]_ 98
P,D, Council
8.1.8 | Liaison wi-h Teachers! Requests from Members of P.A, Coordination of Professiona] P.D. Council
} 355 Federatic-s Council ~ Activity Days on Regional 0.5.8,1.F
Basis Education Assn,
Sheridan College
Liaison Committee
8.1.9 Professiona’ Activity Days Board Professional Activities
Teachi:s
Fede.ratinp
Pri sran Departyont

W




OVERY) =

NANAGEMENT AREA; 3. STAFE RO G2 rong, RELATIONS
1 o | RIS,
M, OESCRIpT: - INPT | OUTPUT LOICAT JoN

€.2.1 | Board Policiag anc gl : and Requlations Diszam- joq of formatior |Staff of

3,2.2

8.2.3

Appointment of adm -

and Supervisor-- per-

Appointment of Princis-

V.2., Coordinators, -
ants and Related pogi-

Courses, Conventions,
Seminars for Staff

\

Leaves of Absence

(1)  Educationa] Imp~sement

ﬁHMWWMMa
(111) Maternity

ritive - ol
"a] UL
U ir Zrocedures 4,5, .1
5 Ve o
ault- ! Ne “uwition
ns O T aff e
iz 10

Ldent v Participants

|

ol - Application Form
ISR 0.p, 8
Cop s 0.2, 8
0.P, 8

to el off

i

Advert: ment
Interviewing
Hiriag
Placemen:

Hiring
Promctior
Placenen:

Schedules irculated
Prograns “rganized
Participzsts Identified
Facilitizs Arranged

~ Leav:. Exchange, Loan or
Refuzl

- Need ‘or Replacement

= Board 0ffjceg
- Scheols
- Maintenance Are::

1= Personnel Dept,

- Learning Centreg

Trustees

- Supervisory Office:
| Principals

Search Committee
Interview Committe

Candidate

| Interview Comnittee
Director

Eoard ’

il Staff

19§

Supt, of Academic
M fairs
Educational Improve.
ment Conmittee
Supt, Academic
Affairs
Board

{cont'd)



VAN EMENT ARE:-.

8.2 STAFF DEVELOPMENT § RELATIONS: RELATIONS (Cont'd)

OVERV IEW

STt PART CIPANT
DESCRIPT 04 s/
N9, INPUT OUTPUT LOCAT ION
8.2.6 | Twenty-Five Year Club Study of Service Recognition Annual 3:zget Trustees
L. 39 Supervisory Officers
25 Year Club Members
8,2,7 | Staff f -Aprovi. or Rejection ¢ Teacher
(1) Campaigning for Public oM Legn Employee
Office ; =Terms = ie:apointment Board
(ii) Election to Public 0ffice| o -Procel: » t2 £i11 vacancy
3.2.8 | Conflict of Interest Education Act Resol i n Supervisory Officers
Policy 8 Board
8.2.9 | Retirement
Allowance Policy 29 0.p. 19 Reti sment Retiree
Age : 2olicy 28 Boar Jgaroval Board
Repl eman: Need
8.2.10] Payment of Employees in Policy 25 Payrnt to Estate Admin, Services
event of Death Death of Emplovee Personnel Dept,
Board
B.2.111 General Absence . 22, 0.k, 8
8.2.1L.1| sick Leave (Admin, § Nop- p, 32 Leave Grazted Enployee
teaching) i Doctor )
YAV
. | - el
8.2,11,2| Holiday Allowange P. 19, Arrangements with Holiday Employee
Supervisor Board
8.2.11,3 | Temporary Appointments to P. 36, Reg, 162 Appointmen:, Candidate
positions of Greater Supervisor

Responsibility

Board




VANAGEMENT AREA: 8.2 STarr DEVELOPMENT & RELATIONS: RELATIONS (cont'd)

DR

STEP PARTIC!PANTS)-_-
M, DESCRIPT 0N INPUT QUTPUT LOCAT 0N
8.2.11.4 | Student to Staff Ratio p. 35 Ratio Established Committee
Board
8.2,11.5| Financial Assistance to p, 17 Pinancial Assistance Candidate
Teachers on Exchange Board
Serving in Peel Schools
8.2,11.6| Maternity Leave 0.p.8 Leave Teacher
Supervisor
Principal




MANAGEVENT AREA: _8.3 STAFF DEVELOPMENT & RELATIONS - EVALUATION (ACADEMIC) (Cont'd)

/

OVERY ey

srep |

| 2 PARTICIPANTS/
0, DESCRIPTION INPUT OUTPUT LOCAT IO
8.3,1.4] (d) Supernumerary Teachers Operating Procedures Principal
Staff - ¢ Supt, (Family)
Staff - 21 Report of Principal
~ to Teacher
= to School
- to Field 0ffice
Staff - 3 Adninistrative Transfey
83,151 (e} Supply Teachers Operating Procedures Evaluation by Principal Principal
Staff - 2
Seminar Program Approval as Supply Teacher Supt, of Program
Prequency of Employment Teacher Education
' Officer
8.3,2] Evaluation of Vice-Principals

Operating Procedurey
Staff ~ 21

Staff =~ ¢4

Staff - 3

Report of Principal

~ to Vice~Principal

- to School Office

~ to Fleld Office
Promotion

Demotion

Transfer

Dismissal

Professional Development

Involvenent in Leadership
Review Program

Triennial Review

Principal
Supt, (Family)

Prin, /Supt, /Board
Prin,/Supt, /Board
Supt,

Prin,/Supt, /Board
Supt, (Family)
Supt, (Program)
Leadership Review
Personnel

Supt, (Academic
Affairs)

Supt, (Family)

Supt, of Schools




OVERV/ EW

MANAGEMENT AREA: 8.3 smapp DEVELOPYENT & RELATIONS = EVALUATION (ACADEMIC) (Cont'd)

STEP PART|CIPANTS/
N, DESCRIPTION INPUT OUTPUT LOCAT |

8.3.3

8.3.4

8.3.5

8.3.6

8.3,7

Evaluation of Principals

Evaluation of Superintendents
Evaluation of Lay Assistants
Evaluation of Resource

Personnel

Evaluation of Volunteers
in Schools (unpaid)

Onr
lto' Ol)

Procedures for Evaluating
Principals

Draft Document

Job Description of Role for
each individual position

Performance in conducting
inservice, workshops, seminars

Role established by Principal

Team Evaluation

Informal Evaluation

Informal Evaluation

Coordinators, Consultants,
RT, '

Resource Teachers (RT)

Informal Supervision

Supt, (Academic
Affairs)
Supt. (Family)

{two)

Trustees
Director
Supt.,

Principal
Supervisors

Principal
Supt, (Progran)
Supt, (Family)

Teacher
Principal




MANAGEMENT AREA: 9.1 sCHooL CURRICULUM (PROGRAM) = PROGRAM DEVELOPMENT §& EVALUATION

OVERV | EW

STEP —
PARTICIPARTS
K0, DESCRIPTION
INPUT QUTPUT LOCAT 10N
9.1.1 | Assessment of related prograng Existing Programs Survey Resume of elements of Staff Comnittee
' Existing Curriculum quidelines existing programs to be Parents
Surveys of - Parents considered in proposed Teachers
- Teachers program (CDC Draft Paper) | Supte,
~ Supts, €.D.C.
- C.D.C, Federation
- Federati .
Federation (Chairman CDC)
Chief Psychologist
Development of Objectives Ministry Guidelines Recormended Statement of Staff Committee
Board Policy Objectives Supts,
Curriculum Development Council Supt, (Progran)
Draft Paper (1) Chief Psychologist
Approval of Objectives Recommended State of Approved Statement of Curriculum
Objectives (2) Objectives Development Cour
(Admin, Council B
(where necessary
but not usual)
9.1.2

Design of Draft Core Program

"0

Approved Objectives (3)
Available Program Material
Internal Resources
External Resources

Draft Program (Core)
Draft Curriculum Guidelines

Curriculum Commit
Curriculum Asst,

Coordinator ? 0 8 I

External Personnel
-Ministry
~QISE
-Boards

Supt, of Sch. Prog




MANAGEMENT AREA: 9.1 SCHOOL CURRICULUM (PROGRAM)  (Cont'd)

OVERVIEY

STEP
0, DESCRIPT 04 T - FAE(T)CIE&T'TSLHS/
9.1.3 | Selection of Evaluation

Methods (5 at same time or
after 4)

Evaluation of proposed core
program material

Approval of Program

\

Dissemination of Program

~——

Implementation

Draft Curriculum Guidelines

Draft Curriculum Guidelines
Statement of Objectives
Evaluation and Testing Criteria

Interim Curriculum Guidelines

Budget

Supplies

In-Service Seminars, Workshops
Approved Guidelines

Curriculum Guidelines
In-service seminars

Evaluation and Testing
Criteria (in core program
or manual)
(Norm Referencing)
(Attitude Referencing)
(Criterion Referencing)

Curriculum Guidelines

recommended

Bpproved Guidelines

Program {Core)
Implementation

In-service Strategies

Staff Committee
C.D.C,

Supt. Curriculun
Supt, School Progrs

Experts
~Ministry
~Other Boards
-Peel
-Supt, Curr,
and Supt,
-Staff Cttee,
~C.D,C.
~Admin, Copncil

C.D.C,
Adnin, Council
Progran Committee

Board 2 i U

Curriculum Asst,

Resource Teachers

Teachers

Supt, of School
(Program)

Supt, of Schools
(Family)

Principal

Teachers



OVERVI EW

MANAGEMENT AREA: 5,1 _SCECC. CURRICULUM (PROGRAMN) (Cont'q)

STEP PART ICIPANTS/
Ongoing Evaluation of -rogram | Questionnaires Evaluati Its Teachers
- Parents Recommer. Principals

© ~ Teachers

Resource Teachers
Standardized test results

Research Officer:

Periodic revision of Program | Curriculum Guidelines

Plans for continuation or Staff Comrittee
Evaluation Reports

revision (1) or in-gervice | C.D.C,
' Admin, Courpil
~perhaps receiving

report to program
comittee

el

Al




OVERVI £

SANAGEMENT AREA: 10,1 spremap SYUDENT SERVICES: (a) SPECTAL EDUCATION
§Tep N —
PARTICiPANTS/
N0, OESCRI PTION [HRUT OUTPUT LOCATION
10.1.1} Identification of student peeq Parent/teacher Referral by principal Field
by concerned parent,/teacher/ Attendance or psychological
other Qutside source
- Medical/neighbour/relative
10.1.2| Assessment of Student Psychological Services Statement of the students' | Field
Attendance Services condition and needs
Special Education Initiate pupil accounting
External Agency process, i.e, reports
sent to - principal
- field--file to
»ycholoyist
- (B file
10,13 Decision on course of Action Parent Need for placement in a Field/CBO
Principal/Teacher particular special
Psych/Attend/Special Education education progran ’
10.1,4 Placement Discussion with parent/ Placement in appropriate Field/CBO
parent concern program at earliest
possikle time
\ Waiting list established
in priority order N
10.1.5] Prograr Planning (Physical) Program Demand, e,g, mumber of

19

students by program need;
waiting lists

Staff/facilities/material
budget demands

(a) Development of program,

An: - school; e.g., special

education teacher,
aids, suggestions to
teachers
- tanily of schools; e.q
perceptual handicapped
- multiunit




VANAGEMENT AREA: 10,1 SPRCIAL STUDENT SERVICES: (a) SPECIAL EDUCATION (Cont'd)

OVERVIEY

STEP -
DESCRIPT 10N PART C1PANTS/
0 LT OUTRUT LCCATION
10,1,5( Program Planning (Physical) (b) Development of Program | CBO/Coordinator

10,1,6

10.1,7

10,1,8

10,1,9

101,10

On-going Evaluation of
Students in Special Education
(repeat steps 2 to 6 as
necessary)

Monitoring of student
Progress once out of Special
Education program

Staff: - Recruitment
(local/field)
- Placement
(local/field)

Professional Development

1o

Budget

Student Progress
Students Program

Student Progress
Liaison with Boards, Agencies,
Prof. Groups

Staff Needs

Special Ed, staff, principal
Superintendents, C,B,0, needs

Need as seen by school, region,
multiunits

Cost for sustaining current
operation
New Programs

in: - region; e.q,, hard of
‘hearing
- out of region; e.q.,
crippled
- other agencies, e.q,,
Thistletown, Thinks

File of Student Evaluation

Sustaining
Change of Placement

Staff Hiring
Placement of Staff

Presentation of Program
= courses, workshops,
visits, ete,

Budget Estimates
Budget Implementation

of Special Ed,

Field/CBO

CBO

Local/CBo

Field/CBO

216

Field/CBO




OVERY Iy
VANAGEVENT AREA:  10.1  SPRCIAL STUDENT SERVICES: (2) SPECIAL EDUCATION (Cont'd)

STEp - —
" DESCRIPT O 1 PART (CIPANTS/
T OuteUT LocATION
10,1.11{ Curriculum Development Input from steps 5 and 6 Program definition Field/CRO
Student Needs - objectives
Teacher Needs - course outline
- evaluation
191,12 Material Development | Consultant Needs Material Resource Books Field/CBO
Teacher Needs - liaterial Displays
Catalogue material Needs
10,113 Community Resources Student Assessments and Needs Use of Community Resources | Field/CBO
- Liaison with external groups : €., = assessment
e.9., other boards, agencies! - kids in external
professional groups, ete, program

= program support




MANAGEMENT AREA: 10,9 SPECIAL SERVICES: (b) ATTENDANCE

OVERVIEY

STEP
N0,

DESCRIPT 10N

INPUT

OUTPUT

PARTICIPANTS/
LOCAT 10N

10.2.1

10.2,2

10,2, 3

10,2, 4

10,2, 5

Casework Counselling

Provincial Court Actions

Liaison with Home, School
and Community Agencies

Early School Leaving Program

Repérting and Budgeting
{
219

Special Research Studies

Existing Casefiles (for
recurring referrals)
Specialist Assessments
- psychiatric
- medical
Principal/Teacher formal &
informal inputs
Family Environment
Community Agencies, other Boards

Daily Reports
Response to Pre-court Hearing
Certificate of Attendance

Special needs, problems of
referred students

E.S.L. Application & Proposed
progran
School Personnel Assessments

Case I'iles
Statistical & Record Book Report

New legislation, policies,
prograns, etc,

New or updated casefiles

Assessment of student &
family sitvation

Recommended course of action

Student progress monitoring
records

Court warning letter
Summons papers
Court dispc “ion

Referrals by agencies,
hospitals, clinics, other
boards of education

Approval/disapproval of
application

A.C.s' monthly caseload
review

Statistical & record book
report

Annual report to Board

Estimated Consequences

Recommended changes in
Attendance Counselling
Services & procedures

Field/CRO
CBO

Field
Field

CBO/Parents/
School
Field

CBO/Field Office
& Community
Agencies
Secretary E.S,L,
CBO

Field
ed Q2
30

(B0



MANAGENENT AREA:  10.3 SPECTAL SERVICES: (c) PSYCHOLOGY DEPARTHENT

10,31 Rsveho-Fducational Diagnastic & Programming Services

OVERY | Ey

STEP
PARTICIPANTS/
M0, DESCRIPTION INPUT OUTPUT CHTION
1| Identification of students Internal school records for Appropriate class placement | Principal, assisted
within each school who requird previous years by principal by teachers and
special consideration by the | Current teacher assessments . , counsellors at
local school staff and/or standardized tests Appropriate programing ¢ each school
. management by teacher
Expression of parental concern
Reports from community personnel | Counselling by staff
or agencies - especially
medical, cownselling
Professional Development work-
shops relating to child devel-
opment, learning problems, etc,
from psych, staff and/or other
sources
Student
2| Identification of students As above Referral to appropriate Principal, assisted
within each school who require| Criteria for each of the consultative service: by teachers and
services of resources beyond services for referral -Attendance, Special counsellors at
the local school Education, Psychology each school
and/or
Referral to appropriate
community service; ?9,)
‘ -Public health, Youth "k
221 Bureau, etc,
If decision is for referral
to Psychology Dept.,
parental consent is obtained
3| Referral of appropriate

students to Psychology
Department

Directions from Psychology
Dept, re information to be
supplied by principal
(standard form)

Written referral forwarded
to the office of the

Chief Psychologist at CBO,

either directly or
through the Field 0ffice

Principal at
gach school



NANAGEMENT AREA: 10.3,1 SPECIAL SERVICES: () PSYCHOLOGY DEPARTUENT (Cont'd) |

OVERVIEW

STEP
ART
N, DESCRIPT |ON INPUT OUTRUT i ﬁOég]I'Tg:TS/
4 | Entry of the student's name CBO index of files in FO for

into the CBO index of special
students or notion of prior
contact with any Special
Service and information
avallable

Psycho-educational assessment
of needs

Decision reqarding appropriate
psycho-educational recommend-
ations to be mad for
remediation and amelioration

20

special students

Written data as supplied by

school with referral Reports of:

- prior assessments

Interview with student

Student's performance on any
test administered

Interview with parents, or
other individuals with
relevant data

Chief Psychologist or other
Psych. staff, or professional
literature

Assessment information (see
above)

Chief Psychologist; other Psych,
staff; professional literature;
other Board consultants

Directory of Community Services

Consultation with prineipal,
teacher, etc, to explore
probable alternatives

CBO index of special
students

Consultation with teacher
and/or principal regarding
conclusions of psycho-
educational assessment

Written report to principal
summarizing conclusions of
assessment & recommendations
made, Copy of report to OSR
and student's file identi-
fied by CBO index,

Consultation with parents
and verbal report given

of assessment and
recommendations

Clerical asst,

at Central Board
Office of the
Chief Psychologist

Psychology Dept,
Staff in Field
Office

Psychology Dept.
Staff in Field
Office

24



OVERVIEW

MANAGEMENT AREA: 10,3 SPECTAL SERVICES: (C) PSYCHOLOGY DEPARTMENT (Cont'd)

STEP

0, DESCRIPTI0N e ey PA&T)C'[C\T'TS:TS/
7| Implementation of recomend-

ations which have been made

Checkback or evaluation of
recomnendationg

Principal, teacher and/or
parent

As identified in the ahove

reconmendations, e,g,

(a) placement in special
education program

(b) remediation in regular
class

{c) counselling

(d) referral to communi ty
agency--providing and
receiving reports to/from
community agencies

(e) home management

Revision of recommendations
where necessary

~Field Office specia
ed'n placement ctte
~class teacher, Sp,
Ed, resource teache
~School Staff, Att,
-Psych, staff

=Parents
-attendance counselle

‘Psych, staff at
Field Office




OVERVIEW

VANAGEMENT AREA: 10,3 SPECIAL SERVICES (c) PSYCHOLOGY DEPT.
10.3.2" Psychology, "One~With-One" Voliiteer Progran
STEP PARTICIPANTS
M, DESCRIPTION INPUT QUTPUT LOCAT 10N
1 | Search for initial identific- Appropriate program outline Referral of appropriate Community
ation and screening of and procedures individuals to Board's Coordinator

A

potential volunteers.
Explanation of program and
general procedures

Final selection of volunteers
and listing

Identification of students
requiring volunteer service

Recommendation to Principal
of student for volunteer

Consideration of Recommend~
ation

Request for appropriate
volunteer by F,0, Psychology
Staff

Matching of student with
appropriatz volunteer and
assignmeat of volunteer to
F.0. Fsychology Staff member

Referral of appropriate
individuals to Board's
Progran Director (0ffice of
Chief Psychologist)

Bssessment Data (i,e,, 1-7 )
Program Outline
Previous Annual Report

Student's recommended for
"One-With-One" Volunteer
Program

Teacher Viewpoint
Program Outline

Principal approval

Catalogue of Volunteers
Student Agsessment Data from
F.0. Psychology Staff

Project Director (0ffice
of Chief Psychologist)

List of Volunteers -
available or assigned

Student's recommended for
"One~Hith-One" Vnlunteer
Program

Approval or non-approval

Request for appropriate
volunteer

Assignment of student to
appropriate volunteer
Assignmnt volunteer to
F.0. Psychology member

3 Public Groups

(B0
Program Director

F.0, Psychology
Staff

F.0, Psychologg
Staff

Principal

F.0. Psychology

Staff 228

€80
Progran Director



OVERV | EW

MANAGEMENT AREA:  10.3 SPECTAL SERVICES: (c) PSYCHOLOGY DEPARTMENT |

10.3.2 Psychology, "One-Hith=Ore" Volunteor Progran {Cont'd)
STEP PART (CIPANTS/
0, DESCRIPTI0N INPYT OUTPUT LOCAT 10N
8

10

11

12

14

Explanation to parent of
volunteer service and gaining
consent for student's
participation

"Program Planning" for the
student

2.3 sessions (weekly) o
volunteer with the student to
carry out planning program

Consultation with/or
Supervision of the Volunteer

Monthly in-service program of
skill development for
voluntears

\
Year end review of progress of
each student with volunteer
and decision regarding conti;-

| uation or phasing out of

program

Year end evaluation of program
and assessment of needs for

New year
Q

Teacher and Principal suggestions

Materials, ideas from Psyrhology
staff and Library at CBQ

Monthly progress sheet
(format doc, )
Earlier report

Volunteers
Coordinators & Program Director
Outside Resources Persomnel

Teacher, principal, volunteer

Psychology Staff
Volunteers

Monthly progress sheet
(format doc,)
Earlier report

Additional information
Changes in approach when
necessary

Memorandum to Program
Director re: volunteer
should continue in progran
due to- various cauges

n.b.: memorandum always is
written to an
individual child

Annual Report (Formal)

F.0. Psychology
Staff and
School principal

F.0, Psychology
Staff and Voluntee:

Volunteer and
Student

Community

Coordinators

F,0. Psychology
Staff '

Program Director
and Community
Coordinators

F.,0, Psychology
Staff

N

¢4

Program Director
and Community
Coordinators



OVERVIEW

MANAGEMENT AREA: 10,3 PSYCHOLOGY DEPARTMENT
10,3,3 _ DPsychology Department Administration
STEP
. PART ICIPANTS
W, BESCRITIOf AT - A s
1 | Determination of role and job | Prom teachers, principals of Job descriptions CBO/Supt., of

descriptions for staff

Determinaticn of need for
staff (i.e., number of staff)

Approval for hiring of
additional staff or
determination of staff:
student ratio

Hiring of Staff

Assignment of staff to F.0.
Deployment of staff within F.0,
Consultation with staff and

professional development
of skills

schools
From F,0. Psychology Staff

Principals
F.0. Psychology Staff
Chief Psychologist

Staff needs included in F.0,

Budget

~ supt, and CBO and
Special Services

~ Chief Psychologist,

consultation

Specific data re work load in
each 1,0, (Back up data)

Board approval

Staff needs
Interviews

Chief Psychologist Consultation

F.0, Psychology Staff

F.0, Staff Consultations

Committee on Professional
Development

Evaluations of Staff

Staff needs included in F,0,
Budget

Board approval

Staff Hired

Staff deployment

Professional Development
Program, set of topics
for all staff

Individual concession and
supervision with chief
Psychologist

Special Services
Chief Psychologist

F.0, - Supt,
F.0. Supt.
Board

232

F.0, Supt,

Chief Psychologist

Cont'd,



OVERVIEW

WANAGENENT AREA: 10,3 _psvcrorocy peparmien
10.3.3_Psvchology Department Administration (cont'd)
STER
N, DESCRIPT 0N INPUT ouTRUT PAEE&%%ZSSTS/
8 | Integration of Psychology F.0, Stot
Staff with other Board T
Consultatives Services in
Special Services and other
9 | Supervision and evaluation Principals Evaluations (Formal) F.0. Supt,

of Psychology Staff

23

Chief Psychologist




MANAGEMENT AREA:

10,3 PSYCHOLOGY DEPARTMENT

10,3.4 kwMMw-Gm&ﬂR%wmemdmmﬂmdemﬁm‘

OVERVIEW

STEP PART IC|PANTS/
MO, DESCRIPTION INPUT ouTRUT LOCATION
1 Dissemination of information

regarding range of service
available

Identification of need for
service

Provision of Service

«)q[-')'

LRV

ALl Psychology
Staff




OVERY W

VANAGEMENT AREA: 11,1 CONTINUING EDUCATION - ADULT EDUCATION
STEP o
PART |
0. DESCRIPTION T i Aﬁocmng S/
11.1.1 | Selection of Administrative G-memo to all Staff

11.1.2

11,13

11.1.4

11,1,5

L
-3

11,1,6

staff

Brochure: Preparation, space
allocations, and scheduling

Tentative Staff Selection

Registration of students and
allocation of students to
classes

13

Monitoring: of student
attendance and academic
progress, budget control,
course evaluations

Overail evaluation of adult
program and Report to Board

O
WL.ERIC idget Estimates for next year

= Full Tt Provided by ERIC

Applications from Staff
Results of initial screening
by field superintendents

Last year's brochure

Miscellaneous information, e.g.
letters

Comparison of other jurisdictiong
for good ideas

G-memo to all teaching staff
Applications received
Screenings by night directors

Student applications

Attendance figures
Student records

Results of Program
l.e, - attendance
- written evaluation
by students
- number of students
successfully completed
courses
This year's results

J Budget Estimate

Selected Staff

Book of course offerings
Space allocation

Tentative Selection of
Staff

What courses are economicall
viable and academically
necessary

Final staffing

Refunds and information to
applicants of unavailable
courses

Remedial actions
Current student records

What kind of programs are-
successful on geographic
and program basis

Principal of
Qontinuing School

Coordinator of
Continuing School

Night (Field)
Directors

 Continuing Ed,
Staff r

Supervised by the
Night Directors

Night Directors
Head Office 22:}23




MANAGEMENT AREA:

11,2,1 CONTINUING EDUCATION - SUMMER SCHOOL (SENIOR)

OVER

STEP
N0, DESCRIPT 10N INPUT QUTPUT PAE;&%;ngTS/
1 | Choose locationg of summer Schools Selected schools Principal of
schools, esp, credit and 7 g - accessibility = 3 in North and Continuing
8 remedial - size 3 in South School
- resources
- air conditioning
~ competing usage
- Previous summer school usage
2 | Sulection of Administrative G-memos to staff for Directors Selected staff for north Principal of
Staff and subject chairman and south Continuing
Applications from staff 1 Director School
2 Dssistant Directors
English, Math & Science
subject chairman
3 | Planning, advertising, Evaluations of previous year's Circular advertising progranm, Principal of
Promoting summer school operations to all students Continuing -
Suggestions from interested Tentative estimates of Schoel plus
groups (Supts,, Trustees, etc.) ! resources required, Administrators
Estimated student demand for e.9., teachers
summer school
4 | Tentative Staff Selection

By

Student Registration and
class scheduling

G-memo to all teaching staff
Applications received

Results of screening by Supts,
Interview records

Student Applications
Prescriptive diagnostics
(7 & 8 remedial)

Ranking of teachers by
subject

Interim letters of
appointment to likely

" teachers

Economically viable and
academically necessary
courses

Final staffing

Refunds, etc,

Transportation requirements

21

Mainly Directors




OVERVIEW

MANAGENENT AREA:  11,2,1 CONTINUING EDUCATION = SUMMER SCHOOL (SENIOR)
STER B o
. DESCRIPT ION PART IC1PANTS/
0 INPUT UTPLT LOCATION
6 | Monitoring: Student Attendance | Class attendance registers Remedial actions Directors,

and Academic Progress, Budget
Control, Course Evaluations

Summary ard Evaluation of
Summer School Program

Budget Estimates for next year

241

Student records

Attendance records and

academic results

This year's results

Student reports

Report to the Board
Input to next year's
summer school planning

Budget Estimate

Subject Chairman,
Teachers

Principal of
Continuing
School

Principal of
continuing
School




APPENDIX C:

FLOWCHARTS OF MAJOR MANAGEMENT AREAS




O

ERIC

Aruitoxt provided by Eic:

1.1 BUDGET PREPARATION

— forms

summary

]

Budget Guidelines

— histidetigiig
— expend

itures

C41

"

Schoo!

Prepare
Budget i

1of2

— Budget format
- Expenditures

Guidelines

Requests

— School Request
- “overheads’’

Prepare

(current year)

- Budget (current)
\_f

Requests
— Cap. Current

School <
Requests

— Budget Guidelines
— consultation

Requests to
Departments

N

— consultations

— Dept. Requests
— Area Requests
— "overheads’’

Prepare Area
Reguests and

— Special
— Maintenance

Area Requests

Priority Rank

— Budget guidelines

j\

Department

Requests

!

— Dept. Requests

-- "overheads'’

— Budget guidelines
— consultations

\

Superintendency
Requests le

Prepare Department
Requests and
Rank

— Superintendency
requests

— Department

requests

Prepare
Superintendency

Requests and
Rank

J
244




c-2

1.1 {cont'd)

20f2
il
N
A / Compilation Request
" — Budget 'Hequest
-- Consultations
. {Supts., Dept.
gewsec Budget Budget Review . headps) P
equests — Internal < ~ Revenue estimates
(Adjust, revise) ~— Ceiling Calculations
, j
— Rev. Budget Req.
1= HE):?"UG Est. Buciget Review Final Budget
— Ceiling Ca.lc. — F & B Committee Requests
~ Consultation (Adjust, revise)
{Supts.)
Budiet
Approvai
X
J

Approved

. Budget

O

ERIC | | 245



o
w

1.1.2.1 BUDGET PREPARATION: School Requests from Field Office 10f2

Conditions at
individual
schoois-needs

Prepare description
of budget categories: Board approved
inciuces upper limit per pupil

for cap. current and .
aliowance
replacements, to ance (policy)

which schools \__,/-‘
should adhera *

Description

r_Schools prepare
Cap. Current and
Requests replacement
Cap. Current budget within

Replacement guidelines and

- supplemental

items — in priority
order and major
requests (over $300)

Determine % of

Cap. Current

Requests (a) aliocable (e.g.
Instr.)

{b) non-allocable
{Bidg.)

Principals Meeting
to discuss
descriptions and
procsdures and
clarify

Requests
Y submitted to
Area Supt,

Y. Request: 2
reviewed

ERIC ,
246




O

ERIC

Aruitoxt provided by Eic:

1.1.2.1 (cont'd)

Request
for estimate

\_/

C-4

YES — Non-
allocable

Request
legitimate?

20f2

Send back

Revised

for revisions

YES

i‘jm/—_J

Request up to 50%
of total — forward
to Budget Control
and Purchasing

Budget
Finalisation

Consider
Supplemantal
Budget requests

Budget
approval

Requests over

50%

held by
Field Office

of budget

Final approvals
on requisitions

Purchase

requisition

—

Approve
Supplementals up
to budget
allowance

Requisitions

)

[T
Y

Estimate
of project

L

>

4 mths.
s Field Supt.
approva!
S
To Construction
] dept. for tendering

and job completion
Plant dept. YES
budget
{regional)

Planning and
Building
Committee

"

Major requests

Construction
dept.

non-allocable

{ Major
project

Supt.

of plant
approval and
set priorijties




C5

1.1.2.2 BUDGET PREPARATION: School Requests — Operational Budget {Schoofs)

Board
Policy

Per pupil — sum $
allocated directly
to school

Principat
determines budget
within these
constraints

Allowed to
spend up to 10%
money untit
budget approvai

T

i

Suggestions or
direction from
Supt. re spending
on program

ERIC

Aruitoxt provided by Eic:

Special
requests from
schools

248

Per pupil — $ to
Field Office

~=-3

Allocation
according t0
needs




O

ERIC

Aruitoxt provided by Eic:

C-6

1.1.3 BUDGET PREPARATION: Prepare Area Requests

Description
document

Prepare description
of budget categories

- Cap. Current

-- Replacement

- Operational
Supplies

AN

Departmenr.s Budget forms

of Field < {standard)

Office \/—-

Complete
forms

Requests from
depts with
- priority rank
Supts. receive \/—
forms and discuss
rationales with
dept, personnel

— initial
establishment
of priorities

Requests
satisfactory?

Coliation into
field office budget

— set priorities

Field office

:d_get/_—j

Supt. of
Finance

249



O

ERIC

Aruitoxt provided by Eic:

1.2

BUDGET CONTROL

Budget

\_/—

C-7

Prepare computer
input
¢4 — Interest to

Computer list

of accounts

Requisitions

accountant,
insert $ to
account no.

Computer

Check Edit List

1of4

Budget
Accounts —
Edit List

Receive
) requisitions and

from schools

stamp date

Verify
signatures
account coding

requisitions

~——

Complete
Goof Form

K — ]

Goof form

74

Date stamped

Return to

school




c8

1.2 (cont'd) 20f 4

Blanket
requisitions or

stores -
~order?

Requisition
approved
Approved
requisition
4
Purchase .
order (_ ] Z:‘r;:hasmg
A
Purchase
Buyer [ e e — order signed
by buyer

|
|
|
I
| Budget ccntrol —
I Accounting < ______ - ———
copy of purchase
| order removed
|
4

Purchase Order l

Blanket Requisitiorﬂ

I

|

|

I

]
N

Date stamped
Stores Order T = > and verified’

»

Coding
—————— > 1. Type of trans- o _ _y Bath -
! portation - ticket
2. Batch number i
. .
\—/

O

[RIC 251

Aruitoxt provided by Eic:



Cc9

1.2 (cont'd) '
. 3o0f4

Stores
orders?

YES . A

Ko = = - —

Batch
ticket
compfieted

Purchase Orders Calculate
] batch totat o —

Blankt = [ —————— 9
Requisition

= Computer

batch processing \&. _ . 0 s ~
(S)trc:jr:rss _______ of daity . Print-aut
purchase orders - ———— — ———— with Total
Computer | I
generated stores [ l
order .
Stores Er'rors l
Orders? | printout l |
NO | |
Stockroom fills l
and delivers I
order | l
Lo
e e e ———,— e Y
N4
Wifference YES Check by

in total $on

print out and budget controt

and correct
error

El{llc . ‘ 25 9]

el



O

1.2 (cont’d)

c-1c

40f 4
5

1
Edit and Update I

J7 and Rejects

—— report
\ 6 )} —— - - =)/ Computer — — — —
. processing: -

Current
Accounts
Files

Requisitions checked:
against totals
in accounts

Current

Accounts
Files )

{updated)

NO Rejects

Order returned
to
originator

Buoget
control
decision

{

|

|
N

Purchase order
starnped
“Rejected"”

Force request
through

P chisse
orders

_Purchasing dept.
handles purchase

] Orders
I ;

Loy e o =

Purchase
order
{accounting copy)

Accounts
payable
file order

ERIC

Aruitoxt provided by Eic:



1.2.4

ERIC

Aruitoxt provided by Eic:

BUDGET CONTROL: Monthly Summary

School!/Dept.

budget statement

1. Budget allocation

2. Quistanding
purchase order

3. Actual expenses

4. Available balance

SV

](.__.._._.._.

__) depts. of Bd.

C-11

Current
Accounts
file

Computer
processing

Dept. tra:uisaction
statement

{individual entries
to each a/c

Schools and/or

office
{Budget Unit)

N
Stop
JYES
Inquiry to Written
budget control < — enquiry - — - —=
y

Problem checked

. NO .| Send response
Valid? | to school
T
YES 1
Response -~ ™
Correct error \/_J ;




E

RIC

C-12

2. ACCOUNTING FUNCTION: Accounts Payable
o
|
Purchase Run Encumbrances YES Deduct $
Order purchase control: $ available >———} estimate
order program in budget from budget

—

Goods/Services
received

{update)

Accounts
file

|

I

|

|

|
e

Invoices

Supplier

Capital
Construction

—————— —G

Approval by
Design and
Construction

WYES

4

I

: project?

| NO

\L._ —_—— e s Process invoices
{Accounting
department)

Input
document
of invoices

Intermediate
payment?

\

Run cheque

3
|

l

l

I

|

|

l
*l Claimants
l

l

l

l

|

I

|

|

I

|

|
L

{,ards issuing program
{weekly)
N Issue
—— ey — e - a——— wm— — —— — remaining
cheques

O

oo
C
2]

Aruitoxt provided by Eic:

ﬂ Cheque
\reiismr/J

Issue
cheque
{Manuat)

YES

Account.
File
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221 ACCOUNTING FUNCTION: Accounts Receivable and Revenue —

Miscellaneous Revenue and Tuition Fee Revenue

Memo:
$ of miscellaneous
revenue
Memo: .
Continui Tuition fee $ 5 Accounting Official Receipt
E:r}is':::c‘)gls ¢ — Driver Ed. dept. prepares - — (to‘ reI‘e\{ant dept.
" ~ Summer School *Qfficial Receipt” or individual)
Memo:
Program Winter course ' 4
Dept. Tuition $
’
Bank deposit
slip prepared,
. Daity) | sentto bank
Bank deposit i_\_N_v with cash and
slip . 'AW cheques
N
Summary
Summary revenue
Revenue — —— 4 document
prepared

Prepare batch
ticket {sums of
summary revenue
forms)

Computer:
Edit 'ist Revenue
’ Depo.sn Accounts
L_/—(— - - - = Routine Update — File

L

ERIC

Aruitoxt provided by Eic:

Rejects
in Edit List

Find error
and submit

new run




2.2.2.

Report from

C-14

schools re
fee-paying
students

Follow-up
procedure

Revenue
procedure

O

ERIC

Aruitoxt provided by Eic:

2 tuition
prepared

[‘Invoice for

ACCOUNTING FUNCTION: Accounts Receivable — Tuition Fees {Day School)

Invoice for
tuition

y

Invoice sent
to parents or
other board

Enter invoice
in
Billing Journal

totals

NO ,'/. Invoice Billing Journal
‘—_\paid? 1 g
| -
| YES [
$ received l Journal entry
by accounting prepared
- 1 department I from
| billing
I
I

Remove paid
invoices from
unpaid invoice
file

Journal
entry
processing

Stop

I/ )

A/Cs File
Bank

- Accounts

-- Receivable

257
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2221 ACCOUNTING FUNCTION: Accounts Receivahle — Tuition Fees {Follow-up procedure)

Unpaid invoice k_

/]
_ letter \/_J

onemonth Mo — — L — —

past due
I
|
l

Send Follow-up

follow-up letter l
|

2 months NO

Handle case
individually
through schoo!

or appropriate body

O

ERIC | 238

Aruitoxt provided by Eic:
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223 ACCOUNTING FUNCTION: Accounts Receivable — Rental billing and Revenue

Rental permit
acquired by area
business offices

Accounting
N Department

Caretaker’s

Rental billing
established
exactly

Overtime
Report

invoice sent
to

O

ERIC o R3Y

Aruitoxt provided by Eic:

organization
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C-17

ACCOUNTING FUNCTION: Accounts Receivable - Financial Reporting to Ministry

R ——
Est. enroliment

projections

~ elementary

-- secondary
{Planning Dept )

Preliminary budget

estimation
— elementary
— secondary

N

{Previous year)

1of2
Estimate of
miscellaneous
TR revenue
rl-—’rellmmary .
1 e ——————.
calculation of F y;
— grants: elementary, ‘
secondary . |
— municipal Maq:stry
requisitions Guidelines

Estimated
ceiling for
current year

Administrative
Council

Board

Calculate estimated
— grants - elem., sec.

Estimate of
miscellaneous
revenue

Estimated
grants 4
— elemertary i
— secondary ¥
) {

KERPS

l{_ i e ] — MV3C. revenue

Estimated
Municipal
Requisitions
- elementary

—secondary

— municipal lelem.
requisitions) sec.

Board review of
budget and
changes to
budget

Revised Municipal

9( Revision of grants
and municipal
requisitions due

Requisitions
— Elementary
— Secondary

Revised grant
estimates

— Elementary
~ Secoridary

to the budget
changes

Board
approval of
budget

ERIC

Aruitoxt provided by Eic:

26U

&
Estimate of
GL grants for

current year

Ministry grant
regulations for
current year incl.
various parameters

Preliminary
Municipal data

-~ assessment figures
~ payment in lieu of




2.2.4 (cont'd)

c.18

2 0of 2

Revenue fund Ministry grant
“estimate’’ form i regulations
R Prepare the final
estimates of
— grants and revenue |
Estimate ~ municipal ‘<] Actuat
enrolment requisition municipal
| projections (elem, and sec.) assessment
f data

— elem,
—J
lQe.i/

Actual GL grants
for currant year
{estimated)

Estimated
rniscellaneous

Municipa!
requisition

Actual GL grants

revenue

To
Ministry

e et e e

Actual GL
grant form

MEG670

Actua! financial
statement form
ME325

for the year
- elementary
- secondary

Accounts
File

RIC

Aruitoxt provided by Eic:

E

Actua! expenditures

— elementary — elem.
— secondary — sec. {i.e. mill rate) . .
— assess
Estimated revenue '
fund statement | To
! " f
— schedule of reveisue Lettgf o " icioali
— schedule of | Requisition Municipality
expenditure
assessment
SNS———
{
i
. Actual enrolment
Calculation of reports from
actual grants principals.and {
and mupncupal approved by Ministry
requisitions )
(etem. and sec.) Actual information
from municipality
re: — assessment
— payment in
y lieu of taxes
Financia}
Statement
report
Audit Statement Published
) jand ! Financial
Auditor ———) Financial Statement Report
Statement Report {Summary)
| :
Ministry

261
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2.3.1.1&23.1.2 ACCOUNTING FUMNCTION: General Accounting —

Daily Borrowing & Journal Entry

Credit advice Daily
from bank horrowing
‘ﬁ from bank
f——
|
!
|
I
I
|
I
—
Computer Journal
input T entry A ——— — ~
{batch)

Computer
Processing

Accounts
. File

Edit lists

{Monthly)

Trial balance ‘

Accounting

{ Department
General ledger for review

transactions

Computer
statements as
required

ERIC

Aruitoxt provided by Eic:

Summary of
bank
borrowing
{monthly)

/—

Loan
Interest

Miscellaneous
bank charges

Cancellation
of cheques

Total system's
cheques

Corrections

and adjustments

- net pay -

cheques

Payroll Summary
Payroll liabilities

— manual payroll
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231.3  ACCOUNTING FUNCTION: General Arcounting — General Ledger Account ~.nalysis

-
[ |
!

f---— SR U U K T - - ———mm-

| |

| 1

] Ny
Asset & Liability Budget
Accounts analyzed statements
by accounting analyzed by
department budget urnits

Error NO

perceived?

/

Inquiry made
to budget
office

Check
original
documents, etc.

Journal
entry
{Corrections)

Corrections
required?

O

ERIC 263
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ERIC
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.Bank statement

!
|
|
!
i
!
1
L}
|
|
[
|
|
!
!
[
!
|
t
!
[
I
[
|
|
|
[}
i

c-21

Comparison

Advise bank
of error

, Bank

{monthiy)

ACCOUNTING FUNCTION: General Accounting — Bank Account Reconciliation

Error?

‘NO

General ledger
{Bank account
balance)

Stop

Find sources
1 of error

Bank
or internal
error?

Internal

Make
correction

264

Journal
entry
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ACCOUNTING FUNCTION: General Accounting — Capital

Accounting Dept.
applies to

1of2

Board resolution
for site 2cquisition

OMB for approval

i

OMB approval

granted

Apply to

2.3.2.1
lila.nning Site approval
;- epariment {Ministry)

Application
to OMB K
Set up

(_ —————————— capital budget

I accounts

I

|

|

I

I

'l *Report OECAC

Il to Ministry debenture

: issued

]

|

|

)

1

t

O

Accounts
File

ERIC

Aruitoxt provided by Eic:

Journal
entry —
Capital
revenue

OECAC for
debenture

Short
term financing
required?

Debenture
report from
Ministry

Board resolution
for bank borrowing
authority to apply
to OMB & to sell
debentures to
OECAC

Site
purchased

Borrow $
from bank

Start
project

L i . | 7
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2.3.2.1 {cont'd)

Invoice for
capital const,

Accounts

Equipment Accounts

|

|

| :

L purchases and

update

Computet

Accounts

pa'sable routine
{Manual issue

of cheques) /

paysble routine

miscellaneous - regular purchase - H C
contracts order with /
invoice

—_—

4

Schootl site
capital budget

Fite

processir.g ),

statements

~~| School site
capita! budget
transactions

Schoo! building
and equipment

budget statements

Schoot building
and equipment
! budge» ©: zasactions

El{fC‘ 266
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C.24

ACCOUNTING FUNCTION: General Accounting — Sales Tax Rebate Routine on Capital Construction

—

Apply for
federal tax

rebate on
capital construction

Approved

$ Received

T

Miscellaneous
Revenue rcutine
in Accounts
Reczrivable

267

Application
form

Applied to

y | specific capital
project

Accounts
File
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ACCOUNTING FUNCTION: Payroll — Phase | — Create Transaction File

Basic input
preparation
— forms preparation
- authorization

by Personriel Dept

-- new hirings

-- terminations
— transactions
e.g.rate change
etc.

Payroll Dept.
Clerks prepare
General Informatior
forms

General
Information
forms

Preparation of
supplementary
earnings form

Preparation of
Supplementary Absence Report
earnings forms: cards by personnel
e.g. — bi-weekly time at location, e.g.
sheets — Principal
— night school — Supt., etc.
etc.
Key punch rAbsence
operation Report cards

Supplementary
earning record
cards

Edit Run (c)

Key punch
operations
{change forms}

program waits
in computer if
there are errcrs

Edit Run {a)
{Batch Control
Program)

Disc
change

Edit Run (b)

~ Supple:
rnentary
Earnings

File

Marae 3 files
to create
transaction
file

‘(ransaction
File

form file
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24.2 ACCOUNTING FUNCTION: Payroll ~ Phase Il — Master File Update

Old
Master File
lie, stalt
fite}

Transaction
File

- Additions

— Deletions

-~ Transacns.

v

File update
procedure Error printout

items held

in abeyance
and inputted
next pay




2.4.3

O

ERIC

Aruitoxt provided by Eic:

c.27

Run
N ‘‘Calculation

ACCOUNTING FUNCTION: Payroll — Phase I1i — Preparation of Paychecks

Ataff paychecks

Program’’

Flag for
“exceotions’’

Note: ine cheques
stiit go through

Last cheque
is hash total

Payroll supervisor
checks the
situation and
gives approval

Signed documents
approving the

cheques
/‘“‘

Edit file
book

270

New payrol!
register

{all the data on
*he cheques)

Balanced with
old payroll
register

Payroll Dept.
sorts and
delivers
cheques
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24.4 ACCOUNTING FUNCTION: Payroll — Phase iV — Financial Distribution Report

Financial
Distribution Payroll
run distribution
Ve
e
)
R
4
o
&
&7 V7
7
N/
*Financial
Payroll system

distribution program

*Refer to
General Accounting
Procedure

~ 271
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3.1.9

Requisition

c.29

SUPPLY FUNCTION: Purchasing — General Procedure

Requisition
for supplies

specifications

Buyer
processes
requisition

Purchase order

Find source of
supply by
~ public tendering
for > $5000
-- quotation for
< $5000

N

P .

Purchasing dept.: file
in active supplier
file {form 1.3}

7\

Determine
where to buy
— quality

— service

— price

Input from
tenders

RN A

_\J/ Budget

Control

v

\

Purchasing dept.
File by purchase no.
{form 1.4)

! /"'J

Purchasing dept.
process order

.

Approval

N——

Requisition filed
by school name
with purchase no.

on requisition
to school

Purchase order
to supplier
{iorm 1.1)

||

b

Form 1.E for
school file

l Form 3.2
for schoo!
requisition cooy

Form 1.6
Receiving copy
to be returned
when goods

received //""'
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31.2 SUPPLY FUNCTION: Purchasing — Blanket Ordering Method for Purchasing

School
File

ERIC

Aruitoxt provided by Eic:

e

Blanket order
{copy no. 2.4)

Purchasing dept.
initiates

Blanket
purchase

blanket order

Catalopue prepared
and photo copies

order

Ny

sent to schoo! and
maintenance dept.

Blanket QOrder
{copy no. 2.5)

Maintenance

Company .
catalogue
|
|
|
 J
School initiates Blanket order
a blanket <opies :
crder requisition nos. 2.1,2.2,2.
—
e —T
.
Budget controi
— coding check R
— check orig.
budget
.— Approval
— Copies
nos. 2.1,2.3
-/—
T — e

glanket order
{copy no. 2.3)

\_/~

Purchase dept.

L

Blanket order

273

{copy nio. 2.1)

N
—

Susplier l

S

B
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213 SUPPLY FUNCTION: Purchasing — Invoice Procassing

Invoice sent to
accounting dept,
after goods sent

Supplier
copy file
(form

Materials delivered
to schoo!

b |
Receiving copy

t{i.e. formno, 2.4 ¢:
4 no. 1.6 sent to

Accounting

accounting dept.

Dept.
{Accounts

Payable}

Purchasing dept.
{i.e. buyer) checks
invoice with

ERIC

Aruitoxt provided by Eic:

Duplicate copy of
invoice sent to

supplier’s copy
file

‘Contact supplier
for
correction

Notify
accounting

purchasing dept.

!:ile by supplier Invoice plus
, :n “dead’’ supplier ‘supplier copy
tile file (2.3 0r 1.3)

"

invoice
plus
correction

—

office

_74




C-32

3.2, SUPPLY FUNCTION: Stores — Purchasing for stockroom (flow into stores)

Stores Ordey

Stock status report
from stockroom

giving inventory

for ngw level daily computer
-supplies output
r/-
D
b
Travelling
Requisition

—
Purchase dept.
either method
| 3%.10r 3.1.2 used to
; purchase supplies

Q
| - 275
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3.2.2 SUFFLY FUNCTION: Stores — Requisition of Supplies (flow out of s*ores)

Stores Order
{copy 8.1)
stockreom copy

ERIC

Aruitoxt provided by Eic:

Requestor
prepares stores

Stores Order
Requisition

order requisition

{copy 7.1)

N

Coding clerk
checks

Stores Order
Requisition

requisition
{Budget dept.}

{copy 7.1)

~—_—T

Computer
processes
requisition and
order changed

Stores Order
{Coinputer output)

to school
{i.e, stores order
program)

dunlicate

\_/]//

—

Hiockroom

Stockroom /

Stores Order

fills the order

276

{copy 8.2)
Delivery copy

Requestor \
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C.34

SUPPLY FUNCTION: Request for Printing Services

Requestor
prepares

Printing Requisiticn
Form

“Printing
Requisition form"

{copies 1, 2)

Coding clerk
checks request

Printing Requ.; “.on
Form

{budget dept.)

{coplas 1,2)

L

Printing dept.
processes

Printing Requisition
4] Form

order

Requested Printing
&

Printing Requisition

Form {(copy 2)

Requestor

{copy 1)
{ -~

Accounting
Dept.

{for charging
to Acct.)
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4.1

ESTABLISH CAPITAL PROGRAM

_* —_———— e - —

INITIATE AND COMPLETE INDIVIDUAL PROJECT

c

-35

ACCOMMODATION SUPPLY'; Capital Program

e - l
: I
I . ! Yields, Developments, Trends

Monitor T
| housing —— = 1 — ——
‘ development I I

I
| Establish
~ Hi Capital

| ! I I Program
| |
I Select P 1
| site from [ S S R
| propoced sites |
! !
U

approved

Allocation

?

Purchase
site

OoMB
approval

Capital
program
approved?

Prepare
project
proposal

Project

propcsal
approved?

Design 1:
Sketch plans

omMB
1 approval?

e

.

1 of 2

—_——— e L -9
Prepare 3-year

enroliment l

projection '

|

I

_________ |



{cont’d)

O

ERIC
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C-36

Design 11
Working
drawings

~ Working
drawings
approved?

/

Obtain final
preiact
approval

Project
approved?

INITIATE AND COMPLETE INDIVIDULAL PROJECT

Construct
school

Occupancy

279

20f2
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41.1&4.1.2 ACCOMMODAT!ON SUPPLY: Capital Program — Monitor Housing Development/Site Selection

10f 2
Housing oy .
Building permits
yield factors e iscued (from
municipalities)
\/-— Project
student yield
Draft Sub-Div. /1
plan from
Ministry of
Housing
Projection
Any forecast data
students? YES ]
|
|
!
™ , N
1. Enrollment Proposed
{projected) registered
2. Available sub.div,
M facitities

Facility needs

analysis
| Current Property Officizt A
enroliment file plan BB
i ‘\—/——J /——J

are
available facilities
adequate?

NO

[New sits required]

ERIC 250
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Revised draft
plan
{alt. site)

Request/specify

alternate P NG

site -
Comment of
draft plan School

C.38

- ————~ -3

Site analysis

Proposed
site approved?

K—————— 2. Optimal schoal

[ 1. Site selection

~——

2 of

criteria

sizes

/--J

2

-

Ministry o.f Separate

Housing School
Board

Local &
Regional
Planning
Offices

Develop

Purchase

agreement

Purchase

agreement

e
—
.,

approval

281

Board\ _Purchase

Standard
purchase

ie_eyJ

agreement

Site
purchase

]

Praperty
file
T
{ |
|
|
BV
Capital
progism

e
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Aruitoxt provided by Eic:

, Prepare

' grant

| application

L f\
Municipal '
assessment
confirmation l

__—

Commission
site
anpraisal

r——3-%

/Ministry
approval

I Approvedd
G.L. grant
{3 amt))

—_

C-39

ACCOMMODATION SUPPLY:: Capital Program — Siie Purchase
Property File
{site purchase
agreernent)
- Prepare site
L\-/" purch.ase resolution
1. Site cos*
2. Loan req'd.
T T _3 3. Debenture req'd
Approved Capital K
Allocation {site, |
$ 1liocation) |
M— I
|
|
Project | _ _y
proposal

Board
approval

Prepare
omB
application

omMB
approval

S/P

resolution,

1.

2.

Site Purchase
Resolution

Site Purchase
agreement

N7

Instructions
to lawyer
{request for $)

-

| financing

b e — e — -

. Arrange
temporary

coT

Prepare
application
OCAC

OCAC
approval

1. Debenture

Enactment o*
debenture
by-law

{by board)

— j

4

Issue of
debentured
capital

{by OCAC)

2. Debenture by-law

Purchase
site

Site
purchase
agreement

Construction
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Consuliation
with trustees

C-40

ACCGWVIMODATION SUPPLY: Capital Program — Establish capital prograrﬁ

Current
enroliment

= e e st ey

Monthly enrolim:.
(sep. board}
1. New gr. 9s

2. Pub.-Sep.
N "~

1. Enroliment
projection

2. Available
facilities

Property file
{ Available sites;

Community
municipial,
provincial trends/
submissions
{non-formai)

Property file
{site purchase

$)

\__/

1. Grant guidelines
2. F/E formula
$/5q. ft. $/pup-place

—

—

1. Updated
enroliments
2. Updated

projections

\\__-r’
N
(FEB..MAR.)
Major renovations
Facilities RS (from capcurrent)
Needs Analysis
[Feb. - June] -
Separate sation on
1. Boundzry change
] 2. Schoo! cicze-outs
(Space Needs ) 3. New & ptn,
type, size, mix .
1. New schools requirement
incl. sites
2. Additions
3. Portables
4. Major renovations
SN —
{JULY & SEPT)
Estimate Report to
costs

Establish priorities

Ministry {5 yr.

(space needs, costs)

1)

Space needs, costs
{priority-ranked)

\L..

Approved
architects

Prepare interim
alloc. program
{planning & bidg.
committee)

\_/-—

Board
approval

Interim
Allocation

Space needs
Interim Allocation

283

Capital Space

Fore‘V
N ’
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4.1.2 (cont'd) ’ 2 of 2

General
specificaiions:

Educational ‘

(AUG -SEPT))

Prepare Prepare
capital project briefs
program {famiily supts.)

S

‘@CT.’ (OCT.-DEC))
Board \ P
Capital Proar: repare
Capital Program approves 2pital Program ) project

A

submission

changes /

briefs (family supt.)

(FEB..MAR) )

_ :?3 proved Ministry Approved ‘Project
[¢] Buiiding Proposal
Allocation approval \ P

Allocation Process

N

Purchase
site

| 284




414

Needs
a2nalysis

. \_/'—

-

[ 1. Current
enrollment
2. Projections

]

C-42

ACCOMMODATION SUPPLY: Capitai Program — Project Proposai Process

1. Capital program
2. Project brief

_—

General

r space:
schools

—

N—— . — -
1. Current i
enrollment ]
{sep. bd.)
. //
NS

Population age
distributicn

{from mu@_‘l
\/

Prepare
co-op needs
study

B
|

Establish
project
account

1. Confirmation of commission
2. Genera! Instructions

3. Project brief

4. Site detaijl

5. Cost guide

6. Req‘d date of occupancy
7. Project Supervisor‘

ERIC

Aruitoxt provided by Eic:

Prepare building
proposal —

Utilities req‘d

Site detail/

—
Commission
site
4 survey
-Prepare
project
proposal
General
instructions to
architects

—]

Estabtish

site
development
requirements

Instruct
architect

Capital
grunts plan
(Ministry)

Notify
utilities

Notify

2. Library

]

~

1. Pari./Rec.

board

.

Ministry

approval 1. need
2.bldg. &

cost

oms
approval
{tinancing)

Information*
to Architects

/_J

Final
Approval

Design I:
Sketch Plans

Construction

L
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4.15 ACCOMMODATION SUPPLY: Capital Program - Design | {Sketch Plans)

Proposed Eng./arch.
consultants

{from arch.) Standards:
Building Notification
Conztruction, of project
}(—:'.-‘.-ahh, etr. ) proposal
rom ag.:. }”—_J

~

‘,,/ Board
< {D&C)
d approval
?

/ﬁ:ansultation:
Paiks & Rec.

Library

A
i
!
_

Consultation Prepare
Board staff sketch plans

Co-op
needs study

Current
enrolments P&B
zpproval

) Vi

? Other
~.. Agencigs
*
soard i
Updatfz approval of
needs justification sketch Fire
plans Marshal
? appioval
7
Approved
) NO Recommendations,
Approvals

—

. Prepare
Capita! L
grants y_ . Mmlst.ry.
plan ———==2§ Submission
Required
revisions

Reference costs: *
Construction

1. Sketch Plans
J ‘ 2. Needs Justification
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8.1 STAFF DEVELOPMENT AND RELATIONS — Staff Development
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Survey of
teachers for
indication of
interest in
specific courses

List of proposed
courses to be
offered

—

Decision
tc sponsor
course

\Leadership
Identifn,
Fiie

teachers, schools
other boards

Confirmation
that course
will be
sponsored

Selection
of
Principal
K Recommendation
— Supt. Prog.

Selection 6 —_ —

of
Vice-Principal
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form

Design of
application’
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Application form,
fees form,
course information
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Content time
table, Tentative

2
Collection and
\ preparation of
briefs for
Ministry
—
Establishment of Selection of

accounting and

payroll procedurss

course staff:
Briefing statf

Advertisement
of

Processing of

Commencement
of
course

staff list

—

Recommendation
of Princp., V.P.,

!
" Resource teacher !
%—L/_—/
-
v o ‘@

Records
deposits to

Operation

of
gourse

applications
courses and deposits
Conclusion Evaluation
of of
course course
y
. . Evaluation by
Financial — principal
statement — staff
— students
— Ministry
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. 8.1.3.1 STAFF DEVELOPMENT: Credit and Non Credit Courses — New Teachers

Request of supt.
program that
families develop
orientation program

Orientation kit
re board
family

fm— — — —
|

O
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Development of
orientation courses
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for new teachers

SUpport services
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community, etc. v
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-
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Operation of
evening courses
per family of
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Recommendation
of. Board

c-79

Recognition of
need for {eadership

Staff
Federation
Others

Identification

form by principal,
Supt., Coord. . ..
Self evaluation
form

training
— future leader
— existing leader

STAFF DEVELOPMENT: Credit and Non-credit Courses — Leadership Develcpment

‘Development of

a system of
identitication of
personne| capable of
more responsibility

Outline of
inservice
activities

Y

Establishment of
leadership
identitication
inventory

Selection of people !

to pertorm roles

re exercising
leadership

candidates in

and programs

|
leadership situations [~ —— — — 'J

L — —»

Statf forums
re' development
— lectures
_ — discussions
— panels
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Notice of
candidate
involvement,
proficiency,

Operation of
leadership
development
serminars

}__L

Operate role
development
programs
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|
|
I

!
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~
|

I

I

|

|
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|
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‘ Evaluation ot
|

|

I
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identification candidates
- and self leadership
(fevaluation potential
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assessment for
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8.1.3.4 STAFF DEVELOPMENT: Credit and Non-cradit Courses — Substitute Teachers

Signing of
contract by
substitute
teacher

Provision of
seminar program
by curriculum
department

Programs
Sept. and Ort.

Attendance at
seminars
{equiv. 2 days)

Volunteer
days in schools

Three
evenings of
winter course

Decision

Dt'scisicm\Y ES

Decision

lssue of 5.year
permanent
1.D. card

March and Aprit

Salary
increment

Withhotding

1.D. card

of permanent

K—///——
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8.1.35 STAFF DEVELOPMENT: Credit and Non-credit Courses — Parent Volunteers

Suggestion of Suggestion of Other sources
principal, teachers, parents, —board . ..
librarian community

tdentification
of need for a
parent volunteer
program (P.V.P}

Program not Decision Implementation
established of staff to of PV.P,
establish at school
P.V.P,

Parent volunteer Provision for Su'g;""is ot

sdvanced development of ‘\7"!- ook

cov-se GPV200 parent N sc:ﬁ;:’:’eers n

I
volunteer Peel 1975

Practical \

experience as
a parent
volunteer
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STAFF DEVELOPMENT: Professional Activity Days

P.D. warkshop
schedale

Board approval
re: no. of days
for professional
development (P.D.)

Development of
| P.D. packages
for professional
activity days

Development of
P.D. workshop
form re
requests

Yo

P.D. packages
of coordinators,
censultants,
etc.

/

|

Dissemination
of P.D. forms
to schools

Request
Forms

Receipt of
forms from
schools by dept.

Completed

forms

curriculum J

N

Evaluation
reports by
teachers, princpals,
supt.

Development
of P.D.

request

workshop

schedule

v

Operation
of P.D.
workshops

Evaluation
of P.D.
wqushops
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Regulation 5
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Identification
of available

STAFF RELATIONS: Appointment of Administrative and Supervisory Personnel

Position vacancy
— resignation
~ retirement

|

1

- .
supervisory

/Loosition

I
-~ Decisio
1510N NO

— promotion
-~ demotion
— transfer

to advertise
position .~

YES

Advert:sement
of position

Policy 21
Regulation 4

with.in the board
and across Ontario

Establishment
of

Interview
committee

Selection of
candidates to

Applications

I

Policy 4
Regulation 2

be interviewed

List of
candidates to
be interviewrd

b

Interview of _l

&

—_—y

J

Selection of
person by
director of
education

Policy 4
Regulation 3a, 3b

selected candidates
by interview
committee and
director

Recommendation
re appointment

JJ

Recommendation
of interviewing

of successful

committee. Palicy 4
Regulation 3a

candidate

e
b 4

Board approvatl
of

appointment

recommendation

y

Hiring or
promotion of
candidate

N—

Recommendation
of director

N Policy 4
Regulation 33

Policy 4
Reguiation §
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8.2.3 STAFF RELATIONS: Appointment of Principals, Vice-Principals, etc.
Board approval Identification Position
of new of vacancy
position available
\/“ position \_/——-
Advertisement
O.p. Staff 4 of position
—— within board and
} possibly across
J Ontario
Applications
Receipt of IE - 4\/‘1
applications by
superintendent
of schools concerned
|nter_view with \(,)v.l;.tStaff 4‘ ) Palicy 21 Approved
applicants not ritten explanation Regulation 2 applications
recommended by for non- ' 0°.5tatf 4 forwarded to
Superintendent recommendation Superintendent
of school J Academic Affairs
Policy 2% R
i Establishment
Regulation 4 of
Interview
\_/ Committee
Policy 21 Interview
; of
Regulation 5,6 approved
candidates
Policy 21
Regulation 5, 6
Submission of
Policy 21 recommendation
Regulation 7 “1 of interview
commiitee to
supt, of
academic affairs
Board Hiring or
approval on promotion
appointment of candidates
O
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9.0 SCHOOL CURRICULUM (PROGRAM)
1ofb
Parental Board Staff Principal, Community, Evaluation of
input tnput Input Teacher Ministry and Existing
P Input others Programs
-
Identification Specified
A of Program needs
Need e

N

[

]

&
. Planning data

7 Program Report of

B8 RE.‘c.on:nmended ———————)1 Proposal Superintendent Budget data
Revision . Program/__J -
— G
4
CD.C.
Review
YES
Revision?

E

NO

Superintendent’s
Review

NO

A

Approval

O

RIC

Aruitoxt provided by Eic:

Administrative
Council
Review




9.0 {cont’d)

Approval?

YES

Program
Committee
Review

CB\L NO Approval?
lf

YES

Board Review

YES
\\\\\/ NO
Revision Approval?
YES
Board Establishment
Rejection of of Study
Proposal Committee

9
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9.0 (cont'd)
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) > Board Policy
Ministry Guidelines
CODC Draft

! Paper
Development J

A of Objectives

Draft
Statement of
| Objectives

e

——

c.D.C.
Review

NO

Existing

programs and ) . I
. | guidelines % Assessment Adoption of itaure;m:r;t of
of Related Objectives ‘ ng t‘.’ '
Resumé of : :

i

Relevant Program |
Materisl |
|

|

|

- - —— -y

Design of |

Draft Core |

N Program |

D S |

1 Dratt core program

of curriculum |

assistant, |

committee writing )

V
[E—— 1
' I
. Selection
g:/iatlen:ia:on of Evaluation — e e s — _J/
Methods
3 [§

O
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Field Test
Evaluation of
Proposed Core
Program

Approval?

Board
Approval
Process

Guidelines
In-Service P.D.
Program

Approval?

N 3

Dissemination
of Program

Long Range and
Daily Plans
Activities P.D.
Program

-

Implementation
of Program

331

40f5



9.0 (cont'd)

ERIC

Aruitoxt provided by Eic:

c-89

)

N

Recommendation
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Program

I
I
\

Termination
of Program
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v Major "‘A
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I

R {

On-Going Recommended ]
| Evaluation Minor |
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Continuation
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|

I

|

|

|
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i
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i
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Revision of !
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i

|

I

Decision? i

i

|

)

3

Revision !
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SCHOOL CURRICULUM (PROGRAM): Program Development and Evaluation
: ~ Development of Objectives

Establishment
of
study committee

1. Related Stated Board
literature philosophy

2. External : ’

expertise

Draft of
proposed
objectives
Report of Y, Ministry of
. Education
superintendent biectives
program k)
¢ Reaction of
Recommended Review o schools,
revisions draft & ——— teachers,
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deletions objectives supt.
|
I
|
1
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objectives Revision? | objectives
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Statement Adoption

of approved .
app! ! of approved
objectives objectives G °
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SCHOOL CURRICULUM (PROGRAM): Program Development and Evaluation
Design of Draft Core Program

Existing
programs
guidelines

Establishment
of study
committee

Resumé of
relevant
program

Iierial/-—

l Recommendation

of superintenden:

Assessment of
related programs
{research)

N

Determination
of specific
needs

Establishment

of guidelines
expectations and
procedures for
curriculum assistant
and writing team

ﬁ_--

{program)

Appointment of
curriculum
assistant

{if required)

Selection
of writing
team

Statement re:
role of
curriculum
assistant and
writing
team .~
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Statement
of approved
objectives

o

( Recommendation
of: supt. {program)
curr. assistant

Program
proposal
approved by

Writing of
program

Draft
core
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principal

Statement
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L
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i
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SCHOOL CURRICULUM (PROGRAM): Program Development and Evaluation

- Evaluation of Program

Design of
draft core
program

Draft core

program
~guidelines
-~ objectives

Establishment
of
expectations

\_/

1of2

Questionnaire

results

Statement
report of
expectations

Selected

Selection
of evaluation
criteria

-~ parents, teacher
prin,, v.p.,
consultants

standardized
student tests

Selection of

random sample
of students by
grada, age, etc.

Attitude survey
— teachers

- principals
— cemmunity

|

i/

- students
— parents

Administration

of selected tests to

random sample(s)

Selected
board designed
student

Results of

O
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implementation
of core
program

Cross-sectional
survey of same
grade cohort
unti! longitudinal

Lstudy finished

{________._.__..

Standardized
and board

Analysis of
test results

tests @00 e e e o o ’
\_/’— &-

Test results

N

Longitudinal

survey of some
random sample

on an annual

basis to end of Gr. B

G- — - ——

Information
survays
— community

Analysis of
test results

— staff

Report and
recommendations
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9.21 SCHOGL CURRICULUM (PROGRAM): Operations — Timetabling
1of2
E xisting Program
Ministry of developed by
Education time GE.ALC.
tabling process
Preparation of Development of
simetable Decision YES computer program Staff
schedules at to process at for time table recommendations
Ministry of Education board scheduling -
- -~
——/
Development of
Student forms fé;:::lt'n
Information re: student o
Sheet course Teacher/Course
teach s Master
ers
\—.,/——

Dissemination
of forms to
the schools

Receipt of
completed forms

Preparation of
Form Information
for Computer
tnput

¥
N j

N

Registration Tally of Cross-referencing .
of students number of >f subjects g‘::::t'o" of
' students requesting {Conflict Matrix) s

required for

each subtest assignment

o ' J
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From schools
:availability of
physical plant

C.95

Computer Student
analysis of requests
students’ analysis

requests

—

) . —
: staff allocation !
Production
- of Fhe master e e
timetable
pd
T —
Master
Timetable
Tape
/ 7
. Simula(ionw
load on .
master

timetable

.

Simulation
of load of
students on
each
section

(N g

Counselling
of individual
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Identification
of no loads
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9.2.2 SCHOOL CURRICULUM (PROGRAM}: Operations — Grade Reporting

Master
timetable
tape

Transformation
from time-tabling
to grade report

system
N
Y4
Shut down Information Establishment
of the scheduling transfer ; of the grade
system scheduling to report system
reporting )

L l

Updating process re
- transfers

- admissions

~ retirement

March -- Report
card summary

June — SAP (OSR) "
- summary - !
R/’-—— Updated class

lists submitted
to schools
1
Established
comment Class lists
document . Schools
- e \ Grades and ‘ —
comnents v
written by
teacher Ly
M . mark or H
F"_"“"“"""' code i Student mark
“'d””‘ :t ‘ l summary for
to dept. heads . office binder
.""—J-
— < e
Processing — « lists
of — marks medical lists
- comments A mailing labels

-+ attendance
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Section statistics Dec.. Mar.s June course
Q Report card to statistics
) . student
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" counselling \_51/3 9
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c.97

a) INTERNAL

Parent contacts
schoo!

Principal parent,
teacher discuss

SPECIAL STUDENT SERVICES: ldentification of Student Need

Teacher
identifies
student
need

Resource teacher
or prim. assist.
identify students
need

the situation

Solved within
the schcul

To coordinator
sp. ed. dept. at
CcB.D.

Parents
consent to *
follow-up? /

Parental
consent form

Referral by
principal to

Psych. Dept., end
Attend Dept. orjept.
Sp. Ed. Dept.

Discussion
with
principal

74

Inform
teacher

Resource teacher,

, primary assistant,

and sp.ed. R.T.
{maybe) discuss
situation

Contact
parents
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10.1.1.2 SPECIAL STUDENT SERVICES:

Data on

assessment of
child’s situation

|
i
|
!
[
1
i
|
]
I
!
|
I
|
|
!
|
|
|
!
!
|
I
]
Vi
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ldentification of Student Need
b) EXTERNAL

Parent/doctor
etec., contacts
community agency
re: child’s need

Community agency
asks schoo! for
information

Community
agency

P

assessment

- Classroom
- information
- Chief psychol-

~dagist o —

Parental
permission to

\ release
info.

NO

I Remains

with

Parental release
form

Agency contacts
_9 school/principa!

Inform chief
psychologist
{CBO}

" Need
for agsessment -
?

YES
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SPECIAL STUDENT SERVICES: Assessment of Student

a) Internal

Referral form
to attendance
counsellor

—

-

Referral to the
Attendance
counsellor at
c.B8.D.

Referral by
principal to B3
either B1 or
B2 or B3 (
|
|
{
l
/ !
B1 {
S {
|
.

PGP, J S,

Referral form

to chief

psychologist at

cBO.

at C.B.O.

Referral to the
chief psychologist

To field office
for assignment
{assoc, psych.)

Y

To assistant,

etc., for action

Report

- case history
- personal data

E

Field office for
assignment (i.e,

sp.ed, R.T)) E
Report (Informal)
to teacher and
principal

Confer

with principal L

Principal
decision

"Sp.ed.R.T.
works with
teacher to
assist
student
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10.1.2.2 SPECIAL STUDENT SERVICES: Assessment of Student
{b; External

Referral
to external
agency

Agency assesses the
the situation

and makes
recommendations

Recommendations

Refeired
to

U
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SPECIAL STUDENT SERVICES: Decision on Course of Action

Psychology
staff s assessment

| and recommenda-

tions {field office)

fat

Confer with
attendance
counsellor or sp. ed
R.T. if necessary

Talk with
principal
and teacher

M report

1of2

Psychological

Interview
with
parents

External
agency?

Parental

NO

7
_\/’ Course

—

consent?

YES

Card: remains in
F.C. psych. place-
ment file {file no. 3)

é card: to sp. ed.

research teacher
{file no. 1)

card: to CBO
(file no. 2)
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10.1.3 (cont'd)
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Psychologist
works with
teacher

' Attendance
Action as ] Cou‘rse
Cca required of action? Sp. ed. mainstream
: work with teacher
to set up a program |,
r

Waiting list of Spacial program
kids to be Confer with sp. ed.
cqnu:zed (main. R.T.re: admission
tained by Sp. Ed. to special program
R.T.) —

Receiving

principal’s

coinments

N\
L ] Character of
Psychological Muiti-unit program
Report admission board
— Recommendations committee re: -
from External placement ggg:? ‘;:"ty
— of student .

Agency s involvement

Recommended
placement
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10.1.4 SPECIAL STUDENT SERVICES: Placement
, Res. teacher
| contacts home
i principal re:
i[reoommendations
Recommendation
for placement
?
Action as Res. teacher Parental
designated records name for consent?
by C2or C3 future reference
. Parent signs
Application for ~
admission consent form
Room
in program?
' Approval for
Request for transportation
- transfer {Transportation
e officer)
\___’/
1
Q

NO

Res. teacher
informs home
school principal

y

Principal must
inform parents

of recommendations
of admission

board

1of2

Action by
school
{either E10r E2

E1 program

based on

— psyc. rep. rec.

— R.T. assistance

— CBO involvement

’ Priority list
established by

admission
l board :
e

E2: emotlional
behaviour

— ext. recommenda-
- tion h

= psych.

- CBO

— famlly doctor

Priority list

R.T.informs tocal
principal standing
*in priority list

L

.

R.T. assists
schonl during
waiting period

AN
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Parent
wishes to visit
school?

NO

YES

Parent visits
school

20f2

Parent doesn't tike
schoot: discussion

with co-ord., R.T.s,
principal, parent
etc.

P

YES / Problem

" 4

Card from

fileno. 2

PN DE—

Card filed in
sp. ed. student

file

Res. teacher and
receiving principal
decide on

time of move
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10.1.5.1

Waiting list no, 1
i.e. kids to be
considered

C-105

SPECIAL STUDENT SERVICES: Program Planning
a) Program Demand

Waiting list no. 2:
kids to be placed in
spec. ed. program

but no
,//—-—‘

room

Documents
no.7 &no. 10

Final list of kids
requiring

Final approval
waiting list of
kids requiring

placement in spec.
ed. programs is
determined

— Special needs

— External agencies
— Coordinator
input

Supt. of
schools
of
family

Justification for

placement in

spec, ed. /_.1

programs
\g_—/

_new program based N
on student needs &
guidelines set by

board (coordinator)

b
Coordinator
and scurce New program
teachers proposal _J
pu——
~ i1

New program
proposal sent c

to supt. of schools
of family

New program -|
sent to supt, of

schools for
spec. ed. for
approval

Supt. of

academic affairs K
approval

schools of

Supt. of

special
services

New special ed.
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10.1.5.2 SPECIAL STUDENT SERVICES: Program Planning

Determination of
locations for new

New programs

.

programs {supt. of
schools — family
& F.0. staff)

b) Staff/Facilities/Materials/Budget Demand

Locations for

New staff
requirements

- Interviewing and
hiring of the
required new staff

{supt. of schools —
family, principal,
res. teachers)

> new programs

List of newly

)

Staff, principals,
res. teacher
determine and
order materials

hired staff

S~

Materials
ordered

Budget demand
i.e. new progrzm
allowance

Budget
allowances

FinaIAapproved
tist of kids

Students placed
in sp. ed. programs

requiring placement
in Sp. Ed.

PRI

Programs . -~

——

O
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10.1.6 SPECIAL STUDENT SERVICES: On-going Evaluati~.n
10f2
informat:
— OSR cards
— information from .
previous teacher (SEPT) {NOV.)
Formal: Teacher reviews Wi CBO: WRAT
ide Range :
—~ WRAT tests formal and Achievemgm Test tests initiated
(romhzret\g%us spring informat ' Form in spelling,
- g;yc;\ filse: information A reading and
| arithmetic
|
|
A l
! f FALL
I L ~
Spec. Ed. statistical (A .
i ) i - Wide Range Spec. Ed.R.T.
y | and program analysi: N Achievement Test distributes .
{objectives) Results
! : Teacher sets objec- iF 0 the tests
: tives, teaching :/—‘
A3 strategies, materials -
: Student all leading to a l
X l program balanced program _J |
[ |
| |
, !
1

W

; WRAT test CBO: Formal
resu.lts . evaluation of
I {spring) kids using
| N o y WRAT
! ‘During the year Concurrently an H
'% teacher monitors informat evaluation
—— e ———— - process starts:
pregram anfi. R <- 9 teacher, parent,
makes modification principat, external
if necessary agency S

Teacher's respon-
sibility to know
where student is,
where he should be,
' how to get him there

Analysis of the
‘L —_—— e program, tests &
T T T e - ﬂ retests, on hand
info. to see
what'’s happening
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Teacher discusses
WRAT results
with principal and
Sp.ed.R.T.

r

I Spec. EdA.R.T.
confers with
co-ordinator

Coord:nator confers
with supt. of

school special
services

Coordinator and
Spec. Ed.R.T,
confer with supt.
of schoois
family

C-108

— Program
recommendation
for student

— progress of
student

— appropriateness
of the program

- indication that

student has learned

from a skill

\_base

A

Information
recorded &
transferred to
a “data bank"
at ‘CBO’

[ Regular
classroom
i.e. demission

Alternative
outcomes

Remain in
special education
program

Placement in
| alternative
special education

351

20f2



C-109

10.1.6.1  SPECIAL STUDENT SERVICES: On-going Evaluation
A1 — Remain in Special Education Program
lsr:fc:;mft::’" f"::m Res. teacher, teacher Recommendation
4 ; S” fles a psychologist, prin- for student to
8.9, cipal, coord. discus- remain in spec. ed.
-~ psych files sion recommend rogram
i~ Sp. Ed. files that student remain prog
in sp. ed. program
[V
Spec. Ed. Placement
\L committee
discusses the
case
ommittee
agrees with N
recommendation
?
Case is sent back
10 the schoo!
for review
e
Placement \\\
committee and NO Resolution >
school resolve ?
the problem
] YES
Teacher talks
with parents
re student
remaining in
sp. ed. program
™~
swd?": in ,/Parents RN
remains | — YES agree with
spec. ed. program | T N\recommendation
interview to review
academic, intellec-
tual and rationale
for parents’ request
_{co-ord., parents)
Student returns
- | t0 mainstream YES Parents NO Student remains
Q or alternate - still disagree? in spec. ed.
E MC support situation N g program
e \/
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Aruitoxt provided by Eic:

10.1.6.2

Res. tr., princ., teach.
discuss situation and
come to agreement
ie.alt. A1, A2or A3
{usually go along with
adm. bds. recommdns.)

C-110

SPECIAL STUDENT SERVICES: On-going Evaluation

A2 — Alternative Special Education Program

Doc. no. a

Informaticn from
“Student Fiies*
® C.B.0.

— Psych. Files

- Special

Ed. files_—" |

res. teacher,

Psych., teacher,

1of2

Doc. no.b

principal agree
on alternative
spec. ed. program

Meeting of

committee

spec. ed. placement

Recommendation to
place student in

alt. spec. ed.

program -

committee)

Committee makes
alt. recommendation NO
{sp. ed. placement

~

AN

Alternative
recommendation

J

Place student in
alt. elem.
spec. ed. program

ELEM.

Parents sign
admission

YES

ommitteé
agrees with
recommendati
> ?

Talks with
parents
{teacher)

Parentat

" consent?

NO

Parental
interview
{co-ordinator,

board)

sp. ed., admission

v
rd
,

form

k YES -~ Parents
.

accept?

NO

Parents change
mind and agree to
place student in
alt. spec, ed,
program

pe———— Conclusion
\\

Student

Y goes to

T ———————

mainstream

393



10.1.6.1 (cont'd)

Vocatlonal schoot
Admission board
reviews case
(N.B.1of 3
admisslon boards
~- BrHannla

— South Peel

— W.J. Fenton

Reject reccmmenda-
tlon according to
admission boards
criterla

(etementary school
does its best to
accommodate
student

Admission
boards
recommenda-
tions

GLD

Recommended
placement
accepted

*GLD — General Learning Disability
SLD — Special Learning Disability

ERIC

Aruitoxt provided by Eic:

C111

GLD
or SLD*
program?

Defer placement
according to
priority {i.e. student
remains where he is

SLD

Doc. "b"”

20f2

School admission
board reviews case
{N.B. admission
board for each
school)

Admission
boards

Parents
agree with
placement

Student
placed in SLD
Program

recommendations

Student remains
in mainstream
with no special
programming




c-112

70.1.6.3 SPECIAL STUDENT SERVICES: On-going Eva'uation
A3 — Regular Mainstream
1of3

A3

Doc “b**
recommendation
that student be

placed in regular

Toacher, principsal
res. teach., psych,,
meat and agroe to

Doc. "'a"”
information from
student flles @ C.B.0.

recommend student

— psych.

- speclal
ed.

remain In
ragular mainstream

mainstream

Spec. ed. placement
committee
discusses the
recommendation

Compmittee

accepts the

recommendation
7

YES

NO

Case is sent
back to the
school for raview

Placement
committee and
school resolve
the problem |

Resolution
?

YES

Recommendation i
is discussed by \
home school teachet
and res. teacher

[RIC 955

Aruitoxt provided by Eic:
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Aruitoxt provided by Eic:

10.1.6.3 (cont'd)

Child placed
according to
original placement
of sp. ed, placement
committee

C-113

Placement
committee meets
again to discuss
principal concern

NO choo! principal
‘(______<agrees with the
ecommendation,
?

ome

Principal
approves?

Committee may
talk with supt. of
schools family for
ftexible boundaries

NO

Supt, .
of schools
family agrees >

L

Form to be
filled out

203

Evaluation of
student’s academic
background and
recommend grade
(res. tr.,sp. ed. R.T.,
psych.)

Recommend
grade level

for student

N

Match teacher
characteristics

e.g. male/fernale
old/young, etc.

— teacher must agree

Present principal
and teacher talk
with the parents

Parents
agree with
new placement
" ?

Placement
committee reviews
and reconsiders
the decisicn

Parants visit the
new schecol and
talk with the
new principal
and teacher

YES

Parents
accept new
school?

Student is
placed in the
new school

Student
enters
follow-up
program
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10.1.6.3 (cont'd)

Doc. "¢’
Alternative
recommendation

.

Back to sp. ed.
placement
committee for review
and come up with

an alt. recommenda-
tion

1C-114

Committes
holds to its
original
decision?

Go to supt. of
family of schools
for his

Doc. “a” & 'b”’

30f 3

Parents

recommendation

Supt.
supporsts
committee’s
decision

NO

Supt. reviews
the decision and
informs parents
{by telephone)

Case ronference
~ Supt., parents,

"everybody

Parent’s YES

concern

Student
placed

accept decision
?

Alternate
recommendation
and placement
decided

during meeting

according
to new
decision




C-115

(SEPT.)

Sp.ed. R.T. follows
up on kids

SPECIAL STUDENT SERVICES: Monitoring of Student’s Progress after
Leaving Special Education Program

Oiscussion with
principal & teacher

Code assigned to
student designating
his status:

Student file and
code

green — O.K.
yellow — some con-
cern, red — crisis

- F.0.
- R.T. office

For red & yellow
codesp.ed. A T.
gives ~ materials
— input

- direction for
further support

10.1.7

Academic

functioning tevei

Background

Attitude
Sp.ed. R.T. discusses
red & yellow kids
with the coord.,
& formulates strategy
on hcew to handle
them

Strategy
e

O

ERIC

Aruitoxt provided by Eic:

"

Child put in

For kids who
must return to

waiting list

\.___//-—

sp. ed, program,
discussion with
present principal

1

J (APR/MAY)

Repeut process
above, compare
code

Materials,
direction, ete,

P

—_—

withdrawal

Student recorded,
etc., and informa-

Crisis
situation

Action
required?

YELLOW

Sp.ed. R.T. brings
this information

to the sp. ad.
placement committee

'Y

tion put in

O.K.

Ciassroom
teacher

/

-

Sp. ed.

teacher

NO

2yr.
cycle over?

YES

End of
follow-up
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10.1.8.1

C-116

SPECIAL STUDENT SERVICES: Staff Recruitment and Placeinent

Guidelines from

CBO

1 — External

Program approval

{C.B.O./supt. of
schools family)

Advice from
coordinator of
sp. ed. when

requested

S

-

Hiring process

Staff needs

Advertisements
— newspapers
— internal

Y

{tield office)

Processing of
new staff by
Personnel dept.
at CBO

Qf

353
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Aruitoxt provided by Eic:

10.1.8.2

SPECIAL STUDENT SERVICES: Staff Recruitment and Placement

C-117

2 — Internal
Principals, Principals
Supt: family, h Supt. of schools family
Sp. ed. resource teachers | Resource teachers (Sp. Ed.)
Coordinator Coordinator
List of candidates List of candidates for
identified by above Sp.Ed.R.T.
personnel identified 3
P
L Selection of Sp. Ed.
geleé:gon th R.T. candidates
P. £0. teacher from special services
candidates from staffie.
mainstream teachers — sp. ed. teachers
in Peel county — psych. staff, RTs
Selection )
List of process by List of
candidates > Field Office candidates

—

External hiring

to fill remaining

| positions (N.B.
Sp.ed. tchrs. only)

Information
sent to
~ Field Office

only)

{C.B.O.for SERT '

Enough
Sp. ed, tchs.
candldates
lnter?ﬁ:ly to

pos.?

Processing of
staff by

- C8O
— Principals

Personne) dept.
at CBO

—

List of personne}
for Inservice
program

(10.1.9])

Inservice program

360




10.1.9

any other area
Q \/_J
ERIC.

Aruitoxt provided by Eic:

C.118

SPECIAL STUDENT SERVICES: Professional Deveiopment

Principat
identifies
needs

Teachers
identify needs

!

Field office level
discussion
{teachers, sp. ed.

R.T., curr. dept.,
psych., multi-unit
personnel

Discussion with
coord. Coord.
checks if anyone
else has similar
needs

Continue?

N

Coordinator defines
regional area of
needs {K-13)
Consults with field
supt. and curr. dept.

Supt. of schools
spoac, services
investigates
need

Discussion with
—) supt. of schools
family

Discussion with
supt. of schools
spec. services

Discussion with
the coordinator

Supt. of
sch. spec, serv,
agrees?

Coordinator
discusses situation
with the Sp. Ed.
R.T.

YES
Coord and 3
' curriculum dept. Proceed to the
staff involvement 3pec. ed. placement
rammittee of
J, each multi-unit
hY
Development ot
an inservice
program at input from
multi-unit level coord., res. teach.,
sp.ed.R.T. Spec. ed. curriculum
group formied to
design in-service
program
Inservice
program
R . . Supt. of schools
. Discussion with
E\./aluat.uon supt. ofl schools family identifies
Discussion re spec, services needs
followup of e
inservice package
- coord., supt., etc. L—‘-A = —"—'J
|
|
I
Results | Discussion with
! the .ed.
discussed at Sp. Ed. 1 R Tspec
R.T. meetings I o
I
e e e -
|
|
I
| . Spec.ed. R.T.
and coordinators
PBC_‘(EQG L ) discuss
available for situation

Spoc.ed. R.T.3
See needs

They discuss
needs with
the coordinator

Coordinator talks to:

— support & psych,
services

— 8p. ed. teachers

Coord. talks to
supts. of family
of schools




C-119

10.1.10  SPECIAL STUDENT SERVICES: Budget

Budget estimate
for C.B.O. Sp. Serv.

Sp. ed./Psych
attendance/Cont.

Expenditures to
date

Last year's budget

- Estimated

Ed. each prepare
budget estimates

—

Estimated budgets

for each dept.

Compile Spec. Serv.
budge: for CBO

{supt. of schools
sp. serv.)

Compile budgets

for each of-10
famities w.r.t,
sp. ed.

Total special
services
budget

..__) W
Compile to1a!
sp. services

budget

Make
appropriate
modifications
to the budget

AN

Supt. of academic
affairs & spec. serv

‘%!___._ S |

expenditures
for rest of year

\,

Budget estimates
for each famity
{10 appendires)

| \__/"

Field Office
budget

prepare budget
for presentation

Is
there a
difference between
F.0. requests
& C.B.O.
est.?

NO

"Presentation
of budget

ERIC

Aruitoxt provided by Eic:

to the
Board

Requests

362



c-120

10.1.11 SPECIAL STUDENT SERVICES: Curriculum Development

New program

List of kids Detarmine Needs of

for spec. ed. needs for kids kids in

program for spec. ed. program
program

r
[ !
; ok _tsEPTY |
Sp.ed. R.T., sp. ed. | Determine what I Core curriculum
T., coord., supt. of ) is necessary to | readin h
school, identify I supplement and L 'dg‘l‘mat
curriculum | complement core ) -~ guice ines
nceds — eurriculum for 1 {curriculum dept)
'\/ | sp. ed. purposes
! L : —
! |
I ! L (NOV.) :
Other resouices Committee set up | .
e.g.board, 0.1 S.E., ' for this purpose to | Needs of kids
M.O.E., curriculum l adopt & modify core 1 determine -
dept T.‘urner t curriculum for spec. 0 — prog. definition
library, et | ed. (sp. ed. teach., ! — objectives
y. etc, R.T., coord., curr. .
| dept.) | \__,/
- | t
1 1
D N |
{NOV.)
Design and develop
new spec. ed.
—-=—Y program
I curricuium
|
[
T |
t
! | {MAR))
M i
g ! ,
i Set up pilct Course
| program ) : outline
L |
o
N |
g !
|
I Evaluation and Material needs as
: revisizn of. . deiermined by
---------- commiittee on
1 sp. ed. program materials ,
| —
i
| {JUNE/JULY)
[
: Cistribution of
..__,___) new spec. ed.
program

363
O

ERIC

Aruitoxt provided by Eic:
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10.1.12  SPECIAL STUDENT SERVICES: Material Development
{Short term)
Informal needs
Program needs: Determine material « Formal needs
~ integrated prog. needs - hardware & — material display
— contained prog. software, both — sales rep
'— withdrawa! prog. short term and long :
term development
{Long term)
i Committee set-up
Materials to be t0 summarize and
developed A —,ﬁ update materials
| catalogue
|
|
Curricutum |
dept. input ||
! c
] Committee set-u : atalogue of
Spec. ed. commitsye to develop P | matx vials for
on program needs materials | short term
{cefer t0 10.1.11) : needs
I
Devetoped 1
niaterials i
i
- — !
o
Materials Evaluation of !
development input materials {part of !
to curriculum evaluation process |
development of curriculum |
education - development |
] I
|
I
|
Materisl: Resocurce !
specialized materials -
e.g. wheel chairs

ERIC

Aruitoxt provided by Eic:
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10.2.1.1

Usualiy
schoo!
principal

Profile chart

C-122

SPECIAL STUDENT SERVICES: Attendance — Casework

Referral form

Begin processing

absentee referrai

(F.0)

— Check ‘files for
previous referral,
etc.

New
referral?

OSR. b
-- schools "
attended | Open new file
— ! ~ collect ai
\__../ l -y available data
I relevant to school
. or family
Class attendance ! sttuation
records 4
=% - suspensions

Talk to student’s

— principnl

~ teacher

— guidance coun.
sellor

Make informal
assessment of
approach to be
taken — inform

‘l family of process

Notification of
referral — to
famity

-

Evaluation of

Studert’s student needs

family

NO

M = = o - -

Tofd

Field office
Attendance
counsellor’s card
index file

C.B8.0.
{Special
Services)

|
|
RN

ERI

Aruitoxt provided by Eic:

Summary of
home visit
— family

relations

Assessment of
family situation

Case file made
available to
£--- fieid office
requesting
A
|
!
|
X - C.B.0.
by family files or
! 7o field office
Y
|
Involverments with
. ———— community agencies/

medical/court

-

~

365



10.2.1.1 (cont’d)

Parent/
School/
Pupil/
Relatives

eg.
Support Recommendation
services =1 for Sp.ed.

Community
agedicies

Request for
parental consent
to agency referrals

Parents
|
‘ Parental
Y e - X consent
/ Daily report each
+ day of absence
Schools — ==X {where applicable)

O

ERIC

Aruitoxt provided by Eic:

C-123

20f4

Decision on
course of
action

Medical
Medical personnel

advice

Relevant details
of cases inherited
from other boards

Other
boards

e — —~~

e.g. continued

Implement
dacision

- inform parties
involved

E

——=-

Prepare and send

written reports to
agencie, — set up
conferences

-~

Follow up case
work counselling
- Heassessmang
of student needs

-~y

Instructions re
action to be taken
by school

8.9. new class
placement, transfer,
daiiy reporting,

etc.

School
personnel

- — ——

—

NO

Decision on
further action

{C.B.O. Involvement)

X

NO

e

Close
caser




10.2.1.1 (cont'd)

School
principal.
agencies,
ete.

Daily reports

—

C-124

Daily report profile

Send court
warning
letter (C.B.O.)

Court warning
letter

/

- - =

Assess response
to court
warning letter

Adequate
improvemeant
?

YES

Arrange for
pre-court hearing
— inform
participants

3oféd

Invitation to
attend
pre-court hearing

e

Pre-court hearing
attempt to

obtain a commit-
ment from parties

4

Ass2ss response

to pre-court
hearing (if
commitment made)

' Adequate
Qmpmvement?/
Ve

Set summons
procedure in
motion — Lay on
informaticn
{J.P.signs)

O

ERIC

Aruitoxt provided by Eic:

Parents

Parents
Student
Chief att. coun.
Local att.
counsellor

Summons
Bureau
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Aruitoxt provided by Eic:

RIC

10.2.1.1 (cont'd)

School Certificate

principal

'"Check Sheet’’
daies of
case events

"

s &

Student’'s OS.R.

Head

f

teacher,

Assessment of
T.S. progress

or group — Report (on = .
e tat
home request) i
1
!
i
1
1]
|
: |
Returning School, course Ly
student - Preferences
e — —

C125

Court
proceedings

{counselior attends)

Written consent for
counselior to act as
friend of child in

40f4

court {if applicable)
amyrataband

/

Disposition of court
— return to school
— placement
— probation
—C.AS. called

in

T A

Record and ~ .

carry out Court action

court otder notification
N

Arrange for
placement of
iraining school
students in
comrnunity school

Details of wards Ministry
of M.of CS. e of
— o ~- returning to correc'tlonal
K community services
: schools
|
)
{
| Student'’s
| former
K.... Assessment K———-= school
principal
\_-/-'.J
O3R. [

f - Parents

Area Supt.
&
Chief Att.
counsellor

Name, address of

Choice of school
and after-care
officer {check
sheet)

after care officer

el

Confirmation

of registration

-

Close file

notice of
fiie closure

School
currently
attended
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C-126

SPECIAL STUDENT SERVICES: Attendance — Reporting

Caseload Menthly reviaw
files / > of file status
(per attendance
counsllor)

Caseload
G- — — = record book

Updated
caseload
record book

(JUNE)

Prepare

. statistical and
record book
reports

Analysis, comments,
etc.

+ Record book report

Statistical
report

—

—_——— ———) supt.

(SEPT.)
Prepare Chief
a2nnual report S Attendance
to board Counsellor
Annusl report
to Board —— e —— Board

(Attendznce
cournsellor
services)



C-127

SPECIAL STUDENT SERVICES: Psychology Dept. — Psycho-Educational

Diagnostic and Programming Services

Internal
schoo! records
for previous years

Current teacher
assessment and/or
standardized tests

Reports from
community
personnel or agencies
- esp. medical
counselling

\

Professional dev.
workshops refatina tc
chiid developm(¢
learning probiems,
etc. from psych staff
& other sources

Expression of
parental concerns

‘Student

Internal
solution?

lNo

Identification of
students within
each school who
require servicas

Criteria for
each of the

or resources beyond
the local school

%

)

Discussion of
34 sitation by

sarvices for
referral

Other
board
consultants
e.g. primary
\_ assistant

Attendance
Counsellor

privicipal, teacher,
and counselfors at
each school

R

Referral to
appropriate
consultative
services

combination of
the 3 activities
{a), (b) or {c)

10fq
Identification of
students within
—) each schoo! who
need special
consideration by
local schoo! staff
Discussion of {a)
situation hv Appropriate
principal, teachers class placement
and counselors at ] by principal
each schoo!
L
i
I
Any one or (b)

f,mnropriate
pragramming
snd management
by teacher

{c)
Counselling
by staff

External

agencies

Special
ed. offices

ERIC

Aruitoxt provided by Eic:
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1 7 Izont'd) 20f 4

Parental
consant

Direction from
Psych dept. re. e
.inform:ation to be

supplied by principal

{std. form)
k—//—- Principal makes

referral to chief
psych. directly or
through field
office

Referral: Contains
written data

ﬁ————— supplied by

-school

CBO Index
File

&l
Psych dept. -- CBO
— enter student into
CBO index file if no
prior contact,
otherwise note info.
— initiate assessment

List of student
referrals kept
by school

Any on-hand
information
(e.g.sp.ed., etc.)

Field Office: ~——

Assessment of
student carried out
by field psych. staff
— start with
discussion with
princ./teacher for
further clarification

Conduct talks

with student and
otners as required
Also any testing "
as required

— Test results

2 — Further data
N2

Consultation with v/"‘ —
principal/teacher

on conclusions of

psych.educ.
assessment
Assessment
information -
- .
O
ERIC 4
71



10.3.1 (con:'n:

ERIC

Aruitoxt provided by Eic:

Directory of
community services

Chief psych, other
psych staff,

C-129

Assessment
inform: tion

Consuitation
with school staff,

Possible
alternative

etc., on
alternatives

courses of action

Psych. dept. & field
staff: Decision

profes. nal literature
other board

consultants /-—-
.,\_/

recommedations
to be made

¥

Report: Summary
of conclusions of
assessment and
recommendations
to be made

/Aporoval
of report
(chlef psych.,.
Other psych.
staff)

Form filled and sent
to C.B.0. indicating

3of 4

CBO: Student
name is checked
with the list of
student referrals

student referral
has been processed

-

Re-assessment
of situation

Checkback or
evaluation on the
effects Of the
recommaendation on
the student with
possible modifica-

tion

Need
inodifications

Case closed

372

by school and
checked off

K== ===~ -

o — - — —— ——

Make
appropriate
modificaticns
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10.3.1 (cont'd)

C-130

4
report 15 OSR vt
{school) — Copies for OSR

(—

end field office

to Field office

Consultation

with parents and
verbal presentation

of the report

Referral to
community agency: -
psych. staff

Homa
management:
pareats

Principals responsible
for accepting and

implementing

, the recommenda-

tions

Recommend

copy of report

‘or student file as
identified by CBO
index
..

Principal handles
situation, Consults
with psych. staff

40f4

thed? etc., as needed
i
.YES
Counselling:
school staff,
attend., psych.,
| volunteer, eq;.
Decice on

Course of action

Attendance:
attendance
counsellor

Remediation in
regular class:
teccher plus
spec.ed. R.T,

Placement in

special ed program

-~ special ed
placement committee

373



10.3.2.1 {cont'd)

C-132

Explanation to

parent of volunteer
service and gaining
consent for pupil
participation {schoo!
oiin,F.0. psych mem.)

20f2

Parental
consent?

—~ Teachet/principal
suggestior:s

— Matet:als, ideas
from psych staff

and libracy
at CB'V’—

"Program Planning’’
for the student
N (- F.O. psych. staff

— volunteer)

Aoppropriste
program/course
of action

2 or 3 seasons

* weekly of volun-

| teery with student
10 carry out planned

program (Volunteer/
student)

— monthly progress
sheet

— Teacher report

{maybe)

—

onsultation with/or

~ Additional
information
~- Changes in

supervision of the
volunteer
{Community coor-
dinator F.O. psych
staff)

v

approach when
necessary

— Volunteer
— Coordinator,
program director

— Qutside resource

Monthly In-Service
program of skill
development for
volunteer (progtam
director, cooinu-
nity coardinater)

.

-- Teacher, parent,
voiunteer
inputs

T

Year-2nd raview: .

-

Mentorandum to
program director

— 1

of progress of each
student with volun-
| teer & decision re
cont. or phasing
out program {F .O.
_psych. staff)

- Psych. staft
input

— Volunteers

input

O
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—_ {Program director

Year-erd evaluation
of program and

for new year

Community caordi-
nator)

assessment of needs | .

whether volunteer
shouid continue
due to various

courses

(JUNE)

Annual
report
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1C .2.2 SPECIAL STUDENT SERVICES: Psychology Dept. — One with One’ Volunteer Pregram
{Search, Screening and Final Selection of Volunteers)

3 community groups
take initiative

-] in search for
"Potential volun-
teers” (Com, coor.)

Community groups
do screening of
potential volunteers

Community groups
carry out orientation
of volunteers as to

B K———=—" what the program

is 21l about

Referral of

— appropriate indivi-
duals to board’s
director {i.e. office

of chief psych.)
Personal interview T T T N

of potentia! volun.

teors for assessment

Y 3 re: — usefuiness in
uny capacity

- if useful, In what

situation is best
{program director)

e o

!
Selection and | List of
listing of potential vt e volunteers
- T 7 volunteers “1 available or
{~C.B.O. assigned
— program director)
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10.3.2.3 SPECIAL STUDENT SERVICES: Psychology Dept. “One wich One’* Volunteer Program
’ {Program Planning for the Student)

(10f 2)
Volunteer meets ~ teacher/princ.
with teacher, suggestions
D principal, psych. — assessment data
staff member for — program outline
discussion — materials, etc.
available

Determination of
course of action
E - or approach that
== =71 the voluntecr will
take (volunteers
— F.OU. psych staff)

L.

Course of
action and
! appropriate

ERIC 3786
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SPECIAL STUDENT SERVICES: Psychology Dept.

- Input from
volunteers

C-135

Volunteer & psych.
personnel

discuss

monthly progress
report

““One with One” Volunteer Program

— monthly report
— teacher reports

If psych. staff
thinks volunteer
needs help, he

etc,

\\_

-- additional
information

gives additional

L intormation

Volunteer also
consults with his
community
coordinator as
needed

Program director &
community director
develop “In-service’’

- changes in approach
when necessary

20f2

— resources,
materials

program; which is
e introduced at the

monthly meetjng T ———
l In-Service
program
¥ J
Volunteer meets |

with fellow members
of their swn

community /D
group monthly  [—————-——-

O
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10.3.3 SPECIAL STUDENT SERVICES: Psychology Dept. — Administration
—
Input from Determinstion of Jok
- \‘e.achers, princisals . role and job descriptions
of scheols description of staff
—F.O. s, oraft (C.B.0.& F.0)
-’-‘4*—‘
Inpu‘t fr‘om Determination
— principals of staff need
— F.O. psych. staff {re no. of staff)
- chie’ psych, (F.O.Supt.} )
— Staff needs
~—— J — £.0. budget
allowances
— Supt. of spec. serv k————
and chief.psych. Approval for hiring
consultations of additional staff |
- srpketl:lflg dataie. and staff: student " |
work load in ratio (Board) !
‘ «
L Staff needs
) Interview
Lists, etc. of :2';:?:;' nafisted of
new staff sugg i
schedule for hiring &~ | Resultsof spplicants
o Psych. dept. staff) ineerviews

— y
Recommendaions Assignment of
by chief psych. as staff to Field
to placement to Office
appropriate F.O. {CBO.JFO))

\__/'

— chief psych. Deployment of Staff
consultation staff within deployment
— F.O. psych. staff field office :

L/ (F.O.Suptl) L /-‘
— F.O. staff N — Prof. dev. program
consultations Professional set of topics?org
~ committee on development Il staff .
prof. dev. of staft 2 individual consul
— evaluations (ctiof psych.} — incividual consul-

bf statft .~ psy tation and super-
—— vision with chief

| {ntegration of ~
| psych staff with
| other board
] consultative
I services (F.0.)
{
) I
4
Evaluation Supervision arid !npu‘t fr‘om
, . — principals
{forma') evaluation of — chief ch
psyzh staff peyen.
/—— {r .0.supt.)
O
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SPECIAL STUDENT SERVICES: Psychology Dept, — Generai Resource and
Consultative Services

{FALL)

Staff discussion
with principals —
bring up this aspect
of activities in
addition to

] referral services
Membership on Dissemination
board committees of information
— communicate regaraing range of (FALL)
this way services available [Tt ]
{all Psych, staff) Annual report

of Psych. dept.

e ——
rﬁeports —eg. ‘\__/

— emotionally
disturbed, ete.

- observation in

Identification of school
\—/— areas of need: e g, — what is heard

N ificati
| early identification from parents,

! affective education,

identification of
areas of needs

Meet jointly with
other depts, for the
development of
provision of
services

—p—— e

Set up mechanism
for provision of
services: e.g.

— committees

— seminars

— workshops
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Previous y2ar’'s
enroliment, courses
ofered, etc.

Previous year’s
G-memo to
all staff

\ﬁﬂ////—

1

Requests for

—

List of previous
year's Ad. Ed.
teaching staff

S

ﬁ__._—

Inform candidates
and set up

interviews by
telephone

Field
Superinten-
dent

O
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(EARLY F7R}

Assessment 2f
previous year’s
axperience

- o -

Administrative
organization and
policies for this
year

Preparation of

extended advertisements
services ==2 for administrative
positions

Screening
of
Applications

- -3

Drawing up
short list of
candidates

(LATE FEE.)

Interviewing
of
candidates

L

G48

List of Ad. Ed.
administrators
by schoo!

380

CONTINUING EDUCATION: Aduit Education — Selection of Administrative Staff

G-memo 38
— qualifications
~ duties

— how to apply

- -~ -

- s =m =

All

Letters of board
application K-—= teachers
— Resumés

N

Request for
ranking of
candidates

___
Completed
rankings of
each superintendent
candidates

Field
Superinten.
3 dents

Letters of
sppointment

L

Successful

candidates

Day.
school
principals
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11.1.2 CONTINUINC EDUCAT!ON: Adult Education — Brochure Preparation

(EARLY MAR..{y

Repart to

board
{previous year)

- - -~

Meetings with
sdministrators

— admin._ instruc.
— introduce night
school assistants
— procedures for
choosing teachers
— procedures for
registration

Previous year’s
brechure ]
. |
\_/_-J i Planning of ‘ Ideas, suggestions
! “'Adult Evening focally generated . e
Mzster Sheets L. -3 Courses” brochure | _ _ _ | redemand for -
— class code ) Plan: — course courzas, e g. local
— subject 5 offerings surveys
— teacher & tel. - ") ~ class size \_/‘—"
- schedule |
— enrollmeny ]
: Availability of
'4 ualified --
Ideas from other ! K- quaih
- 1 I staff
S erence - - Establish !
$g. COn BTENCES. course offerings
other boards K- —
L :
: Availability of
facilities
-

Preparation
Printers of
(End of ~ = =42 brochure
June)
1
1
1
i
W e e e - ]
Brochure

Every
Feel
household

{End of
August)
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Supt. of
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Central
office or
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E

Field Office

night schoc!

C 140

CONTINUING EDUCATION: Adult Education — Tantative Staff Selection

¥

informaticn
on former
teachers

Prepare invitation
for teachers
to apply

G-men>

-83

—

F- ==

Teacher rating

Teachers for
difficult’
courses ¢

—-———

Screening
of applications

Teacher applicatiorn
file .
{Acceptable

fnrmer t2achers

& new

applicants)

e e f— c— d—

Contact py telephone
prospective

teache. >

srrange

interviews

I

S TR

Interview schedule

interview all
new applicants

Tentativa list
cf teachars
{for eazh
director)

Complated
application forms

New
applicants

Al
teaching \
staff and
former Ad. Ed
teachers

ey
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11.1.4 CONTINUING EDUCATION: Adiit Education — Registration

{LATE AUG.) )
Mai! registrations Fiting of mail
names, cheques, | registrations
courses a and xeroxing of
/ application forms

N
Temporary register
for each Major
school director
by course {alphabetic) |

| Directors
|
|
|
|
I Inform and Form letter,
| € refund refund
' oversubscribed? unsuceessful efun
| applicants ..._J
| \./
| {AUG. 30th}d}
: Registration L)
{in person) at
W e 2 centres
(2 nights)
NO
UM&ged Course
oversubscribed
D terr}porary = or end of :
register (each reglstration.
C‘:sj)//—
| 3
A
Telephone Decisions on Compile master
lnt.erestcd ————— ¥ under-enrolled sheets (each school)
registrants — — — — _] classes. Can classes i.e. registration
be combined? statistics
7~
| |
. |
| (EARLY OCT.)
Cancellation o
notice Cancellation " Canceliation “Transfer __J Master sheats
Al aghy ortrangfer J—— —— — — — enroliments
— revenue
(for each school)
Notice of Inform teachers
Prospective \, | tesching — — _ _] of viable
teaching position 3 classes
stuff \/..1 (by telephone)
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CONTINUING EDUCATION: Adult Education -- Overall Evaluation of Adult Program
snd Report to the 2card

Regulations
summary
{teuger)

L

i
I

Adult evening class
brochure

— registraticn {ee
— material fees

e

W, (JAND)

Salaries
a) teachers
b} directors

¥y

I

Preparation of
recommendations
to improve adult
program Incorporate
in report to board

Field
administrators
evaluations

Statistical summary
-~ pnroliments

- revenues

~ expenditures

- geographical
distribution of
studenis

Preparation of
statistical summary
Grant hrs. x tees

= revenue

Data Collection

Continuing
education
Part 2

Program
committee

Ministry poticy?

— grant rate

o

Aft_éndance
registers

- e

— namys, addresses
— attendance hrs,

-~ grades
\‘_‘/—-

-~ - —/ Directors

L -3

Estimation of
fees, minimum

. class size for

next year

— tstimated fees
-~ Minimum ciass
size to “‘break
even’
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CONTINUI3 EDUCATION: Adult Education — Budge: Estimates for next year

Budget
office

\_,/'

™~

|
|
!
\ i

Prin: out of
expznditures on
currant year

T

{OCT.

Budget
estimation

80-2(a)
Proposed bud:
(Adult Ed.)

l Consultation,
! negotiations
. for budget

i gpproval

e

!

P

Approved
budget for
current year

—"

—_
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11.2.1 CONTINUVING EDUCATIO!N  Summer Schoo! — Senior
% -3
F'“ory of school Choose loc: ‘ons ]
| -sage: to avoid over- for summe- X
“s€ - — school {Sr ] S
i Schoo! Factors {3in norty, & 3in :‘ Zsminbiliny fm—— Businers
k — air conditioning south} ! ey campeting uses office-

- accessibility

;\"'ie‘/"“—

i

i
—__—

l

b

I
Schools=t=tnd
for speci:
summer..: 100! (3::M)
use T
L . /—— g Teawss: for

apzlicaters for
! aomin, post

/"_\

2. Assistznt direcs=rs

A H |

[ —-)‘\- / Board \
Selection ¢ - ooard
administra v,
staff (see : 7 N ) y i\—/
Ad. Ed. .rdetai« 3~ "“:‘—':V‘lUl'“ frer
for nor: ~ & soutt | - _ g apsesations free
1. Dire..or subjext chaermzn

Lrohieation f-od
b . _ s«nerintencen::
] : tBN«ings
! Ministry N \ /—
program
i guidelines N/
~— advertising 1 Proy s Al
and:promoting ——a—— A s e — senior
A summer schoc! students
Evaluation of program —
previcus years ~——
program and
Tentative . o
e . est:mates of £ =, mation Farms |
stimate o resources req’c ;
r o G
student demand e e.g. teacher’s :gnm WG 7
h jl )
for summer scl pol l ; appliczinans for
il omeo % adject f— - - -
\/—- (MAR S )
- chi =i o 7
! Tentative staff \\‘__/,_ Board
Supt. of selection teachers
schools - Tezcher rating . — screening b e e 2 - =
- field a ) — interviewing PoALsicatice for N '
office - ranking - "ﬁ, ) tessri g ang
sutiest charimen !
itan .
| oasitions L
| —
Senlor Senior summer |
ss“cwgﬁ' school file ! |
veacher/S ™ T 7] (ranked by subject) « |

O
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L

20f3

Zirectory of
:=hooi personnel

Meeting with

liaison personnel
{guidance counsellor
etc.) to go through
registration proce-

" ——— dure
{MID APRIL)
Distribute Blank applications
application forms |- — — — — — for senior
to liaison officers summer school
courses
B liaison
{MID MAY - END OF JUNE) officers
l Directors
gtum:ion fite 1. Maintain running Stud‘ent‘
PP l = == = =] totals for enrclmentsSé ‘‘‘‘‘ applications

and cheques

2. File apziications

\/

.

Transporta-

Class lists
and running
totals

Declare a
class?

Letter of
confirmation
of appointment

Teacher
applicants

1. Inform teacher
2. Confirm student
applications

3. Report enrolment

- —

{JULY 9th

Acceptance of
application

Student
applicants

)

Final enrolment
by course

{FIRST MORNING)

tion Route =heduling
officer —— - . —— -1
{North} X
!
i
!
Senior |
summer .
school £ — N _ -3
teache
|
§
[
|
|
1
i
[
1
i ——————
School Logistics
classroom
availability, etc. _————— )

Fina! -
scheduling

Class Schedules

— subject Summer
| — — times |- ——— =X school
— location students

— teacher
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Prescriptive
Diagnostics
7-8 Remedial

Home
teacher
(Math or
English!

C-146

N

Attendance
monitoring and

{teachers)

(AUG. 9th)

Summer school
class registers

instruction e s ——— —

-
L~
/ \
Determination Calculation of Academic
of student student grant reporting
eligibility for hours {teacher)
refund
I
{
]
2
Senior Refunds Summer school Student
summer _ - (iflessthan 3 class registers ¢ —— 4 achievement
school days absent) {completed) form
students o . ] 1/"""
\/ \—/ -~ "
i
|
1
- M.O.E. Summarising
Ministry provincial e — -] attendance Board
of T 7 7 grant claim and academic office
Education results
|
{MID SEPT.) |
|
Director's |
summary and e e — %
evaluation of
program
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Summer
school
students

30f3

Home
School

\

Preparation of
report to the
board ~ progrem
committee

Report to ihe
board




:@1-3.2.2 CONTINUING EDUCATION: Su—mer Sci ~F ~ Junior
1of3

{yar:
G33
¢ Sver—rene Invitation to = ;
£ dver—iang =
[ Approved budget N _ — i apply for admin, I z:;:::\:zdrs
1 i coce.zinator. ™ positions - ‘"’"a‘éﬁ's. r )
tions, quatif1C%
{ e
t
T
' Superintendent’s 5 Selectior — © [ Applicat.ions
screening i adminigtm. - v o for admin,
" —rankeg pasitions
— interview g

\‘ IFE
- : Applicants
s:':le’: - _————- for admin.
a $TTIRTINE rg posi!ions
| ~T
M < WMAR R
@ ; Plannrmg .5
. i1 disseminating
‘ plans for Pretiminary E-6 Elementary
progra~ —— information re - — schoo!
’ ] —dews >E-Bmemo program, procedures principals
| — deve: > dizgnostic | and staff
check 513 § .
]
Requested
-1, (APRIL) enroliment
Schools Coo—=rmators ===
Space availabte | . determine locations school
Expected summer T 3nd qusta of prircipals
\‘“3—9‘9-/— ! sumrrsr schools
{ Schoot
quota
|
g I
— Monitor i
applications t
N

- Adjust quotas
if necessary

[ Diagnostic check Iist—l

Student
application

ftﬂms/—_J

Acknowledgement
of apptication

Parents

O
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© RuNhning sum
. of applications
— w=— for summer

r————.

‘=ih°—°|/———

C-148

Z.6 Procedures

2¢

{END OF MAY)

. .{LATE MAR) =ordinators, etc.
E-7 Request for
Adve=iz: | _ , ' applicstions for
L for term mrec - junior summer
:chool teachers
“~
iy {AFRIL)
rdinsrors: ‘ TTasTeEr .
»=ton on SApp=cation
- t0-declare & — ——4 forrs (endorsed)
3 3S
_ C
-1y (END OF APRIL) .
Appointed
| Tem welist Lo ms - 4§ summer
of g zointments ’ -schoo!
: teachers

]
i

Elem.

teachers

applications
|

Elem.
principals

Coordinators.
& Letter of

zc:ancI:;T | _ _____.] eppointment

appointments \/——
g, (JuLy)

Attendance

monitoring
Y,

Summer school
class
registers

339

copy
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141.2.2 (cont’d:

<

30f 3

Refund

cheque Parants

Reporting
{coordinators)

Anecaotal report
-- skills tackled

E‘f/_

r
|
]
|
|
1
|
i -ar' “H _ improvements
|
|
I
|
|
| .

{JULY 9th) |
™~
Report 10 L
N principal e - — — 3o0ard
k affice
TN

Report to principal
— statistics

— evaluations J4
' & S3

Preparation of
_ ____) report to
Board Program
Committee

Summer
school
coordinators

rPrincipaI's Supt. of
evaluation of b - —— academic
teadership program affairs
candidates

Report to
board
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1.3 CONTINUING EDUCATION: Drop-Out Referrais

.4

Time-table ]

{~L% YEAR)
Last progress report: I
Tab::lation
Referral to -———— ) of crap-out
continuing referrals
education
5

Dropout data
form

Student

O
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Advice re
Adult Student
credit course

/.—J
T
|

!

Dropout
student

392



—

Planning
Dep.

O

ERIC

Aruitoxt provided by Eic:

12.1.2 EXTERNAL RELATIONS

Budget
Ofticer

C.151

(JAN.)

FINANCIAL REPORT TO MINISTRY

N\ |
- I — :

R M PRELIMINARY
Estimated — CALCULATIDNS
Enroliments Preliminary budget

A — — >} — Grants—elem.
— elementary estimates — sec
secondary elementary ~ Municipal
— secondary

Estimated Grants
— elem.
— gec.

Estimated
Municipal
Requirements
-~ elem,

-~ sec.

o N
~
AN
Revised
Municipal
Requirements

- elem.

--y—

Revised

Grant

Estimates,.
- elem,
— sec.

\__/

Requirements

Estimate of
Miscetlaneous
Revenue

é —— v —
Ministry
Guidelines
{Previous Year)

(MAR.}

b

AN /
AN
N\
N
Estimated
~eiling for _ _5 — s Admin.
current year Council

[ CALCULATE
“ESTIMATED"
— grants — elem,

— sec,
— municipal req.
- elem./ - sec.
_—_misc. revenue

Estimate of

Miscettaneous
-~

Revenue

Ministry Grant
regulations for
current year --
includes various
parameters

Estimate ot GL

grants for current
year

Pretiminary

fMunicipal data

~ assessment figures

— paymt. in lieu of
taxes 4o .0}

< taxd

BDARD REVIEW
DF. BUDGET &
CHANGES TD
BUDGET

REVISIDN DF
GRANTS &
MUN. REQ. DUE
TD BUDGET

| CHANGES

7/
7

-

7~
BDARD
APPRDVAL DF
BUDGET
?
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Estimated GL
grants for
current year

Ministry grant

1211 C-152
(MAR+)
:
Estimate
Enrollments PREPARE FINAL.
- elem. ESTIMATES OF:
— sec. ‘ -~ GRANTS &
—_— — REVENUE
‘ — MUN. REQ.
Revenue Elem. & Sec.

fund ‘estimate’*

reguiations

Estimated
misc. revenue

Actual
Municipal

Assessment data

form (Me 223)

/

/
/
Estimate GL
grants — elem
— sec.

Estimated Rev.
Fund Statement
— schedule of Rev.

2
tunicipal
Requisition — elem.

-~ sec.

{i.e. mill rate)

Me 333.6
-7

“letter”’

— schedule of Expend |
-- assessment —
/
{ME 373-34}) / el
—
—
—
(DEC+)
t,
CALCULATION
Actual GL grant OF ACTLUAL
(ME 670) — — —{ GRANTS &
MUNICIPAL
/—' REQUIREMENTS
N ———

Actual

/
. of Requisition
N\
/
Actual enroiiment /
reports from y
& — ~ -] principal

& ministry approved

Actual information

Financial Statement
form
{(ME 305)

Actual
E xpenditures for
the year - elem.

- sec

(ME 325%.7, 8)

O
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