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Introduction
This Policy & Procedure Manual has been developed by the Executive of the Tri-West Teachers’ Association to lay down in writing some of the expected duties of officers of the Local Association and as a guiding mechanism for carrying out those duties.  This is meant to be an evolving document as needs and circumstances arise and should be revised and reviewed as deemed necessary by the Executive of the Local Association.
Our policies & procedures can be classified into three main categories:
Financial: These policies & Procedures guide the decision makers of the Local Association in carrying out the responsible use of the funds entrusted to the Local through the collection of Local Fees and other financial contributions. Financial policies & procedures should not only outline the way funds are expended but also have a mechanism to record and report to members on the spending of their funds.  All financial policies and procedures should demonstrate a fiduciary responsibility to and for members as well as a commitment to transparency and openness in their reporting. 
Members: These policies impact the composition of the Local.  This guides who can be members of the Local and the different ways that Members can become involved in the guiding of the Local Association.
Services: These policies outline the services provided to members of the Local through programs and member supports. The services offered by the Local to members should align with the Mission and Vision of both the Local Association and the Saskatchewan Teachers’ Federation.





























Glossary of Important Terms
To have a good grasp of the importance of sound policy and procedure it is helpful to understand certain terms and how they apply to our work.  A list of those terms is provided below.  The list should be considered fluid and flexible and should entries added or removed as the needs and focus of the organization grow, change and evolve.  All definitions were taken or adapted from: http://www.businessdictionary.com/ 
	Term
	Definition

	Act
	Alternative term for act of parliament or statute.

	Bylaw
	Governmental: Law, order, regulation, rule, etc., made by a ministry, local authority (a municipality, for example), or public corporation, in accordance with the powers conferred by or delegated under a statue (called the 'parent act'). Also called byelaws or delegated legislation.

	Constitution
	Fundamental and entrenched rules governing the conduct of an organization or nation state, and establishing its concept, character, and structure. It is usually a short document, general in nature and embodying the aspirations and values of its writers and subjects.

	Fiduciary Responsibility
	A legal obligation of one party to act in the best interest of another. The obligated party is typically a fiduciary, that is, someone entrusted with the care of money or property. Also called fiduciary obligation.

	Governance
	Establishment of policies, and continuous monitoring of their proper implementation, by the members of the governing body of an organization. It includes the mechanisms required to balance the powers of the members (with the associated accountability), and their primary duty of enhancing the prosperity and viability of the organization. See also corporate governance.

	Policy
	The set of basic principles and associated guidelines, formulated and enforced by the governing body of an organization, to direct and limit its actions in pursuit of long-term goals. See also corporate policy.

	Procedure
	A fixed, step-by-step sequence of activities or course of action (with definite start and end points) that must be followed in the same order to correctly perform a task. Repetitive procedures are called routines. See also method.













Operational Diagram of the Local Association
To best make decisions for the members of the Local Association it is useful to understand where the Local Association receives its authority to make decisions by, with, and for teachers.

Much like the STF is a Bi-Level organization with some tasks handled by the larger Provincial organization and some tasks handled at the Local school level; the authority and permission to make decisions on behalf of our members is also a multi-directional concept.  Guidance and authority come from the top downwards based in most part due to Provincial legislation.  We also get guidance and permission from our members of our three-member school divisions.Actions & Programs  on Behalf of Members
Will & Direction Flow Upwards

Authority & Guidance Flow Down-wards

	Government of Saskatchewan – Passes Legislation and Regulation regarding the Teaching Profession.  Specifically: The Education Act of 1995 & The Teachers’ Federation Act of 2006.  Other regulations as needed.
	[image: ][image: ]

	Saskatchewan Teachers’ Federation – Authority maintained through the Teachers’ Federation Act, 2006.  The STF empowers the creation of Local Associations as well as guidance through its’ Constitution, Bylaws, and Policy
	[image: ]  [image: ]

	Tri-West Teachers’ Association – The created Local Association that represents teachers in three school divisions.  Light of Christ Roman Catholic School Division #16, Living Sky School Division #202 and the Battlefords Joint Board of Education (Sakewew).  The main decision-making bodies of this Local are the Executive, Representative Council, and Working Committees
	[image: ]
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Teacher Members – As per STF Bylaw 4.3.1 – Any teacher under contract is an automatic member of their Local Association.  It is the teacher members who are the ultimate decision-making body and directors of the affairs of the Local Association.  The members elect the Executive and Representative Council.  
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	Section One: Membership
Federation Reference(s):
Bylaw 1 Sections 1.1, 1.2, 1.3, 1.4, 1.5
Bylaw 4 Section 4.3
Local Association Reference(s): 		
Constitution Article 2, Sections 2.1, 2.2, 2.3, 2.4
Date First Approved: January 12, 2015
Date of Review or Revision: May 12, 2025



1.1 Regular Members of the Local Association – General Guidelines
Any teacher under contract to or substitute teaching in the following Boards of Education will be considered regular members of the Local Association:
· Light of Christ Roman Catholic School Division #16 (May be referred to as Light of Christ Schools)
· Living Sky School Division #202 (May be referred to as Living Sky)
· Battlefords First Nations High School Joint Board of Education (May be referred to as Sakewew)
Regular Members are entitled to the following:
· Invitations to all Local Association Professional Development events.
· All Local Association publications.
· To attend all meetings of the Local Association. However, Executive and Representative Council 
Meetings voting rights may be limited to those members who are members of the Local Association Executive and Representative Council.
· To be included on all Local Association mass e-mail lists.
· Speaking rights at all meetings of the Local Association
· Speaking and voting rights at all Local Association Annual General Meetings.
 1.1.1 Teachers on Contract
Any teacher under contract at the start of the current school year to any one of the three Boards of Education will be considered a member of the Local Association.
Teachers who start after the beginning of the school year shall be considered members of the Local Association from the start date of the contract to the conclusion of the contract.

1.1.2 Substitute Teachers
Each Substitute teacher is required to be a member of a Local Association as per STF Bylaw 4.3.3.  Due to our geographic location, we may have teachers from many different Local Association jurisdictions that may substitute within the boundaries of our Local Association.  The following guidelines shall be used to coordinate the collection of substitute teacher information:
· By October 15th of the current school year the President shall liaise with our assigned Senior Administrative Staff Member from the STF to discuss the possibility of getting a copy of the most current lists of substitute teachers for our three-member school divisions.  This list will be utilized for communication purposes as needed.
· Substitute teachers who are not already members of another Local Association may work with the President to facilitate their membership to our Local Association. 
Substitute teachers who are members of the Local Association enjoy all the rights and privileges afforded to a teacher on contract with the following restriction:
· Substitute teachers are ineligible to let their name stand as a candidate for the office of President, Vice-President, Councillor, or LINC Chairperson in Local Association elections as a whole association or within one of the member school divisions.  
1.2 Associate Members of the Local Association
Associate membership in the Local Association may be extended to teachers teaching in Federal Band Schools within our membership area or other associate or independent schools not affiliated with any of the three employing school divisions and to any superannuated teachers within our membership.
Associate Members are entitled to the following:
· Invitations to all Local Association Professional Development events. The cost to attend these events may have to be paid by the associate member.
· All Local Association publications.
· To attend all meetings of the Local Association. Associate members may be asked to excuse themselves from matters regarding collective bargaining.
· To be included on all Local Association mass e-mail lists. Associate members may not be included in information regarding collective bargaining.
Associate Members may not be given speaking or voting rights at any Local Association Meetings.  Speaking rights may be extended at the decision of the chairperson of the meeting(s).

1.3 Honourary Members of the Local Association
Honourary membership in the Local Association may be extended to any individuals or groups as determined by the Executive of the Local.
Honourary Members are entitled to the following:
· Invitations to all Local Association Professional Development events.  The cost to attend these events may have to be paid by the honourary member.
· All Local Association publications.
· To attend meetings of the Local Association by invitation of the President.
Honourary Members may not be given speaking and voting rights at any Local Association Meetings.

1.4 Education Students
Students enrolled in a recognized College or Faculty of Education who are doing a practicum of any length of time within any of the employing school divisions that are served by our Local Association are granted Honourary Member status for the length of their practicum with all the rights and privileges therein.
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	Section Two: Fees
Federation Reference(s):
Bylaw 4 Section 4.6, Section 4.7.3 (9)
Local Association Reference(s): 		
Constitution Article 4, Sections 4.1, 4.2, 4.3, 4.4
Date First Approved: January 12, 2015
Date of Review or Revision: May 12, 2025



2.1 Setting of the Fee Level – General Guidelines
The Local Association is required to set an operational fee level to ensure that the Local can operate to its full potential and capacity to fulfill its primary obligation of supporting members.  All due care and examination will be undertaken to ensure that the fee level proposed and set for all members provides for the operation of the Local while requesting a reasonable level of financial support.
The fee level for the current school year goes through a multi-step review process before going on to the membership for final vote. The fee level for the current school year is first proposed in the draft budget that is created by the President, Vice-President and Treasurer. The draft budget for the next school year must be prepared for presentation to the Executive or Representative Council meeting by June 30th of the current school year. When setting the fee level for teachers on contract the Local needs to be mindful of both the programming that needs to be funded and the surplus operating guidelines that were established in 2009.
Once the proposed fee level is established then the draft budget is presented to the Local Executive for review and a final recommendation of what the fee level for FTE teachers should be. The Executive then approves the draft budget for distribution to the members.
The draft budget is then distributed to all members. It is the responsibility of each SSL to encourage members to review the proposed budget and bring any questions or concerns to the AGM.

2.2 Voting on Acceptance of Fee Level
Voting on the final level of fees to be charged to members for the next school year will occur at the next Annual General Meeting of the Local Association.

2.3 Communication of Fee Level
Immediately following the conclusion of the Annual General Meeting, the President shall communicate in writing to the respective school division officials what the fee level to be collected from all regular members is for the current school year.  The fee level may be communicated electronically.
Communication of the set fee level to all members shall be done through an e-mail.

2.4 Collection of Fees
The collection of fees will be done in cooperation with the employing school divisions that are represented by this Local Association. The Divisions are free to use whatever method is most efficient to collect and then pass on collected fees to the Local Association. Current fee collection methods are as follows:
	Light of Christ Roman Catholic School Division #16	
Living Sky School Division #202
Monthly fee collected from teachers under contract and electronically deposited directly via electronic fund transfer to the operating account of the Local Association.

Sakewew High School (Battlefords Joint Board of Education)
A one-time fee collected from teachers under contract and electronically deposited directly via electronic fund transfer to the operating account of the Local Association.

2.4.1 Collection of Fees – Regular Members – Teachers on Contract
All members who fall into the category of Regular Members as of the Representative Council meeting in October shall have the cost of fees deducted from their salaries as follows:
	Light of Christ Roman Catholic School Division #16	
	Living Sky School Division #202
Fees will be deducted monthly on either a 10- or 12-month basis depending on how members have their pay periods set up with the School Division Payroll department.
Sakewew High School (Battlefords Joint Board of Education)
A one-time fee will be collected annually.

The deductions will occur via the employing school division payroll system and the amount remitted to the Local Association at a time and method determined by the Divisions.

2.4.2 Collection of Fees – Regular Members – Teachers on Leave
Any member who is on a Board approved leave of any kind as per the relevant sections of their LINC agreement shall have the requirement to pay fees to the Local Association waived for the duration of their leave. A teacher planning to go on leave should inform the President of the Local and the payroll department of their employing school division as soon as they are able. Should a teacher on leave choose to participate in any Association events they may be requested to pay the cost of those events as determined by the Executive. A fee may be charged to ensure that association events have a stable pool of resources to draw from.

2.5 Refund of Fees
Any member who feels that they are entitled to a refund of their fees may make a request in writing to the President of the Local to have a refund of their fees considered at the next scheduled Executive meeting following the receipt of their request. Members are entitled to appear at the Executive meeting and address their request in person to the Executive. The Executive shall advise the member of their decision within thirty days of the scheduled Executive meeting.
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	Section Three: Communications
Federation Reference(s):	 	
Bylaw 4 Section 4.1.4, 4.5
Local Association Reference(s): 	
Constitution Article 3, Section 3.1 (1,4-6), Article 6, Section 6.3.3 (6-7,9), Article 8, Section 8.3 (11-12,15)
Date First Approved: January 12, 2015
Date of Review or Revision: May 12, 2025	



3.1 Communications – General Guidelines
All communication projects for the Local Association should be undertaken and overseen by the President of the Local Association or designate.
The Local Association shall confine its communication projects to the school divisions represented by the Local Association and their communities.  
The Local Association shall not communicate or make representation to the Provincial Government or any of its members or agencies without the approval and guidance of the STF. This is outlined in Bylaw 4.5 of the STF Governance Handbook (See more detailed guidance in Section 3.2 of this procedure.) 
All communication projects undertaken by the Local Association shall benefit the Local and its members in a positive way to further the purposes of the Local.

[bookmark: _Hlk29397466]3.2 Communication with Outside Agencies or Groups

3.2.1 School Division Directors & Senior Leadership Team Members
To maintain a positive working relationship that is beneficial for all members of the Local Association as well as the Directors of the respective employing school divisions regular communication should be undertaken by the President or Designate of the Local Association. The format and frequency of this communication should be left up to the President in consultation with the Executive with the purpose of maintaining positive communication with the Directors of Education. The procedure to communicate with members of respective Senior Leadership team members shall be the same as the Director.

3.2.2 Communication with Government (Local, Provincial, Federal)
Any communication requests received by any officer of the Local Association shall be directed to the President. The President shall contact the presently assigned Sr. Administrative Staff member of the STF or the Sr. Administrative Staff member on duty to seek direction and guidance.

3.3 Communication with the Membership – General Guidelines
All reasonable steps should be undertaken to ensure that the entire membership of the Local Association is kept informed on a regular basis about the business of the Local.


3.3.1 Communication of General Association Business
The President shall work to devise ways to communicate to the entire membership about the business of the Local. Communication may include but is not limited to:
· Mass e-mail mailouts.
· Online surveys of the members.
· Regular e-mails to SSLs to assist with information gathering.
· Use of Local Association website and social media resources.
The President shall compile a list of in-school contacts for the following positions and committees:
· Executive
· School Staff Liaisons
· LINC Committees for all three school divisions
It is possible for one person to fulfill more than one communication contact position within a school, but it is encouraged that the workload be shared.
Whenever the President feels it prudent, they may contact the membership in the form of their choosing to advise them of Local Association business.

3.4 Public Relations Projects
The decision-making bodies of the Local Association may decide throughout the school year to undertake public relations projects to further enhance the profile of the Local Association.  When a public relations project is to be undertaken the following should be considered:
· How will this project impact the Local Association both in the short and long term?
· How will this project impact the teaching profession in the provincial context?
· What will be the medium(s) to be used for this public relations project?
· What will be the cost to the Local Association to undertake this project?
· Will this be a one or multi-year project?
Should a member or member of the decision-making bodies of the Local Association wish to propose a public relations project they should present their outline of the project answering the questions above as well as presenting any other relevant information to the next scheduled Executive Meeting.  The author(s) of the project proposal shall be placed on the agenda of the meeting and given time to present their project proposal and answer questions to assist the Executive in making a decision.
All public relations projects will need to be considered, debated, and decided upon by the full Executive either through in-person meeting or other means of communication.  No project will be granted funds without this approval.
Once approval has been given, the President should work with the members who presented the project proposal to move forward with the project. The Communications Office of the STF should be consulted to ensure that any messaging is consistent with the messaging of the Provincial Organization.
Once approved, a budget line will be created to assist in record keeping and tracking of funds invested.
Upon the conclusion of a public relations project, a report should be authored to examine the effectiveness of the project and to provide guidance should a similar project be undertaken in the future.

3.5 Local Association Electronic Promotion
The President, in consultation with the Executive, shall make every reasonable effort to establish and maintain some form of electronic promotion presence. The format and frequency of this presence shall be the decision of the President, in consultation with the Executive, to accomplish the promotion of the Local Association and its goals and purposes through acceptable electronic media. Access to the electronic media sites of the Local Association should rest with the President and at least one other Executive member. Record of these media sites, and their access information should be stored and transferred as needed to members who are elected or appointed to positions that require that they have access to these sites.
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	Section Four: Election Procedure
Federation Reference(s):	 
Bylaw 4 Section 4.4.2, Section 4.7.3 (2-4)
Local Association Reference(s): 	
Constitution Article 6, Section 6.1.3 (1), 6.3.3 (16), Article 11, Section 11.1, 11.2, 11.3, 11.4, 11.5, 11.6
Date First Approved: January 12, 2015
Date of Review or Revision: April 30, 2026



4.1 Overall Election Procedure – General Guidelines
The Executive each year shall establish the dates for election of officers and shall make those dates known to the membership in a timely manner. The Executive shall make every reasonable attempt to establish regular periods of election for officers during the school year. Elections for officers are to be concluded by June 1 of the current school year.
Only Substitute teachers may be nominated for the Substitute Teacher Representative position. Substitute teachers may only submit nominations for Councillor and LINC Committee positions.
No funds of the Local Association shall be expended in support of any candidate for office or committee.

4.2 Appointment of a Chief Returning Officer
In years where the President is not up for election, the President shall serve as the Chief Returning Officer for the elections of the Local Association.
The Executive shall appoint a Chief Returning Officer when needed. The Chief Returning Officer for any elections of the Local Association shall not be a member who is also a candidate for any Executive positions or as any member of their employing school division’s LINC Committee.

4.2.1 Duties of the Chief Returning Officer
Duties of the Chief Returning Officer include:
· Determining the appropriate length of time for the acceptance of nomination forms.
· Determining if an election is required based on the nomination forms received.
· Organizing a list of voters in cooperation with the President.
· Providing to all School Staff Liaisons the needed nomination and voting procedure information.
· Determining the appropriate length of candidate statements when needed. 
· Tabulating the results of votes for needed positions.
· Communicating the voting results to the President. 
4.3 Election Process – Nominations
Nomination information is to be sent to all members and School Staff Liaisons as soon as an open nomination period is determined by the Executive. School Staff Liaisons are requested to post the information in a location that is visible to all members. Open nomination periods shall be for a minimum of ten school days. Nominations shall close at 4:00 PM on the final day of the nomination period. 
All nomination forms will be sent via email or given to the Chief Returning Officer by the close of the nomination period. 
All nomination forms must be complete and signed (in person or electronically) by both the member making the nomination and the member accepting the nomination. In certain cases, group nomination forms may be accepted at the discretion of the Chief Returning Officer.
Any member who is the sole candidate for a position at the close of nominations shall be declared acclaimed to the position for which they are nominated.
4.3.1 Election Process – Conducting a Vote
An election is required when more nominations are received for positions than the number of open positions. 
If more then one election is necessary, the elections shall be conducted in the following order:
1. President
2. Vice-President
3. Councillors
4. Substitute Teacher Representative
Elections may occur:
During the School Year
If the period of election is held prior to a scheduled Annual General Meeting the School Staff Liaison (SSL) assigned at each school shall work in cooperation with the appointed Chief Returning Officer (CRO) to conduct the vote of the members.
Paper Ballots:
The CRO will supply to the SSL all the materials needed and an informational list outlining the period of voting, and the process of voting members should follow.
Following the conclusion of the vote of members, all materials shall be returned to the CRO or the President.
Online Voting:
The CRO will obtain emails for all members from the respective divisions. The CRO will enter the emails into the election software. The online vote will occur over a two-day span. Members will have from 8am the first day until 4pm on the second day to vote.

At a Scheduled General Meeting
At a General Meeting, there shall be a section on the agenda dedicated to the Election of Officers as needed.
If there is a need for an election, then the Chief Returning Officer shall temporarily assume the duties of the Chair of the meeting to conduct the elections. Elections at the AGM shall be open to only the members in attendance at the AGM. There are no provisions for absentee or proxy voting.
If needed time will be given on the agenda for the creation of a ballot. Voting is to be done by the provided secret ballot.
4.3.2 Declaration of Election Results
In the election of President and Vice-President:
· the candidate receiving the most votes shall be declared elected to that position. 
· If the margin of victory, when using paper ballots, is less than twenty-five votes, then a recount shall be done with the assistance of School Staff Liaisons. 
· In the event of a tied vote, a revote shall occur for the tied candidates.
· If a nominee for President is unsuccessful, then that nominee may be considered for the Vice-President election or the Councillor election if they choose.
· If a nominee for Vice-President is unsuccessful, then that nominee may be considered for the Councillor election if they choose.
In the election of Councillor, there shall be at least one Councillor appointed from each of the employing school divisions. The candidate from each division with the highest number of votes shall be declared elected to that position. The remaining Councillor positions shall be filled by the remaining candidates with the highest number of votes regardless of division affiliation.
In the election of LINC Committees, only members from that employing school division may stand as candidates. The required number of positions will be filled by the number of candidates with the most votes.
Substitute teachers may submit nominations for LINC Committees. The same substitute teacher cannot be elected to more than one LINC Committee.
For all other committees of the Local Association; the required number of positions will be filled by the number of candidates with the most votes.
  
4.4 Periods of Additional Election
Following the conclusion of a scheduled period of elections, if there is a need for further nominations or elections the following procedure shall be followed:
· All nominations and elections shall be administered by the same Chief Returning Officer as was used for the previous period of election. If the individual appointed as Chief Returning Officer is standing for nomination for one of the open positions the elected or appointed Executive shall appoint a member to assume the duties of Chief Returning Officer.
· Nominations and elections for open positions shall follow the same procedure as described in Procedure 4.3 Election Procedure – General Guidelines.
4.4.1 Declaration of Election Results – Additional Elections
Declaration of successful candidates follow the same procedure as described in Procedure 4.3.2 Declaration of Results.
Upon the conclusion of the election the Chief Returning Officer shall share the results with the current and incoming President. The current President shall communicate the results with the members. 
4.5 Storage & Disposal of Election Materials
At the conclusion of any election within three days, the physical ballots are to be sent to the current President for storage. Ballots shall be kept in storage for a period of one year. Ballots shall be destroyed by order of a motion from the Executive. 
The above detailed guidelines may be altered to suit the needs of the election(s) required or in times of urgency. All reasonable effort shall be made to allow the membership to have the opportunity to elect officers when needed.
4.6 Appointment of Officers & Committee Members
The President and Vice President shall immediately upon their election or appointment be appointed as Councillors for the duration of their term.
The President will appoint the Secretary and Treasurer of the Local Association by June 15th of the current school year. The duration of these appointments shall be for one year.  The President will arrange with the appointed members to have them sign on to the Association bank account as signatories.
Following the conclusion of periods of nominations or elections the President has the authority to appoint interested members to vacant officer positions or committee openings. The Executive shall be advised of any appointments.

 4.7 Vacancies of Position
If the office of the President becomes vacant, for the next school year, an election will be held to fill the vacant position.
If the office of Councillor becomes vacant, the President will work with the Chief Returning Officer on record to hold a by-election to fill vacant Councillor positions.
The Chairperson of any committee of the Local Association shall advise the President of any vacancies on their respective committees and work with the President to fill those vacancies.

4.8 Terms of Office
Terms of office for officers and committee members shall be as follows:
President
The term of office for the President shall be for two years commencing on July 1.
The President may be elected or appointed to serve no more than three consecutive terms.
Executive Members and Committee Members
Members of the Executive, LINC, and Standing Committees of the Local Association shall begin their term on July 1 until June 30th of the following year.
Newly elected or appointed Executive, LINC, or Committee Members may be asked to begin a transitional period of service from the day after the date of election or appointment until June 30th to allow for a period of transition and training to be undertaken. 

4.9 Transfer of Responsibility
Should the current President need to step away from their duties and responsibilities; the following shall guide the transfer of responsibility to the Vice-President or Designate:
· The current President should undertake conversations with the current Vice-President as soon as possible to put together a plan to transfer their responsibilities for a period of absence. The plan should be of sufficient specificity and detail to ensure the uninterrupted functioning of the Local Association. If the current Vice-President is unable to accept the transfer of responsibility for any reason, then the President can request that any other Executive Member serve as temporary President for the period of absence. Continued communication with the Vice-President or designate to the degree and frequency that the President is comfortable with shall still be acceptable.
· Once a plan for the transfer of responsibility is created, then it shall be shared with the full Executive. Executive members shall treat this plan as privileged information and not reveal or share the information with any other Local Association members, school division officials, or members of the public until the current President has informed the membership and school division officials in a manner and at a time of their choosing.
· In any plan for a transfer of responsibility there needs to be indicated a date by which the transfer is to begin as well as a date for the transference of responsibility back to the current President if a date is available.

· Upon the reaching of the date for a transfer of responsibility; the current President shall:

· Transfer to the Vice-President or Designate all needed information and records to enable the successful execution of the duties and responsibilities of President.
· Update or create a document that will assist the Vice-President or Designate in assuming the duties and responsibilities of the President.  This will assist with the smooth transfer of responsibility.
· Financial signing authority shall remain unchanged unless the current President believed that there needs to be a change in signing authority.  If there is no need for a change in signing authority; then for the period of their transfer of responsibility the current President shall not sign or authorize spending or cheques unless it is in the case of a dire or urgent emergency. This is not to limit the involvement of the current President in the affairs of the Local but to preserve our standards of transparency and accountability. If there is believed to be a need for a change in signing authority, then that change shall pass to the Vice-President or Designate, and this motion needs to be noted in the minutes of the meeting where the change in signing authority is requested as per request of the bank.  Change in signing authority shall occur as soon as it is reasonable to request that it take place.
· The current President may continue to be informed about the activities and projects of the Local Association and may choose to be as active or involved as they choose to be during their period of transfer of responsibility. The only limitation shall be that during the period of their transfer of responsibility any information or advisement given shall be seen as in an advisory capacity and not an active decision-making or voting capacity.
· The current President shall continue to receive their 50% wage from the Local Association. The collection and amount of that payment shall be handled by the payroll department of the employing school division.  This will ensure that the current President does not suffer any undue financial hardship during the length of their transfer of responsibility.

· Should the Vice-President or Designate need to be absent from their teaching assignment due to the responsibilities of the Local Association all reasonable effort shall be made by the Local Association to pay for the substitute costs and other associated costs so that the Vice-President or Designate shall not suffer any undue financial hardship as a result of accepting the transfer of responsibility. Any costs incurred in this shall be recorded under the Executive Release Time budget line. Once the maximum of that budget line is reached any coverage may be recorded and reconciled from other budget lines or from our high interest savings account.
· Upon the reaching of the date for a return of responsibility to the current President; the Vice-President or Designate shall:

· Transfer to the President all needed information and records to enable the successful resumption of their duties and responsibilities of President.
· Update or create a document that will assist the President in resuming the duties and responsibilities of the President. This will assist with the smooth transfer of responsibility back to the current President.
· If financial signing authority was not changed than nothing changes. If there was a need for a change then at the next scheduled or called meeting, there will be a motion recorded in the minutes to change signing authority back to the current President. Change in signing authority shall occur as soon as it is reasonable to request that it take place.
· Upon completion of the transfer of responsibility back to the current President; the members of the Local Association as well as school division officials shall be informed of the resumption of duties by the current President. This shall be done at a time and in a format of the choosing of the current President.
4.10 Removal from Office
To affect the removal of a member of the Executive or any other committee chairperson or members; members will need to follow the steps outlined in the STF Governance Handbook Section 4.7.3 (4), Constitution of the Local Association: Article 12 Section 12.6 – Removal from Office as well as Section Eighteen – Removal of Executive & Committee Members from Office of this policy and procedure manual.
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5.1 Duties of Officers – General Guidelines
Officers of the Local Association are elected or appointed to serve on behalf of their teaching colleagues.  important function conveys with it the responsibility to serve our members to the best of our ability once appointed as an officer or committee member.  Some general guidelines to consider:
· Attend to all meetings when needed.  If unable to attend; communicate absence to the President.  Come prepared to participate in discussion and debate to advance the business of the Local.
· Engage in thoughtful and respectful debate to ensure that all reasonable thought and reflection has been undertaken to make the decision that will benefit all members.
· Excuse oneself from discussion, debate, or decisions where there is a perceived or realized conflict of interest.
· Maintain adequate records to ensure there are materials to transfer to the next member to undertake their position.  Ensure those records are stored or transferred to maintain corporate knowledge and history.
5.2 President
One President shall be elected for no more than three consecutive two-year terms and shall undertake but not be limited to the following:
· Represent the Local Association and speak on behalf of its members within the STF and the areas served by the Local.
· Coordinate with the STF on communication with the public in the areas served by the Local
· Supervise and direct the activities of the Local.
· Call and chair all meetings of the Executive & Representative Council as needed.
· Work to solve problems and conflict that arise within the Local.  All matters of contracts of employment are to be directly referred to our currently assigned Sr. Administrative Staff Member.
· Refers members in need of advice or guidance to our currently assigned Sr. Administrative Staff members or other appropriate Federation program official.
· Provide leadership as part of the Local Association delegation to meetings of STF Council.
· Appoint members to serve as Secretary and Treasurer on an annual basis.
· Call and Chair General Meetings of the Local as needed.
· Present programs and plans to the Executive that may help further the goals of the Local Association.
· Work with school staff members to develop a regular schedule of school visits to help promote the programs of the Local.
· Communicate regularly with Board Chairs, Directors of Education and other Senior Leadership officials from the divisions. Attempt to arrange a regular series of face-to-face interactions to further build our relationships with the division.
· Preside as an Ex Officio member of all committees of the Local regardless of the division that committee represents in an advisory non-voting capacity.
· Shall serve as a Chair of the Scholarship Selection Committee for the Local Association. The Committee shall consist of at least two members. One of which must be a teacher familiar with high school courses and graduation requirements.
· Have initial approval over all meeting minutes of the Executive and Representative Council.  Meeting minutes are to be sent out to respective members no later than two weeks after receipt of the minutes for review.  Changes or amendments are to be requested before the minutes are formally adopted. 
· Shall post, on the Association website, a monthly summary of Association business for members.
· Serve as one of the signatories on the Local Association bank account for the duration of their term as President.   
· Act as a custodian of the guiding documents of the Local Association.  These guiding documents include but are not limited to: Constitution, Bylaws, and the Executive Policy & Procedure Manual.
· Notify members of the Executive, Representative Council, or General Membership of upcoming or special meetings.
· Inform an alternate Councillor’s school division if the alternate Councillor is required to attend either Councillor Conference or the Annual Meeting of Council.
5.2.1 President – Work from Home Guidelines
Once elected or appointed to the Office of the President and upon the confirmation of this by their employing school division, the President of the Local Association shall determine where they will work for their 50% release time. They should choose a location that is the most productive. The following procedural section should guide the decisions of the President-Elect or current President.

Work from Home Guidelines
The Tri-West Teachers’ Association President is permitted to work from home for their 50% release time. The following conditions shall apply: 
· The Work from Home location should ideally be situated within the boundaries of the Tri-West Teachers’ Association. Should this not be the case, the work from home location shall be discussed with the current or incoming Executive.
· The President Work from Home Policy is granted at the sole discretion of the Executive and shall be reviewed on an annual basis.
· The President working from home agrees that they will continue to be subject to Association policies, procedures, and rules while working from home.
· Annually, the President shall be paid $500 to help offset any personal costs incurred by working from home. This work from home reimbursement shall occur monthly ($50).
Hours of Work
· The general daily office hours may be flexible to account for the President’s teaching schedule and tasks that may need to be completed outside the set release time. Information shall be communicated with members regularly to advise how best to contact the President.
· The President working from home must, as much as possible, ensure that dependent care arrangements are in place or that responsibilities are managed in a way that allows them to successfully meet their job responsibilities.
Office Equipment
To work from home, the President must:  
· Have a functioning internet connection, not provided by the Association; and
· A computer, laptop or device on which they can perform their work.
· Any equipment, software and/or supplies purchased by the President for their work from home must be approved by the Executive prior to purchase and submitted for reimbursement following established expenditure procedures and using the Standard TWTA Expense Form.
Security & Confidentiality of Information
The President working from home is responsible for securing and protecting the property, documents, data and information belonging to the Association.

5.2.2 President – Accessing Leave Clauses
Introduction
The President of the Local Association, like any other member, is entitled to access leave clauses at both the Provincial and the Local levels. For Provincial leave clauses the most current version of the Provincial Collective Bargaining Agreement should be consulted. For Local leave clauses the most current version of the LINC Agreement for the employing school division of the President should be consulted.
When accessing leave provisions, the President shall keep in mind not only their own personal well-being, but also the responsibilities to their classroom and to the members of the Local when planning the time and frequency of access to leave clauses. 

Overall Leave Clause Usage
When accessing leave clauses whether they be Provincial (STF) or School Division (LINC) the President shall use the established procedures and absence management systems of their employing school division to ensure that the absences are recorded and properly credited. 

Specific Clause Usage – Sick Leave and Medical Leave
Sick leave for teachers is provided and guided by the Provincial Collective Bargaining Agreement.  Therefore, it should apply to both the President’s release time and their teaching time. When entering sick leave into the absence management software, the President should enter a full day of sick leave.
5.3 Vice-President
One Vice-President shall be elected for a one-year term and shall undertake but not be limited to the following:
· Assume the role of President if the President is unable to carry out their responsibilities.
· Assist the President by carrying out responsibilities designated by the President or Executive.
5.4 Secretary
One Secretary shall be appointed by the President for a one-year term and shall undertake but not be limited to the following:
· Maintain and distribute all minutes of the Executive, Representative Council, Annual General Meetings and any Special Meetings of Members (As Required) of the Local Association.
· Regularly check the Local Association post office box and ensure that any correspondence is directed to the appropriate officer(s) or acted upon in a timely fashion.  If the appointed Secretary is unable to access the Local Association post office box this task may be delegated to another Executive member.

· Serve as one of the signatories on the Local Association bank account for the duration of their appointed term.
· Assist the President by carrying out responsibilities designated by the President or Executive.   
5.5 Treasurer
One Treasurer shall be appointed by the President for a one-year term and shall undertake but not be limited to the following:
· In consultation with the President and Vice-President prepare the draft budget for the current school year for the first Executive meeting in September.
· Maintain accurate financial records of all monies received and disbursed by the Local Association.
· Preserve receipts and expense forms in an agreed established system for annual review by an outside auditing official appointed by the Executive.
· Every five years' work in cooperation with the Executive to contract an outside auditing firm to do a more intensive forensic audit of Association financial records to ensure continued compliance with established accounting and recordkeeping standards.
· Prepare and present a monthly financial report to be reviewed at the Executive and Representative Council meetings.
· Maintain a monthly ledger of income and expenses as an additional record of control for the finances of the Local Association.  This ledger should balance with the received bank statements.  The ledger for the year should include a mid-year summary of spending to be completed by the end of January; and a yearly summary of spending to be completed by the end of July.
· Maintain electronic accounting records for expenses and income of the Local Association.  This is to be done using desktop accounting software or online cloud-based accounting software.
· Prepare and present a financial summary at the Annual General Meeting.
· Present a summary of the findings of the contracted auditor from the end of the previous school year to the Executive at the first available meeting of the following school year and at the Annual General Meeting of the following school year.
· Serve as one of the signatories on the Local Association bank account for the duration of their appointed term.
· Assist the President by carrying out responsibilities designated by the President or Executive. 
5.6 STF Councillor
The allotted number of Councillors shall comprise the delegation from the Local Association. The number of Councillors is calculated using the established formula for Council representation maintained by STF.  The President & Vice-President shall be appointed as Councillors; the remaining number shall be elected for a one-year term and shall undertake but not be limited to the following:
· Attend all called meetings of STF Council and contribute to the work of STF Council by providing a local perspective to the work of Council while acting on behalf of all STF members.
· If a Councillor is unable to attend to a meeting of Council, they shall inform the President as soon as they are able to and work in cooperation with the President to arrange for a Substitute Councillor.
· Councillors shall act as agents of the STF within the Local in the following capacity:

· Acquiring and providing information to members about contracts of employment, benefits, accreditation, STF Policies, STF plans and activities, STF services, and educational issues and trends impacting teachers.
· Supporting the development and implementation of STF plans and policies at the provincial level.
· Informing the STF Executive and Sr. Administrative Staff about the needs of Local members and developments or issues within the Local and offering assistance in addressing needs and issues.
· Maintaining local relationships, both internal and external, that facilitate influencing and information gathering on behalf of the STF.
· Offering advice and guidance to local members who request assistance in their professional duties or relationships.  Any questions regarding contract of employment are to be referred directly to our currently assigned Sr. Administrative Staff Member.  Councillors are not to offer advice on contracts of employment.
· Councillors shall represent the Local Association at meetings with representatives of the divisions served by our Local when requested.
· Councillors shall assist the Chief Returning Officer with the conduction of elections when and as needed. 

· One member of the delegation to the Annual Meeting of Council shall prepare the annual Councillor’s report to be presented at the Annual General Meeting.
· All Councillors shall endeavour to assist the President in the preparation of the meeting agenda and documents for the Annual General Meeting.
· All Councillors shall be members of the Executive.
· Assist the President by carrying out responsibilities designated by the President or Executive.
5.7 Committee Chairs – General Guidelines
All committees of the Local Association shall have a chair.  When a chair is not elected or appointed the President shall assume the chairperson duties for that committee until a chairperson is elected or appointed.
Committee Chairperson have the following duties:
· Contribute to the establishment and maintenance of the committee to which they are the chairperson.
· Organize and preside over committee meetings.  Meetings will be convened at the discretion of the Chair.
· Recruit, mentor, and support committee members.
· Facilitate the review of committee plans, programs, and goals.
· Liaise between the committee and the Local, the school divisions, and the provincial organization as needed.
· Maintain communication with the President on the status of the committee and their plans, programs, and goals.
· Prepare required reports and documents on behalf of the committee.
· Act as a means of communication for the committee with respect to findings, policy implications, and recommendations.
· Work in cooperation with the President to complete all requested STF information forms by June 15th of the current school year.

· Upon completion of their term as Chair the current Chair shall make all reasonable efforts to provide training and an orientation to the incoming Chair and where possible attend to one subsequent meeting of the committee to assist with the transition to a new Chair.
5.8 Standing or Working Committees of the Local Association
To facilitate the work of the Local Association there may be times when a sub-committee of the Local Association may be needed.  The President or any Executive member may when needed propose for the consideration and voting upon of the Executive the convening of a working committee.  When proposed the President or Executive member proposing the creation of a sub-committee should provide the following information:
· The purpose of the sub committee
· The number of members requested for the committee
· The financial needs of the committee (Ex – Travel mileage, Meeting Space rental, food costs)
Once approved a standing or working committee shall work with the President to fill the required number of members.  The committee shall follow all guidelines provided in 5.2 Committee Chairs – General Guidelines as well as all requirements for recordkeeping and the tracking of expenses. 

5.9 LINC Committees
The LINC (Local Implementation and Negotiation Committee) Committee for each respective school division shall undertake but not be limited to the following:
· Liaise with the Saskatchewan Teachers’ Federation and other Local Association LINC Committees on matters related to local bargaining.
· The Chair of each respective LINC Committee shall have but not be limited to the following duties:

· The chair of each LINC Committee shall attend, when possible, any LINC symposium convened by the STF.  If the chair is unable to attend, then they shall attempt to recruit a designate to attend in their place.
· Maintain the same roles and responsibilities as other committee chairs outlined in Policy 5.72 – Committee Chairs – General Guidelines.
· Speak on behalf of the committee to members and school division officials.
· Maintains relationships with school division officials involved in collective bargaining.
· Assists members in dealing with grievances related to the Local Collective Agreement.
· Works in cooperation with the President where necessary in the administering of their respective LINC Agreement.
· Must send a letter to the Educational Relations Board registering the bargaining route chosen for their respective division.
· Must send a letter to the Board Chairperson at least 100 days prior to the expiration of the current agreement requesting that negotiations commence.
  
· The LINC Chair for each division shall be a member of the Executive.
· Attempt to determine the needs of teachers in each respective division prior to undertaking bargaining.
· Make provisions for the negotiation in good faith of a Local Terms and Conditions of Employment on behalf of the teachers of their respective division in accordance with the Education Act, 1995 and The Teachers’ Federation Act, 2006.
· Once an agreement has been reached to the satisfaction of the committee; to present the proposed agreement to the membership of the respective division for ratification.
· Work in cooperation with the President to provide complete information for all requested STF forms by June 15th of the current school year.
· Ensure that the most current version of the LINC agreement for each division is submitted to the President for record keeping. 
5.10 Professional Growth Committee
The Professional Growth Committee shall undertake but not be limited to the following:
· Appoint from the committee members a chairperson.  The Chairperson shall be responsible for coordinating the activities of the committee and devising a system to maintain the records of the committee.  Once chosen, the Chairperson should refer to Section 5.2 – Committee Chairs – General Guidelines for details involved with their position.
· The term of the Chair and Committee Members shall be for one school year.
· Consult with the President to promote the Professional Growth Bursary program to Members.
· Once an application deadline has been established and elapsed the Chairperson shall call the committee together in a reasonable timeframe to consider and render a decision on all received applications.  Once a decision on all applications has been made the President shall be advised to prepare to pay out successful applicants.
· If required, additional periods of application for program resources may be promoted to the membership.  The same guidelines and criteria as the first round of applications should be followed.
· The committee shall regularly review the Professional Growth Bursary Program criteria and make recommendations to the Executive to ensure that the program meets the needs of members.
· Following the conclusion of a period of application acceptance and review the Chairperson shall prepare a report to submit to the Executive.  The contents of the report should include but are not limited to:

· How many applications were received and reviewed by the committee?
· The decision status of the applications received and reviewed by the committee.
· The total amount that is to be paid out of the Professional Growth budget line.
· Any changes or recommendations for the consideration of the Executive.

· The Chairperson of the Committee shall attend to the Executive Meetings of the Local Association and have an opportunity on the agenda to report on the activities of the committee.
[bookmark: _Hlk62820573]5.11 School Staff Liaison
Each school who contains members of the Local Association shall by September 15th of the current school year appoint a staff member to serve in the capacity of School Staff Liaison (SSL).  This appointment shall be for a one-year term.  School Staff Liaisons shall undertake but not be limited to the following:
· Serve as the linking information conduit between members at the school level and the Local Association and the STF.  This linking function may involve sharing information from both the Local Association and the Provincial STF.  SSL’s may also be asked to encourage members to be active in both the Local Association and the Provincial STF.
· Make staff colleagues aware of programs and services offered by both the Local Association and the STF.  When needed or requested link members to supports and services within the STF (e.g., counselling, mediation, professional development, legal advice, benefits information).
· Acquire information about issues facing the Local Association and the Provincial STF, sharing it with those in their schools and seeking feedback from them.
· Report to the school staff on STF meetings, Tri-West meetings and Local and Provincial issues, ensuring that the information and its’ implications are understood and discussed.
· SSLs are encouraged to attend bi-monthly Tri-West Rep. Council Meetings and bi-yearly SSL Forums. 
· Gather and distribute information as requested from the Local Association and/or STF.






















	[image: ]


	Section Six: Financial Matters
Federation Reference(s):	 
Bylaw 4 Section 4.6 Inclusive
Local Association Reference(s): 		
Constitution Article 4, Section 4.1, 4.2, 4.3, 4.4, Article 8, Section 8.6, Article 10, 10.1, 10.2, 10.3, 10.4, 10.5, 10.6
Bylaw 1 Remuneration
Bylaw 2 Scholarships
Bylaw 8 Employment Insurance Rebate
Bylaw 9 Induction of New STF Members
Date First Approved:			January 12, 2015
Date of Revision or Review:		January 10, 2026



6.1 Financial Matters – General Guidelines
This section of our Policy & Procedure manual details out the guideline for the use and reporting on the funds entrusted to the deciding bodies of the Local Association.  The members who have been tasked to serve on these bodies as Executive, Representative Council, or Working Committee member have been entrusted by their colleagues to carry out work on their behalf and at times this work will involve the expenditure of financial assets of the Local Association.  When that is required a through, and complete review and discussion should be undertaken prior to monies being spent to ensure that monies expended are done so in a manner where the value for the money expended benefits the widest cross-section of our membership when possible.  There also need to be clear mechanisms for the recording and reporting of the expenditure of funds so that all members, at any time, can request to examine those records and bring forward their questions or concerns.

6.2 Sources of Local Association Income for Programs & Services
The Local Association derives its’ operational funding from three different sources.  These sources are combined as income but reported on as separate income streams in our record keeping.

6.2.1 Fees Collected from Members
All regular members are required to pay the fee level set by vote of all members in attendance to the Annual General Meeting as per STF Bylaw 4, Section 4.6.1 which states:
“Local Associations may levy fees upon their members to support the work of the Local Association.”

The following fee schedule has been adopted by the Local Association:
· All members pay the full fee level with the following exceptions:  

· The fees for part-time teachers teaching fewer than ten (10) percent of the number of days in a school year shall be pro-rated on the percentage taught.
· The fee for a teacher who receives salary for ten (10) percent or more of the number of school days in a school year and fewer than forty-five (45) percent of the days in a school year shall be one-half of the annual fee.
· Members on approved leaves of absence from the Divisions are not required to pay a fee.
· Substitute teachers in the Divisions are not required to pay a fee.

6.2.2 Employment Insurance Rebate
As a clause within the three employing school division LINC agreements a certain amount of the Employment Insurance rebate refunded to the School Divisions shall be remitted in a form chosen by the school division to supplement the fees collected directly from members.  As with other sources of income the amount and frequency of the collection of income shall be noted in both monthly and yearly financial records.  The current LINC Clauses are worded as follows:

Light of Christ Roman Catholic School Division #16
Pursuant to the provisions of The Employment Insurance Act, 1996, the Board shall submit to the Tri West Teachers' Association as soon as possible after January 31st, an amount equal to five twelfths (5/12) of the premium reduction it obtained on behalf of the teachers in its employ.

Living Sky School Division #202
5.1	Pursuant to the provisions of The Employment Insurance Act, 1996, the Board shall submit to the Teachers Association as soon as possible after January 31st, an amount equal to five-twelfths (5/12) of the premium reduction it obtained on behalf of the teachers in its employ.
Battlefords First Nation Joint Board of Education (Sakewew High School)
7.1	The Board shall forward to the Sakewew Teachers’ L.I.N.C. Committee by January 31 an amount equal to five twelfths (5/12) of the Employment Insurance premium reduction obtained on behalf of each teacher in its employ.
The clauses listed for the employing school division may be subject to change during regularly scheduled negotiations of standing LINC agreements.  These negotiations will be undertaken by the respective LINC Committees for each school division.

6.2.3 Other Sources of Income
Events undertaken by the Local Association may at times generate other temporary sources of income.  When this occurs those sources of income shall be properly recorded and reported using established reporting procedures. Other sources of income shall be used to cover the costs incurred by the program or service that the income was generated by. The Local Association is a not-for-profit entity and shall not undertake events or programs with the sole purpose of generating funds without a documented plan to return that income to members through fiscal savings or enhancements to existing programs.
As the Local Association has designated a fee levy to be collected to support the work of the Local; members of the Executive, Representative Council and all standing and ad hoc committees have a fiduciary responsibility to be prudent with the use of funds provided by the members to carry out the business of the Local and the support of its members. A large part of the commitment of the Local to this responsibility is to be open and transparent in all its budgeting and reporting practices to the members.

6.3 Signing Authority – General Guidelines
The Executive of the Local shall determine the financial institution to hold in trust the funds of the Local and shall set up the following officers as signatories on the Local Association accounts:
· President
· Treasurer
· Secretary
A combination of any two of the above signatories is required to validate a cheque from the Local Association for any incurred expenses or travel mileage.
Cheques written to the President, Secretary or Treasurer should whenever possibly attempt to have the signatures of signatories other than the member to whom the cheque is made out to.  When this is not possible it is still permissible to complete the issuing of an expense cheque for incurred expenses.

6.3.1 Changing of Signing Authority
When necessary; signing authority for the accounts of the Local Association will change to reflect the election or appointment of new members to the positions of President, Secretary, and Treasurer.  When this occurs, the following procedures shall be followed:

President – When a new President is elected or appointed to the Local Association; the outgoing President shall prepare a letter stating that the incoming President-Elect was elected or appointed as of the date of the AGM of the current school year.  In cases where there is no outgoing President due to resignation or retirement then a letter stating that the President-Elect was elected or appointed at the AGM of the current school year shall be authored by the Vice-President and signed by all members of the Executive.  When possible, the outgoing President shall set up a time to meet with the Account Representative for the accounts of the Local Association and accompany the President-Elect to become one of the signatories of the Local Association accounts.

Secretary & Treasurer – The positions of Secretary and Treasurer are appointed on an annual basis by the current President or President-Elect.  A new Secretary and Treasurer shall be appointed by the current President or President-Elect by no later than May 30th of the current school year.  The appointed Secretary and Treasurer shall work with the President or President-Elect to set a time to meet and be listed as signatories of the Local Association accounts.  The President or President-Elect shall prepare a letter stating that the Secretary & Treasurer were appoint as of a date no later than May 30th of the current school year and shall ensure that the Account Representatives receive copies of the letter of appointment and the minutes of the AGM, Executive Meeting, or Representative Council Meeting where the appointments were discussed and voted upon by the voting members present.

6.4 E-Transfers
When needed or upon request members may be given the option to have funds reimbursed to them for expenses incurred via an Electronic Transfer of Funds (E-Transfer).  When an E-Transfer is used to reimburse costs, the following guidelines shall be consulted:
· An E-Transfer should be used to reimburse funds only when the use of physical cheques is not a viable option.  Physical cheques provide an additional level of control and record keeping that E-Transfers lack.
· An E-Transfer can only be started by one of the current listed signatories for the Local Association accounts.  There should be no more than three current listed signatories with the ability to undertake an E-Transfer.
· All established procedures for approving the payment of expenses shall be followed prior to the commencement of an E-Transfer.  In matters of urgency or importance a recorded discussion at a time other than a scheduled meeting may be used to record a motion to send an E-Transfer.
· Following the acceptance of an E-Transfer of funds by the recipient one of the signatory officers (President, Secretary, Treasurer) shall complete an expense form for submission to the Treasurer for record keeping purposes.
· When needed the preferred method of E-Transfer should be via an E-Mail option.
· Members should be advised by the President or Treasurer that an e-transfer will be sent to them via e-mail in advance of sending of the actual transfer.  In the advisement of a forthcoming transfer members should be told:

· What the transfer is for, and if needed the amount.
· What the Security Question and Answer is.

· Upon receipt if the E-Transfer, members should deposit the funds at their earliest opportunity.
· The three signatory officers of the Local Association accounts shall when needed contact either our Account Representative at the closest branch of the financial institution that holds the Association accounts or their closest local branch to ensure that the ability to undertake and approve E-Transfers is enabled. 
6.5 Financial Records
The Treasurer working in cooperation with the President shall establish a system of record keeping that will track all the monies collected and disbursed by the Local Association keeping in mind accepted standard accounting practices.
As part of an established record-keeping regime the treasurer should track all monies received and expended in the following suggested fashion:
· Regular Review of bank activity through logging in to the online account services provided by the financial institution that currently holds the association accounts.
· Monthly review of provided bank statements.
· Maintain a monthly ledger of income received and monies expended.  This monthly ledger should provide a mid-year and end of the year spending summary.
· Monthly reports to be included as part of any meeting agenda drafted by the President.  The report is to be presented, debated and a motion to accept the presented report shall be recorded in the minutes.
· Use of desktop computer based or online cloud-based accounting software as a supplement to the monthly ledger.
· Physical paper copies of all expense forms received or requested as well as receipts to match all expenses shall be maintained in an organized record keeping system.
The record keeping methods shall be left to the decision of the Treasurer in consultation with the President and may be adjusted or delegated to others as needed.
All financial records will be archived and maintained in accordance with recommendations of the outside auditor that is contracted by the Local Association to review the financial records of the Association on an annual basis.
Every five (5) years the financial records and recordkeeping practices of the Local Association shall be subject to a more rigorous forensic auditing procedure to be carried out by a chartered accounting firm as arranged by the Treasurer in consultation with the President.  The purpose of this more detailed auditing of the financial records of the Association shall be to ensure that the Local Association is following and adapting to established accounting and record keeping standards and that the monies entrusted to the care of the Local Association are being looked after and expended responsibly.   
When a new treasurer is appointed by the President or President-Elect; the current Treasurer shall work to set up a time when the incoming and outgoing Treasurers’ can meet to discuss some of the following:
· Transfer of Records.
· Tutorial on use of computer-based accounting software.
· Given the access information for the online banking accounts of the Local Association.
 6.5.1 Expense Forms – General Association Operations
All expense forms submitted to the Local Association for general operation expense repayment must be completed in full to the best knowledge of the member submitting the form for reimbursement.  This would include the following details:
· Date of the expense form.
· Purpose of the expense.
· Full name, School Staff & Mailing address.
· Number of travel kilometres; round trip to the meeting or function.
· Details of expenses incurred, including a budget category whenever possible.
· A signature on the indicated line of the expense form.
All expense forms will be reviewed for completeness by the Treasurer prior to expense cheques being issued.  Incomplete expense forms may be returned to the member requesting reimbursement through the inter-school mail system.  Returning of incomplete forms shall be done at the discretion of the treasurer.
All signed expense forms shall be approved for payment by the current Treasurer.  When an expense claim is submitted by the Treasurer then one of the other two signatories of the Local Association account shall review the submitted expense form for payment.  Expense forms should not be submitted and signed for approval by the same individual.  In a large dollar amount or emergency situation the person submitting the expense form shall contact the President or one of the other two signatories of the Local Association accounts to approve the expense.
Payment for incurred expenses shall whenever possible be made within ten school days of the incurred expense with the following exception:
Members are requested to deposit expense cheques into their financial institution as soon as they can to assist with the reconciling of expenses.
Expense claims older than sixty days after the date of the event may not be honoured.  The decision to honour late expense claims will be made by the Executive.

6.5.2 Expense Forms – Supporting Professional Growth Grant
All expense forms submitted to the Local Association upon receipt of a Professional Development Grant must be completed in full to the best knowledge of the member submitting the form for reimbursement.  This would include the following details:
· Date of the expense form.
· Purpose of the expense.
· Full name, School Staff & Mailing address.
· Details of expenses incurred, including a budget category whenever possible.
· A signature on the indicated line of the expense form.
All expense forms for the PD Grant shall have the reimbursement of expenses limited to the scope of the grant program.  The approved expenses for the grant program include:

Level One (Small Grant)
Small Grant expense shall not exceed fifty dollars ($50.00) including all applicable taxes.  Based on the approved current grant application information the following are allowable expenses under Level One grants:
· Books for use in developing professional capacity.
· Membership to a Professional Growth Network.
· A subscription to a professional council.
· A subscription to a professional journal
Level Two (Large Grant)
Large Grant expense shall not exceed five hundred dollars ($500.00) including all applicable taxes.  Based on the approved current grant application information the following are allowable expenses under Level Two grants:
· Course costs towards the completion of a Masters program of study.
· Course costs towards the completion of a Doctoral level program of study.
· Course costs towards the completion of other advanced training not in a Masters or Doctoral program of study.
Level Two grants should be used primarily for the payment of expenses for the tuition and course materials.
All expense forms will be reviewed for completeness by the Treasurer prior to expense cheques being issued.  Incomplete expense forms may be returned to the member requesting reimbursement through the inter-school mail system.  Returning of incomplete forms shall be done at the discretion of the treasurer.
All signed expense forms shall be approved for payment by the current Treasurer.  When an expense claim is submitted by the Treasurer then one of the other two signatories of the Local Association account shall review the submitted expense form for payment.  Expense forms should not be submitted and signed for approval by the same individual.  In a large dollar amount or emergency situation the person submitting the expense form shall contact the President or one of the other two signatories of the Local Association accounts to approve the expense.
Payment for incurred expenses shall whenever possible be made within ten school days of the incurred expense with the following exception:
Members are requested to deposit expense cheques into their financial institution as soon as they can to assist with the reconciling of expenses.
Expense claims older than sixty days after the date of the event may not be honoured.  The decision to honour late expense claims will be made by the Executive.

6.6 Budget Preparation
The Treasurer in cooperation with the President and Vice-President will prepare the draft budget every year for presentation to the Executive Meeting in March of the current school year.
When preparing the budget all the programming and support needs will have to be considered these include some of the following:
· Salary of the President at 50% release time
· Expenses of the President; including travel, meals, and office expenses like phone and internet access that may be owned by the Local Association.
· Rental of a post office mailbox
· Office Expenses such as Cloud Computing access and computer software.
· Expenses for the review of financial record accuracy including monies for a large-scale audit.
· Expenses for the proper disposal of old or outdated records.
· Expenses for bank fees.  A separate budget line should be created to track fees charged to the Local Association Credit Card.
· The cost of release time for Executive Members and LINC negotiations
· The cost of administering the Professional Development Grant program.
· The scholarship program administered by the Local Association
· Honouraria that are paid to Executive Members and Committee chairs for their service.
· Expenses to cover the cost of General Meetings of the Membership.
· Donations to outside groups.
· The cost of the welcome to the profession (induction) function.
· A communications budget that will provide for website maintenance and other communication tools.
· A budget line to support members in need on an “as needed” basis.
· The cost of the annual superannuation recognition.
· A budget line to encourage new and experienced teachers to develop a mentor/protégé relationship.
· The cost of contributing to a hospitality event at Annual Meeting of Council.
· A budget line for travel and meal expenses for all meetings of the Local Association this includes all standing and ad hoc committees.
· A sundry line to look after unexpected expenses.  This sundry line shall also have a capital replacement component.
Any amendments or changes to the budget following the initial presentation of the budget to the Executive shall be presented at the next scheduled Representative Council Meeting for discussion of a motion to change the budget as outlined.  The motion to amend the budget must be passed by a two-thirds majority of the present voting members.  Following approval of budget amendments, the Treasurer shall prepare a current copy of the budget with amended line items highlighted.  The amended budget shall be distributed to all members through the SSL distribution list with a copy of the amended budget and a summary of changes prepared by the Treasurer.

6.6.1 Acceptable Surplus Guidelines
In the preparation of the operating budget for the Local Association, it is preferable to design a budget with a funding surplus rather than a deficit.  In its final recommendations a committee to review the financial practices of the Local that was established in 2009 the following percentage was to be used as a guide when establishing a fee level:
· The acceptable surplus percentage shall be between 23% and 25%

Acceptable surplus guidelines should be reviewed on a regular basis.  A regular review will allow the guidelines to be changed as circumstances dictate.
A higher surplus may be approved by the Executive if there is sound reasoning behind the higher surplus level that keeps in mind the fiduciary responsibility that the Executive must use the funds of the members of the Local in a prudent manner. 

6.7 Payment for Professional Development by Members
When members of the Local Association are required as a part of their duties as members of the Local Association to attend to Professional Development events sponsored and planned by the Local Association through any designated committee or outside organization the following guidelines shall be applied when requesting that members submit fees for attendance to Local Association events:
· Any budget that is prepared for a Local Association Professional Development Event (Local PD) shall attempt to take in to account any fees or expenses that may be incurred by members and request adequate resources from the Local to cover any fees or expenses that may be requested in order to lessen or eliminate any out of pocket expenses that members may be asked to cover.
 Such out of pocket expenses may include but not be limited to some of the following:
· Travel Mileage.
· Accommodation Expenses
· Meal Expenses.
· Workshop Material Expenses.
· Presenter Travel Mileage and Presentation Fees.
  
· When members are requested to cover the cost of expenses related to Local PD or attending to a PD workshop sponsored by an outside organization they are entitled and encouraged to submit an expense form for those expenses.  All submitted expense forms must be filled out completely and wherever possible include copies of receipts for any expenses.  See Policy 6.4.1 Expense Forms – General Association Operations for the entire list of guidelines and information that is required for reimbursement.

6.8 Scholarships
As part of our commitment to the promotion of life-long education and personal growth the Local Association has established an annual scholarship award.  The total budget for this award shall be $5,000.  The current criteria of the scholarship program are as follows:
Scholarships
0. The Local shall establish a program to award scholarships to selected recipients.  The President in consultation with the Executive shall create and review the criteria for awarding scholarships on an “as needed” basis.  Current criteria for scholarship can be found on the Tri-West Teachers’ Association Scholarship Form that can be obtained from the President, and they are listed below:
0. There will be a total of five scholarships; each valued at $1,000 to be awarded at each of the following levels:

0. Level 1 – Graduate of a Tri-West School Attending University.
0. Level 2 – Graduate of a Tri-West School Attending a Non-University Post- Secondary Institute.
0. Level 3 – Dependents of Tri-West Member Attending University.
0. Level 4 – Dependents of Tri-West Member Attending a Non-University Post- Secondary Institute.
0. Level 5 – Graduate of a Tri-West School and/or Dependent of a Tri-West Member Attending a College of Education. 

0. The following documentation Must accompany each scholarship application:

0. A completed scholarship form.
0. A completed Gr. 12 transcript of academic marks.
0. A confirmation of enrollment from the post-secondary institute attended by the scholarship applicant.

0. Additional Information for Applicants:

0. Please ensure that all scholarship application requirements have been satisfied.  An incomplete application or an application missing requested additional documentation will not be considered for awarding of a scholarship.  Responsibility for the completeness of the form rests with the applicant.
0. Applicants may be eligible for more than one level of scholarship but will only be awarded a scholarship at one level.
0. Unsuccessful applicants may apply in subsequent years provided they still meet the eligibility criteria.
0. If a level of scholarship has no successful applicants, the President and Vice-President may award an additional scholarship at another level.  Criteria for awarding an additional scholarship may include but are not limited to a level that has the highest academic average or the greatest number of applicants.
0. Members of the Tri-West Teachers’ Association are ineligible for this scholarship program.
0. Completed application packages must be received by the President by September 30th of the current school year.
0. Scholarships will be awarded to applicants in each level with the highest average in the following academic subjects:
0. English 30A or 30B
0. One 20 or 30 Level Math
0. One 30 Level Social Science (History, Native Studies, Social Studies)
0. One 20 or 30 Level Science (20 Level - Physical Science, Health Science, Environmental Science, Computer Science; 30 Level – Biology, Chemistry, Physics, Computer Science)
0. Three Elective Subjects at the 20 or 30 Level.
The President shall convene a selection committee as needed to complete the task of reviewing applications received by the established deadline. Cheques in the current amount for each scholarship level will be mailed to the recipients following the completion of the application review process.  The treasurer will write and sign in absentia for the recipients of the scholarship awards so that an expense form may be filed in the Association financial records.   
The President in consultation with the Executive shall establish a timeline of regular review to ensure that the scholarship award is still meeting its’ intended purpose.

6.9 Payment of Officer Honouraria
The Local Association recognizes the time, energy, and activity that is required to serve as an Officer of the Local. As recognition of that commitment Officers shall be granted an honouraria for their work and service.  The current honouraria amounts are as follows:
0. Councillors - $300
0. Treasurer - $200
0. Secretary - $200
0. LINC Chairperson - $200
0. Professional Growth Committee Chairperson - $200
Payment of Officer Honouraria shall be presented by the Treasurer for approval at a scheduled meeting of the Local Association in May of the current school year. If no scheduled meeting is on the calendar, Officer Honouraria may be discussed and approved via e-mail or video conferencing.  
Officers who have completed their proscribed duties shall have their honouraria paid to them via cheque or e-transfer prior to the end of May of the current school year.

6.10 Mentor Meals Program
The Tri-West Teachers’ Association would like to encourage new and experienced teachers to develop a mentor/protégé relationship. Experienced teachers are often the best source of information for other teachers. This program is available to new teachers, intern teachers, teachers returning from a leave and teachers nearing retirement (1-2 years away).

The association will provide $75/2 people for one meal. An additional $37.50 per additional person can be submitted to a maximum of $112.50. The mentor can only submit once every school year. All receipts and a Tri-West Expense Form must be submitted to the Tri-West Treasurer in a timely fashion for reimbursement.

6.11 Professional Growth Bursaries
The Local Association offers professional growth bursaries to encourage and support the professional growth of teachers. 
The level one bursary provides members with up to $50 reimbursement for books, membership in a professional growth network or professional organization, or subscription to a professional journal. The member must submit a completed application form and an itemized receipt or receipts for the resource(s) purchased. 
The level two bursary provides members with up to $500 for courses taken towards the completion of a master’s or doctoral program or other advanced training (including certificate courses). The member must submit a completed application form, an itemized receipt or receipts for the course(s) and proof of completion of the course.
The President will receive and organize the applications. If the applicant receives funding for a portion of the expenses from another source, they must indicate that on the application form.
6.11.1 Bursary Criteria
Any bursary submissions received by the deadline, April 30th of each school year, will be reviewed by the Professional Growth Committee in May. Successful bursary submissions must meet the following criteria:
· The applicant must be a member of the Tri-West Teachers’ Association.
· The applicant must have incurred the costs themselves.
· The application must have been received on or before April 30th of the current school year.
· The applications and receipts were submitted within one year of the expense occurring.
· There can only be one application per person per year, but there may be multiple professional growth resources on the application.
· A level one bursary may be approved before purchase but there will be no payment until a completed Tri-West expense form with receipt is submitted.
· Applications cannot include purchases of resources from websites like Teachers Pay Teachers.
· Applications cannot include release time for professional development.

If there are more approved applications than available funds, the applications will roll over to the next school year and will be paid out before any new applications.
The Professional Growth Committee will let the President, and the Treasurer know which bursary applications were successful. The President and Treasurer will organize the distribution of the level one and level two bursaries.
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	Section Six(a): Purchasing via Local Association Credit Card
Federation Reference(s):	 	
Local Association Reference(s): 	
General Association Operation 
Date First Approved: April 2021	
Date of Revision or Review: November 2024



6a.1 Purchasing via Credit Card – General Guidelines
At the beginning of the 2020 – 2021 Operational Year the Executive of the Local Association directed the Treasurer to contact our account representative at Innovation Credit Union to request information on credit services that might be available to the Local Association.  The decision to investigate the application for a credit card for purchases was to begin to lessen the amount of personal funds being expended by members for purchases to maintain the operations of the programming for the Local Association.  The procedure outlined below details the guidelines and limits of the association credit card as well as the procedure that will be followed following the use of the association credit card. At all times in the consideration and use of this tool to assist with association spending on costs to operate programs Executive Members should keep foremost in their thinking the fiduciary responsibility that they are entrusted with to both expend funds to operate programs along with the responsible use of and the reporting on the use of those funds.  

6a.2 Limitations of Local Association Credit Card
The purpose of obtaining a credit card in the name of the Local Association was to allow the business needs of the Local Association to be met; for example, large purchases like cloud computing subscriptions for record keeping being made without placing an undue strain on the personal finances of officers.
The Local Association credit card should only be used for purchases that directly benefit the work of the Association.  Purchases made on the credit card must only proceed once the members of the Executive have been advised that a purchase is required to be made.  There shall be no purchasing activities undertaken by any of the listed card holders without informing the Executive.  In a matter of urgency, a minimum of four Executive members must be informed of the need to make a credit purchase.  A matter of urgency could be defined as a purchase that needs to be completed outside of the timeframe of a regular meeting of the Local Association to ensure that member services are fulfilled.  
An example of a matter of urgency might be a superannuate who was forgotten on the list of recognition and a gift was not purchased.  The next scheduled meeting of the Local is not until the start of the next school year, so a gift should be purchased and sent to ensure the proper recognition of the superannuate.   

6a.2.1 List of Card Holders
The President and the Treasurer are authorized to request to be issued a credit card for Local Association purchases.


6a.2.2 Maximum Credit Limit
The maximum applied for credit limit shall not exceed $1,000.  If there is a need to increase the maximum credit limit beyond $1,000 a detailed report with the request and reasoning for the increase in credit limit shall be submitted to the Executive for examination, debate, and a recorded motion and vote in the minutes of an Executive, Representative Council, or Annual General Meeting.  The report and the debate of such a motion must occur prior to the request to increase the maximum credit limit is made to the current association account representative at Innovation Credit Union or the financial institution holding the accounts of the Local Association.

6a.2.3 Purchasing Limits
The purchasing limit for each card issued to an authorized cardholder shall be a maximum of $300.  This purchasing limit is an item of information required by the issuing bank for completion of the application for the credit card.  This set purchasing limit does not empower or authorize one of the listed cardholders to purchase goods or services or expend funds at that amount without completing the required authorization procedure found in section 6a.3 of this procedure.

6a.2.4 Carrying a Credit Balance
At no time shall the Local Association credit card have a purchase balance left on it that carries over from one month to the next thereby incurring interest or late payment charges.  All purchases made on the Local Association credit card shall be presented to the next scheduled Executive, Representative Council, or Annual General Meeting for payment approval.  Should the next scheduled meeting occur after the end of a billing cycle the Treasurer may seek the approval of the Executive to authorize payment.

6a.3 Procedure for Using Local Association Credit Card
Refer to Section Six: Financial Matters and specifically 6.7 Payment for Expenses – Local Association General Operations for a detailed procedure on spending for Local Association Operations.  This procedure applies specifically to the use of a credit card issued to the Local Association.
When a purchase is needed to be made using the Local Association Credit Card:
· Purchases may only be made the officers that are to be issued a credit card in the name of the Local Association.

· All spending guidelines outlined Section Six: Financial Matters and specifically in 6.7 Payment for Expenses – Local Association General Operations shall be adhered to when spending is authorized using the credit card of the Local Association.  A summary of which is:
· Up to a maximum of $50.00 spending may be authorized by a combination of two of the three signatories to the Local Association accounts (President, Secretary, or Treasurer) prior to the expense being charged to the Local Association credit card.
· Anything over $50.00; approval of a decision-making body of the Local Association (Executive, Representative Council, AGM) must be secured prior to the expense being charged to the Local Association credit card.  
· A completed expense form with all needed information and where possible receipts for purchases shall be submitted to the Treasurer at the first reasonable opportunity to be included in the monthly financial report and to be recorded within the established accounting system of the Local.
6a.4 Record Keeping
The Treasurer shall add to the record keeping structure of the annual information and records binder copies of the monthly statements of spending provided by the company that the credit card is issued by.
A Credit Card purchases line shall be added as a reporting item in the monthly report delivered by the Treasurer.
A Credit Card Fees line shall be added to the annual budget.  This should be separate from Bank Fees to track the increase or decrease of respective fees. 

6a.5 Maintaining Current Information for Local Association Credit Card(s)
The Local Association Credit Cards (Credit Cards) are issued for the President and Treasurer.  The requirements of our current card service provide require a name to be attached to each issued card.  If the roles of the Treasurer and/or the President pass to new members, then we must undertake a process to have the current cards closed out and new cards issued.
Based on having to change credit card names in the 2024 – 2025 school year we are required to do the following:
1. Ensure that all current credit card balances are fully paid down to $0.  A new card will not be issued until this takes place.
2. One of the current card holders will need to contact our service provider.  Currently, in 2024 – 2025 our service provider is Collabria Card Service.  The contact number for their service department is on the back of the credit card.
3. A current card holder will need to provide the following information to Card Services to begin the process of issuing a new card(s):

· Name of the new card holder(s)
· May need to provide the mailing address of the Association (Box 2434 Battleford SK, S0M 0E0)
· Provide a contact phone number and e-mail for each card holder.
· Provide the Maiden Name of each cardholder’s mother.
Once that information is provided, each cardholder may be contacted by Card Services if they require additional information. 
It is the responsibility of the current or outgoing Treasurer to transfer respective cards for President and/or Treasurer to new cardholders.  This transfer must take place prior to September 1st of the current school year. 
Once new cards are issued, they will be sent to the office mailing address.
The Credit Cards expire at regular intervals, usually every three to four years. It is the responsibility of the Treasurer to ensure that both credit cards are renewed prior to their expiry and remain active. 
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	Section Seven: Association Records
Federation Reference(s):	 	
Local Association Reference(s): 		
Constitution Article 6, Sections 6.3.3 (1), 6.3.4 (1-5), Article 8, Sections 8.3.1 (17) 8.5.1 (1)
General Association Operation
Date First Approved: January 12, 2015
Date of Review or Revision: December 12, 2022



7.1 Recording of Association Records
As per the duties listed in the Constitution in Article 9, Section 9.3 the Secretary is responsible for recording the minutes of the following:
· Executive Meetings
· Representative Council Meetings
· Annual General Meetings
If the current appointed secretary cannot attend a meeting where they are required to record minutes, they shall inform the President with as much notice as reasonably expected.  The President may appoint a substitute to record minutes or may record the minutes in the place of the Secretary.
Once the minutes have been finalized by the Secretary they are to be sent via electronic mail to the President for final review.  The President and the Secretary shall sign the minutes of the previous meeting of the main bodies of the Local Association once those minutes have been presented for approval by other members present of each of the respective bodies.  A copy of the signed minutes shall be stored in the Association records.
Committees struck by the Local Association shall appoint a recorder of minutes and activities.  The appointed recorder and committee chair shall follow the same procedure outlined above for meetings of the main bodies of the Local Association.  Signed copies of all committee meetings shall be submitted to the President within five school days of the conclusion of the meeting for storage in the Association records.

7.2 Collection & Storage of Association Records
Association records shall consist of:
· Financial statements.
· Budget documents.
· Minutes from all Committees, Representative Council Meetings, Executive Meetings, and Annual General Meetings.
· Constitution, Bylaws, Policies, and Procedures.
· Other documents as determined by the Executive.

Copies of these records shall be received by the President from all members who may have had a part in the creation of documents and records.  The President may delegate as they deem appropriate to other members of the Local the task and responsibility of maintaining copies of documents and records.

Whenever necessary the Local will update procedure to preserve records of the Association in physical or electronic form.  The President in cooperation with the Secretary will develop a program and timeline for the archiving of Association records.

The Executive shall develop guidelines based on accepted governance principles to guide the storage of documents prior to disposal.  Prior to the disposal of documents there needs to be a reasonable attempt to contact STF Central Records to ensure that any copies of relevant documents are submitted for inclusion into the STF Archives.

General document storage timelines are one calendar year.  Financial documents may be as long as five to seven years.  The Guiding Documents for the Local (Constitution, Bylaws, Executive Policy) are considered “Living Documents” that should be reviewed and adjusted to continue to meet the needs of the Local.

Every effort should be made to keep a copy of all records in the Association office or digitally stored on media owned or services contracted by the Local.  The President shall present document storage information to the Executive.  The Executive shall then choose the method of storage that best suits the Local.  If a cloud-based storage option is chosen, there should also be one backup copy of all stored documents on a physical storage media device of the President’s choice.   

7.3 Transfer of Association Records
When a member leaves a position as a member of the Executive or the Chair of a standing or ad hoc committee of the Local they shall ensure that a copy of their files and records during their tenure in their position is returned to the President to pass on to their successor.  If needed the Local will budget for the cost of providing portable media storage to all Executive members and Chairpersons of standing and ad hoc committees to assist in this task.

7.4 Disposal of Association Records
Upon the expiration of timelines for the storage and retention of Local Association documents in physical hard copy or upon the completion of digitization of Association records the President shall make arrangements for the confidential disposal of records.  A line item in the annual budget shall be established and maintained to cover the cost of document disposal.
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	Section Eight: Local Collective Bargaining
Federation Reference(s):
The Education Act, 1995 Section 235
Bylaw 4 Section 4.4.3, 4.7.3 (7)
Local Association Reference(s): 	
Constitution Article 3, Section 3.1 (3), Article 9, Section 9.1, Article 11, Section 11.1, 11.3.8, 11.5.3, 11.6
Date First Approved: November 17, 2014
Date of Review or Revision: June 8th, 2026



8.1 Local Collective Bargaining – General Guidelines
Each division shall establish a LINC Committee based on the following guidelines:
· Light of Christ Roman Catholic School Division #16 – 8 Members.
· Living Sky School Division #202 – 10 Members.
· Battlefords First Nation High School Joint Board of Education – 4 Members.
By June 10th of the current school year each LINC Committee must meet either in person or via electronic discussion to appoint a chairperson. The Chairperson will then advise the President of their appointment. The term of Chairperson shall be for one year: from July 1 to June 30.
It will be left to each LINC Committee to meet at the discretion of their chairperson to set a meeting schedule and meeting norms and guidelines for the committee.  The President is to be advised of all meetings of LINC Committees.
It is the responsibility of each LINC Chairperson to do the following:
· Must Send a letter to the Educational Relations Board registering the bargaining route chosen for their respective division.
· Must Send a letter to the Board Chairperson at least 100 days prior to the expiration of the current agreement requesting that negotiations commence.
· Follow all the guidelines outlined in Policy 5.7 – Committee Chairs – General Guidelines and Policy 5.9 – LINC Committees.
8.2 Preparing for Negotiations
Prior to the commencement of negotiations, each LINC Committee shall undertake a survey or information gathering exercise to get feedback on the needs of members who are employed by each respective school division. Information gathering can take many forms, such as written survey, online electronic survey and face-to-face meetings
The mechanism for gathering feedback is to be left to the discretion of each respective LINC Committee. The resources of the Local shall be placed at the disposal of each committee equally to assist in information gathering. The feedback from members shall form the foundation of any asking package that is assembled by the committee.
When beginning to prepare items for negotiations, the respective LINC Committees should make use of our currently assigned Sr. Administrative Staff Member at the STF as a resource when contemplating additions or changes to contract clauses. This should be done prior to commencing negotiations in a formal manner. The Sr. Administrative Staff members at the STF have access to people and additional resources that may assist the committee in debating and deciding if changes or additions will not only be a benefit to our respective members but may also not serve as a detriment to other Local Associations. 

8.3 Conducting Negotiations
Once the committee has completed the tasks as outlined above, negotiations will commence at a time and place that is mutually decided by the Chairperson of the LINC Committee and the designated school division official that is tasked with representing the school division as chair of the negotiating committee.
Quorum for all LINC Committees shall be 50% + 1. The required number of committee members shall be present to assist in ensuring a quorum for negotiations is met. If a committee member who is to be part of the negotiation process is unable to attend, they must inform the Chairperson of the committee and assist the Chairperson in putting in place a substitute negotiating member.
All members of the committee shall, to the best of their ability, bargain in good faith with members of the school division negotiating team and will participate in exercises and discussions around the negotiation of teachers’ needs keeping in mind that they are representing the collective interests of all the members of their school division. Personal insights or experiences may be used to highlight relevant discussion points.

Prior to accepting a tentative agreement with a board, a copy of the proposed contract language shall be forwarded to the STF Bargaining Support for review and feedback.  Upon review and resolution of outstanding questions or issues, the proposed contract can be formally accepted for ratification by the membership.
The Local Association may share equally upon request in any costs incurred in the conducting of negotiations.

8.4 Conducting the Contract Vote
 Once a successful tentative agreement is reached the committee shall follow the procedure outlined below:
· [bookmark: _Int_T4ZFOKxl]A summary of the tentative agreement and/or the sections of the tentative agreement is to be prepared by the Chairperson working in cooperation with the Chairperson of the school division bargaining team.  
· At least one information session shall be arranged for members. If circumstances demand it, this meeting may be held electronically. Additional sessions may be arranged by the Chairperson of the committee working in cooperation with the Chairperson of the school division bargaining team to establish the date, the time and the place of additional meetings.  The purpose of these meetings is to allow members the opportunity to address their questions and concerns directly to the respective chairs of each committee simultaneously. 
· The summary document that has been prepared shall be distributed to all regular members of the negotiating school division. School Staff Liaisons shall work with their in-school administration to ensure that all members have seen the contract prior to the contract vote.
· Prior to the vote on the tentative agreement the Chairperson of the committee shall request from the President the most up to date list of members for their school division. 
· The Committee shall establish the timeline of the vote on the proposed contract. The guidelines for a tentative contract vote follow some of the same guidelines as elections for the Local Association.
· The tentative contract vote shall be open to all regular members of the employing school division. This includes teachers on contract, teachers on leave, and substitute teachers.
· The contract vote shall be over a two-day period.
· Polls for the vote shall be open from 8:00 AM on the first day until 4:00 PM on the second day.
· For a contract to be accepted, the margin must be 50% plus one.

· Guidelines for electronic voting:  
· The president shall use a reliable electronic voting means, such as Election Buddy, to set up dates and balloting for electronic voting.
· Email lists of teachers from the affected divisions shall be requested from the respective divisions by the President or LINC Chair. Email lists will be used to communicate voting information to members in advance of the election.  
· On the morning of each voting day, the SSL or alternate representative will provide the President with any missing emails so that they may be added to the list of voters. 
 
· Guidelines for voting by paper ballot:
· Prior to the vote, the Chairperson of the committee voting on a tentative agreement shall prepare and distribute to their respective School Staff Liaisons guidelines for voting, and any needed voting materials; including a clearly worded ballot.  
· The vote shall be supervised by the School Staff Liaison. If the School Staff Liaison is away on one or both days of the vote, they may arrange for another member to supervise the vote in their stead.  
· The chairperson will then ensure that School Staff Liaisons have a copy of the voter’s list.
· Voting shall be by secret ballot. Members must clearly indicate their choice on the ballot provided.  

8.4.1 Examining the Vote Results
This process shall be followed when using electronic voting:
· The President shall inform the LINC Chairperson of the result of the electronic vote.
· If there are proven irregularities with an electronic vote, then another vote will occur.

This process shall be followed when using paper ballots:
· It shall be the responsibility of the School Staff Liaison in each school within a division conducting a contract vote to examine the results of the vote using the following guidelines:
· The School Staff Liaison shall count the ballots for their school following the close of the polls on the second voting day and then send the results for and against to the LINC Chairperson. Any ballot that appears to be spoiled shall, at the discretion of the School Staff Liaison, be removed from the total votes for that school site.
· If the margin of acceptance or defeat is less than ten votes when voting with paper ballots, then a recount shall be done by the LINC Chairperson with the assistance of the President.
· In the event of a tied vote, a revote shall occur.
· In the event of suspected irregularities in voting protocols, the LINC Chairperson shall investigate the irregularities. If it is decided by the Chairperson and Committee that the voting process was tainted or influenced, a revote shall occur.
· Within ten school days, the physical ballots may be sent to the Local Association President for storage. The LINC Chairperson may arrange alternate means of storage by contacting the President. 
· Upon the conclusion of the vote, and acceptance of the agreement by both the LINC Committee and employing Board, ballots should be retained for a minimum of one calendar year.

8.5 Communicating Results to Members
Following the conclusion of tabulation of the votes for a proposed LINC agreement it shall be the responsibility of the LINC Chairperson to communicate the results of the vote to the following:
· The President of the Local Association. (when using paper ballots)
· The members of the division conducting the vote.
· The currently assigned Sr. Administrative Staff Member from the STF.
If the vote is for acceptance of the proposed contract, then the Chairperson shall communicate with the Chairperson of the school division bargaining team to arrange for the signing of the new agreement.

If the vote is for defeat of the proposed contract the Chairperson shall inform the Chairperson of the school division bargaining team and arrange a time to resume negotiations. The Chairperson will contact the President and the currently assigned Sr. Administrative Staff Member to schedule a face-to-face meeting to plan the next steps in negotiations.

8.6 Finalizing the Contract
Upon validation of the election results, a meeting shall be called between the respective negotiating Committees. All members of the Committees who negotiated shall sign the new agreement.
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	Section Nine: Other Committees
Federation Reference(s):
Local Association Reference(s): 		
Constitution Article 6, Section 6.1.3 (1,4), 6.2.1, 6.2.3, 6.3.3 (11), 6.3.4 (6), 6.3.7, Article 7, Sections 7.1, 7.2, 7.3, Article 8, Section 8.2, Article 11, Sections 11.1, 11.2, 11.3, 11.4, 11.5, 11.6
Date First Approved: April 20, 2015
Date of Review or Revision: November 14, 2022



9.1 Other Committees – General Guidelines
All standing, working or ad hoc committees of the Local Association that are called together to accomplish the business of the local shall:
· Have a chairperson who will lead and guide the committee.  See Policy 5.2 -  Committee Chairs – General Guidelines for the full duties of the Chair.
· Maintain a set of records that document the business of the committee.  See Policy Seven – Association Records.
· The President of the Local shall be an ex-officio member of all standing and ad hoc committees serving in a non-voting, advisory capacity.
· All standing working or ad hoc committees of the Local shall have the ability to request access to the resources of the Local.  In monetary matters all committees shall document in a budget all monies received and dispersed and shall submit these budgets to the Executive when requested.  Committees may request the assistance of the Treasurer in preparing a budget.
9.2 Communications Committee
The Communications Committee shall consist of ten members and shall undertake but not be limited to the following:
· Designing programs and campaigns that will uphold the principles of Article 3: Purpose in our current constitution.
· Shall whenever possible, attempt to promote within the communities of the Local; World Teacher Day which is October 5th annually.
· Shall endeavour to promote regular communication amongst members from all communities of the Local.
· Working with the President the Communications Committee shall maintain the Local website and other electronic communication media (i.e. Twitter, Facebook).
9.3 Ad Hoc Committees
The Executive may as needed strike ad hoc committees to address the needs of the Local.  The type and composition of an ad hoc committee shall be determined by the need for the committee.  Ad Hoc committees shall work within the following guidelines:
· Each Ad Hoc Committee shall have a chairperson.  Once appointed that chairperson shall follow the guidelines for committee chairs as established in Policy 5.1 – Committee Chairs – General Guidelines.
· Each Ad Hoc Committee shall keep minutes of its meetings and document any plans, programs, or actions.  The records of Ad Hoc committees shall be preserved and submitted to the President for archiving and storage as per Policy 7 – Association Records.

9.4 Expansion of Committee Members 
Should in the course of their duties a Committee of the Local Association find that the number of members currently serving on the committee is inadequate to accomplish it’s mandate they may add members to their committee.  The current committee chair shall submit to the Executive the number and names of the requested committee membership additions to the Executive for approval.
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	Section Ten: Annual General Meeting
Federation Reference(s):	
Local Association Reference(s): 		
Constitution Article 6, Section 6.1
Date First Approved: April 20,2015
Date of Review or Revision: January 16, 2023



10.1 Annual General Meeting – General Guidelines
Involvement with and understanding of the Tri-West Teachers’ Association and the STF, at the local and provincial level is a professional obligation of every member of the Local Association.  Members should make every reasonable effort to attend to the Annual General Meeting when it is called.  It is important to note that the Annual General Meeting will proceed at the announced date, time, and location no matter the number of members in attendance.  It is beholden to members that should there be an agenda item they have questions about that they attend to the AGM. 

10.2 Annual General Meeting – Agenda & Documents
The President shall set the agenda for the Annual General Meeting.  The Annual General Meeting agenda may include the following components at the discretion of the President:
· The President shall extend an invitation to the Directors of Education as well as the President or a Representative of the STF to bring greetings on behalf of the divisions.
· The proposed agenda for the meeting.
· A section for Nominations & Elections of Officers as needed.  This section of the agenda shall be chaired by the appointed Chief Returning Officer.
· The minutes of the previous year’s AGM.
· Reports from the Treasurer, all standing, working, and ad hoc committees, and the Council delegation.
· The President shall present a summary of their activities on behalf of the members.
· Any carry over business from the previous year’s AGM.
· Any resolutions or changes to our guiding documents; constitution and bylaws.
· Induction of members of the Local Association new to the STF as needed.
· Recognition of members who have served twenty-five years or more in the STF.
The President shall request from all committee chairs a written report two weeks prior to the AGM.  If no written report is submitted committee chairs may be called upon to deliver oral reports from the floor of the AGM.
The tentative agenda and any submitted documents shall be distributed via mass e-mail to the entire membership one week prior to the AGM.
A limited number of documents may be available at the AGM.  Members are encouraged to bring electronic copies of the documents that they will need to participate in the AGM.  
The Executive shall assist the President in the preparation of documents both physical paper and electronic for the AGM.

10.3 Annual General Meeting – Meeting Procedure
When conducting the business of the Annual General Meeting the President or other members leading sections of the meeting shall to the best of their abilities conduct the business of the meeting using the established guidelines of the Local Association.  Meeting procedure should allow for adequate time for respectful discussion and debate of matters of importance to the Local and its’ Members. 
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	Section Eleven: Guiding Documents of the Local Association
Federation Reference(s):		
Bylaw 4 Section 4.7	 	
Local Association Reference(s):		
Constitution Article 6, Section 6.1.3 (5), Article 8, Section 8.3.1 (17), Article 13 Section 12, 12.1, 12.2, 12.3, 12.4, 12.5, 12.6
Bylaws Section 7
Date First Approved: April 20,2015
Date of Review or Revision: November 14, 2022



11.1 Guiding Documents – General Guidelines
The guiding documents of our Local are in place to provide guidance and structure to our organization.  In cooperation with the STF we routinely review and adjust our guiding documents to ensure that we are operating in compliance with established Federation bylaws, guidelines, policies, and procedures.

11.2 Procedure to Amend Constitution
Any member of the Local Association is entitled to put forward amendments to the constitution.  Members wishing to amend the constitution shall do the following:
· Submit their resolution to the Executive thirty days (30) prior to the date of the Annual General Meeting.
· Members shall write their resolution in the prescribed form as advised by the President.
· Resolutions to amend the Constitution shall clearly spell out the changes to be made.  Background information may be included to assist in explanation of the requested changes.
· Submitted resolutions to change the constitution shall be circulated to all members through School Staff Liaisons one week prior to the date of the Annual General Meeting.
· No submitted resolutions shall subvert the purposes of the Local Association or run contrary to the bylaws, guidelines, policies, or procedures of the STF.
Any resolutions received by the advertised deadline shall be reviewed by the Executive.  Resolutions will then be placed on the agenda for the Annual General Meeting for discussion and debate.
Any proposed resolutions require the consent of two-thirds of members present to be considered passed and shall be adopted by the Local Association.


11.3 Procedure to Amend Bylaws
Any member of the Local Association is entitled to put forward amendments to the bylaws.  Members wishing to amend the bylaws shall do the following:
· Submit their resolution to the Executive thirty days (30) prior to the date of the next Representative Council meeting or the Annual General Meeting.
· Members shall write their resolution in the prescribed form as advised by the President.
· Resolutions to amend the Bylaws shall clearly spell out the changes to be made.  Background information may be included to assist in explanation of the requested changes.
· Submitted resolutions to change the bylaws shall be circulated to all members through School Staff Liaisons one week prior to the date of the Annual General Meeting or next scheduled Representative Council meeting.
· No submitted resolutions shall subvert the purposes of the Local Association or run contrary to the bylaws, guidelines, policies, or procedures of the STF.
Any resolutions received by the advertised deadline shall be reviewed by the Executive.  Resolutions will then be placed on the agenda for the agenda of the Annual General Meeting or the next Representative Council meeting for discussion and debate.
Any proposed resolutions to change Bylaws require the consent of two-thirds of members present at an AGM or 50% +1 or a clear majority of members present with voting rights at a Representative Council meeting to be considered passed and shall be adopted by the Local Association.

11.4 Procedure to Amend the Executive Practices & Procedure Manual
The Executive shall set up a regular schedule to review the Executive Policy Manual.  The purpose of regular review is to ensure that the policies that guide the Executive are still in the best interests of the Members at both the Local and Provincial levels.  Changes to policies and procedures require a recorded motion of the Executive to pass.
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	Section Twelve: Executive Practices & Procedures
Federation Reference(s):	 	
Local Association Reference(s): 		
General Association Operation
Date First Approved: April 20,2015
Date of Review or Revision: November 14, 2022



12.1 Developing Practices & Procedures – General Guidelines
The Executive of the Local Association shall develop, when necessary, practices and procedures that serve to guide the primary function of the Local: serving the needs of members.  Practices and procedure may be developed by the Executive as a whole or by a sub-committee of the Executive arranged by the Executive.
Practices and Procedures shall be passed through one of three mechanisms:
· A motion and majority vote of the Executive.
· A motion and majority vote of the Representative Council.
· A motion and majority vote at an Annual General Meeting.

All developed practice and procedures shall be recorded in a consistent fashion and included in the most up to date draft of the Executive Policy and Procedure Guide.
12.2 Review of Practices & Procedures
The Executive shall establish a regular set schedule for reviewing the effectiveness of approved practices and procedures. The schedule will be as follows:
· Constitution will be reviewed as STF bylaws are amended. A full constitution and bylaw review shall occur every three years.
· One policy from each group (members, financial, services) will be reviewed annually by the Executive. The President shall maintain a running record of when these policies are reviewed.
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	Section Thirteen: Annual Meeting of Council
Federation Reference(s):	 	
About Council Primer
About Council Meetings Primer
Local Association Reference(s): 		
Constitution Article 6, Section 6.3.4 (8), Article 8, Section 8.7.1 (5), Article 11, Section 11.4.5
Date First Approved: April 20, 2015
Date of Review or Revision: December 12, 2022



13.1 Attendance to Meetings of Council
All Councillors shall attend to all meetings of Council as called by the STF President and Executive.  If a Councillor is unable to attend to a meeting of Council, they shall:
· Inform the President as soon as they can of their inability to attend to a called meeting of Council.  Councillors will assist the President in finding a replacement Councillor. 
13.2 Procedure for Appointing a Replacement Councillor
When there is a need to fill a vacancy in our Council Delegation the following procedure shall be used as a guide:
· Members of the Executive who are not already members of the Council delegation should be approached as the primary individuals to fill a vacancy.
· School Staff Liaisons should be approached as the secondary individuals to fill a vacancy.  Consideration should be given to SSL’s that have demonstrated an active interest in the meetings and affairs of the Local Association and STF.
· A general call to the membership should be considered when a substitute cannot be found from the primary or secondary options.  
13.3 Preparation for Annual Meeting of Council
Prior to the Annual Meeting of Council, the Executive shall convene a meeting of the Representative Council where a discussion item on the agenda shall be the resolutions for debate at Annual Meeting of Council.
All Councillors shall be informed and comfortable with the submitted resolutions at Annual Meeting of Council and prepared to participate in discussion and debate on resolutions.

13.4 Participation in Annual Meeting of Council
Councillors as part of the delegation from the Local Association shall be prepared to participate in the following at Annual Meeting of Council:
· Any Councillor attending their first session of council, be it the Councillor Conference, Annual Meeting of Council, or a Special Meeting of Council, shall attend the New Councillor education sessions.  
· All Councillors shall participate in all small group and plenary sessions.  If a Councillor is unable to attend to a scheduled session of Council, they shall attempt to communicate their inability to attend with the President or Vice President.
· All Councillors shall participate in the election of members for the President of the STF, Executive Members of the STF and standing committees of the STF. 
13.4.1 Hospitality at Council
Upon receipt of information from the STF office about hospitality at Council the President shall make arrangements to participate in the requested fashion.  The President should take all reasonable steps to inform the Executive as to how the Local will participate in the requested hospitality at Council.  All receipts for the participation of the Local in hospitality functions for Council shall be submitted to the Treasurer for recording and reimbursement when needed.
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	Section Fourteen: Community Support
Federation Reference(s):	 	
Local Association Reference(s): 		
Bylaws Section 2
Date First Approved: April 20,2015
Date of Review or Revision: May 11, 2026



14.1 Scholarships
The Local Association shall offer scholarship programs on a yearly basis to benefit students from the communities served by our Local Association or to benefit children of Local Association members.
See Section 6.8 Scholarships for a detailed description of the scholarship criteria and application process. 

14.2 McDowell Research Foundation Donation
The Local Association shall contribute at least one dollar per member of the Association rounded up to the nearest whole dollar amount annually or as determined by the Executive.  The donation to the McDowell Foundation shall be sent prior to the end of the current school year. 

14.3 Requests for Community Support
As fiduciaries of member funds, the association will not approve requests for funding from community or school organizations.

14.3.1 Meeting Space Donations
Should the Local Association be offered and accept the offer of the use of meeting space in any facilities owned and operated by any of the School Divisions for no charge the Executive may decide to send a monetary donation that can be used on a cause of the choice of the school division(s).  Any such donation should be sent prior to the end of the current school year.  Meeting space offers made by an employing board should be politely declined in times of contract dispute or sanction to preserve the positive relationships we enjoy with our employing boards. 

14.4 Support for Other Labour Organizations
The association may support other labour organizations in their collective bargaining efforts. This support could include:
· Provisions to support members in collective action,
· Letters of support,
· In-person support during their collective action,
· Support of collective action on social media.
The Executive will consider and approve any support for other labour organizations. The requests will be considered on the merits of the request furthering the purposes of the Local while balancing the fiduciary responsibility that is owed to members.
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	Section Fifteen: Travel Mileage
Federation Reference(s):	 	
Local Association Reference(s): 		
Bylaws Section 1
Date First Approved: April 20, 2015
Date of Review or Revision: December 8, 2025



15.1 Travel – General Guidelines
The Local shall use the mileage rate set annually by the STF as the base mileage rate for the Local.  The Executive or Representative Council may through motion change the rate for travel, but it shall not be less then the current mileage rate set by the STF.  The rate for travel mileage should be reviewed by Executive. every 5 years or sooner as needed.
Members are encouraged to carpool where possible.
When travel for meetings is required Members of the Executive, Representative Council or any Standing, Working, or Ad Hoc Committees should use their discretion when travelling.  If road conditions are dangerous this is an acceptable reason for absence at a meeting called by the President.  Meetings of the Local Association may still be conducted in a virtual fashion and officers shall make every reasonable effort to attend.  Any member absent due to road conditions shall inform the President of the reason for their absence.
The decision to conduct meetings in a virtual manner shall be left to the President of the Local Association.  The President shall attempt to provide reasonable notice of the change in format, time, or location of a scheduled meeting.

15.2 Travel for Meetings of the Association
A Meeting of the Association is defined as: Any scheduled gathering of officers or members of the Local Association where business is discussed in the act of guiding the affairs of the Local Association.  The primary contact for calling any meeting of the Local Association shall be the current President or Committee Chairpersons.
Reimbursement for mileage is to compensate members reasonable costs associated with traveling to a local association meeting. Any member who travels more than 25kms round trip to any meetings of the Local shall be entitled to claim travel mileage. 
· On school days, the travel mileage shall be calculated from the members’ school of employment or home, whichever is less.
· On days when a member is not at school, the travel mileage shall be calculated from the members location or home, whichever is less.
To be reimbursed members must complete a Standard Expense Form and include all details requested in Policy 6.4.1 – Expense Forms – General Association Operations.
If expenses are not able to be paid out at the conclusion of the meeting; they shall be paid within ten school days. If a member has already received mileage from another organization for their travel, they can not receive reimbursement from the Local Association. If members have not received their mileage reimbursement by the end of the tenth day they should contact the Treasurer.

15.3 Travel to Functions Hosted by the Local Association
Members may be reimbursed for their travel mileage to events hosted by the Local Association which fall outside of Meetings of the Association (for example Induction ceremonies or Retirement ceremonies).  The following guidelines should be considered when making decisions around reimbursement:
· Members should be encouraged to carpool where possible.
· Members who contract for the rental of a school bus or large capacity vehicle shall have the full cost of the rental paid by the Local.
· Members attending from Meadow Lake Christian Academy.
When planning for events hosted by the Local Association that are not business meetings every reasonable effort should be made to include a travel or transportation line item in the event budget.
To be reimbursed members must complete a Standard Expense Form and include all details requested in Policy 6.4.1 – Expense Forms – General Association Operations.

15.4 Travel to the Annual General Meeting
Members shall be reimbursed for their travel mileage for the Annual General Meeting if they fall into the following categories:
· Members who are the driver of a carpool group of four or more; including the driver.
· Members who contract for the rental of a school bus shall have the full cost of the rental paid by the Local.
· Members attending from Meadow Lake Christian Academy.
To be reimbursed members must complete a Standard Expense Form and include all details requested in Policy 6.3.1 – Expense forms.
If expenses are not able to be paid out at the conclusion of the meeting; they shall be paid within thirty days of the AGM.
The Executive may at their discretion review the expense claims and pay out expense claims that do not fall within the guidelines above if there is room in the event budget to do so.
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	Section Sixteen: Honoraria & Gifts
Federation Reference(s):	 	
Local Association Reference(s): 		
Bylaws Section 1 (a), (c)
Date First Approved: April 20,2015
Date of Review or Revision: April 17, 2023



16.1 Committee & Executive Honoraria
The Local Association provides a small honorarium to Committee Chairs & Executive members for their service over the current school year.  The dollar amounts for the honoraria is listed below: 
· Secretary						$200.00 (1)
· Treasurer						$200.00 (1)
· Councillor					$300.00 (1 x # of Councilors)
· LINC Chairperson					$200.00 (3)
· Professional Growth Committee Chairperson	$200.00 (1)
Should any member hold multiple positions that qualify for an honorarium they shall be entitled to the honoraria for any offices that they have fulfilled the duties for.
Honoraria for committees currently not meeting shall not be paid and the monies shall be left in the General Operations Account of the Local Association.
Should the duties for which an honorarium is paid be split between two or more members of the Local the Executive may make the motion to divide the honoraria for the shared duties to be split equally between the members who carried out the duties. 
Honoraria for officer and committee positions will be paid out by the end of May of the current school year.  All members who are in receipt of an honorarium are required to complete or have completed on their behalf a Standard Expense Form and include all details requested in Policy 6.4.1 – Expense Forms – General Association Operations.   

16.2 Superannuation Recognition
The Local Association shall recognize the commitment of superannuating teachers in the following way:
· The STF Office will be contacted with a list of superannuates and gifts from the STF for superannuates will be requested.
· The Local shall gift $200 to each Tri-West teacher superannuate. The format of this gift is left to the discretion of the President or Executive.
· The President shall work with the Treasurer to ensure that the recognition gifts are properly recorded in the financial records of the Local.


16.3 Other Gifts of Recognition
The Executive may through a motion bestow gifts of gratitude and thanks to any individual or organization that have gone above and beyond the call of duty to offer services to the Local that have greatly benefited our members.
When motions for gifts of recognition are received, they shall be presented by the President at the next Executive meeting or through electronic mail. There must be a motion in the minutes of the Executive meeting or through electronic mail to accept the request for a gift of recognition.  Such a motion must be accepted by the majority of Executive members of the Local Association.  Following the acceptance of the motion the Treasurer is authorized to pay out the costs associated with the gift of recognition.

16.3.1 Departing Executive Recognition
Members who have served as members of the Local Association Executive shall, when they depart the Executive, be given a gift of recognition for their time of service.  The type of recognition is to be determined by the current President, in consultation with the Executive.  

The value of the gift shall be $10 per year, with a minimum of $50, per departing member unless a motion is passed by the Executive to exceed that amount in special circumstances. The departing member shall not be a part of the motion.

The President will maintain a list of the years that the Executive members have served.
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	Section Seventeen: Removal from Office
Federation Reference(s):	 	
Bylaw 4 Section 4.7.3 (4)
Local Association Reference(s): 		
Constitution Article 11, Section 11.6
Date First Approved: April 20,2015
Date of Review or Revision: April 2021



17.1 Removal Procedure – General Guidelines
The decision to remove an individual from their elected or appointed position should never be entered into lightly.  Much discussion and deliberation should go into the decision to begin the removal process after all other avenues of communication and resolution have been exhausted to ensure the continued functioning of the Local Association.  At all times members who are the subject of a notice of removal from office shall be accorded respect, due process, and open communication.
The constitution of the Local Association in Article 12, Section 12.6 spells out the basic conditions under which an officer can be removed from their office of responsibility.  These conditions include the following:
· Subverting the goals of the Association.
· Behaving in a manner unbecoming of or bringing disrepute to the profession.
· Failing to carry out the duties of office.
· Inexcusable non-attendance to meetings called of the Executive or Committees.
Prior to proceeding with the removal process the President or designate shall be in contact with the currently assigned Senior Administrative Staff member at the STF office assigned to work with the Local Association and inform them of the intent to proceed with removal of an officer of the Local and ensure that all established guidelines of the STF are being followed with respect to the removal of officers.

17.2 Removal Procedure – President
The President is a member of the Executive and shall be subject to the same removal mechanism and supports as a member of the Executive.  Since the President of the Local Association is a half time release position with fifty percent of the President’s salary paid by the Local Association the following guidelines shall apply:

Motion for Removal Procedure:
The following procedure shall be employed when considering the removal of the President:
· A special meeting of the Executive shall be called to consider the topic of removal of the President.    
· The subject of the motion of removal shall be informed of the meeting of the Executive and be afforded the opportunity to address the Executive.  Once discussion of the motion for removal is concluded then a recordable vote shall be conducted. 
· A motion for removal must have the support of eighty percent (80%) of the remaining Executive members.
· Should a motion for removal be carried then the person shall be informed in writing and have the intent to proceed with the motion for removal by the Vice-President or designate.  
· Notice of the passing of the motion of removal shall be shared with the membership through School Staff Liaisons immediately following the passing of a notice for removal.  
· A special General Meeting of the Association shall be convened to deal specifically with the motion for removal of the President.  This General Meeting must be convened within thirty days of the passing of the motion for removal.  At the General Meeting a vote of all in attendance shall be carried out specifically to address the removal from office motion.  A vote of two-thirds of those present shall reflect a clear majority.
· Should the vote on the motion for removal from office pass the subject of the motion is immediately suspended from the decision-making powers of their office and removed from their officer duties and responsibilities with the Local immediately upon adjournment of the special AGM.
Following the adjournment of the special General Meeting the Executive shall meet to determine an appropriate course of action.  The currently assigned Senior Administrative Staff member from the STF for our Local would be asked to attend to this meeting to act in an advisory capacity.  The current Vice-President would assume the title and duties of President immediately following the conclusion of the special AGM until the conclusion of the current term of office or an appropriate time is reached for new elections for President.  Election for President shall be held in accordance with the Elections and Appointments section of the Constitution; Article 12, Section 12.2 and Section Four – Election Procedure of this Policy and Procedure Manual.

Following a Motion to Remove the President
· Immediately following the passing of a motion for removal of the current President as a member of the Executive all authority and powers given to the President as outlined in the Constitution are removed from the current President and the Vice-President shall assume the duties of President temporarily throughout the whole consideration for removal process.
· Since the President has half of their salary furnished through the fees of the Local Association they shall continue to receive their salary throughout the whole consideration for removal process.
· Should the motion for removal be passed through a General Meeting of the membership; then immediately following the passing of the motion the currently assigned Senior Administrative Staff Member of the STF working with the Local Association shall be contacted to ensure that proper procedures shall be followed to ensure that the former President is afforded all the necessary support to ensure that there is no undue hardship to be endured by the former President of the Local Association.
· Within seven (7) days of the passing of a motion for removal the former President shall submit to the Vice-President all records and property of the Local Association that may be in their possession.    
· The Executive shall meet to determine when new elections for President shall be held in accordance with the Elections and Appointments section of the Constitution; Article 12, Section 12.2 and Section Four – Election Procedure of this Policy and Procedure Manual.

17.2.1 Removal Procedure – Other Executive Members (Excluding LINC Chair)
All other Executive members shall be subject to the removal process outlined in the constitution of the Local Association under Article VIII, Section D.  These removal procedures shall apply to the following Executive members:
· Vice-President
· Treasurer
· Secretary
· Councillor  - Councillors no matter the division that they are employed by.

The following procedure shall be employed when considering the removal of Executive members:
· A special meeting of the Executive shall be called to consider the topic of removal of a member of the Executive.  
· The subject(s) of the motion of removal shall be informed of the meeting of the Executive and be afforded the opportunity to address the Executive.  Once discussion of the motion for removal is concluded then a recordable vote shall be conducted. 
· A motion for removal must have the support of eighty percent (80%) of the remaining Executive members.
· Should a motion for removal be carried then the person(s) shall be informed in writing and have the intent to proceed with the motion for removal by the President or designate.  
· Notice of the passing of the motion of removal shall be shared with the membership through School Staff Liaisons immediately following the passing of a notice for removal.  
· A special General Meeting of the Association shall be convened to deal specifically with the motion for removal of Executive members.  This General Meeting must be convened within thirty days of the passing of the motion for removal.  At the General Meeting a vote of all in attendance shall be carried out specifically to address the removal from office motion.  A vote of 50% +1 of those present shall reflect a clear majority.
· Should the vote on the motion for removal from office pass the subject of the motion is immediately suspended from the decision-making powers of their office and removed from their officer duties and responsibilities with the Local immediately upon adjournment of the special AGM.
· The Executive shall meet to determine when new elections for an Executive member shall be held in accordance with the Elections and Appointments section of the Constitution; Article 12, Section 12.2 and Section Four – Election Procedure of this Policy and Procedure Manual.
LINC Chairperson while a member of the Executive of the Local Association shall be governed under a slightly altered version of this process explained in Section 17.3.1.

17.3 Removal Procedure – LINC Committee
Due to the unique makeup of the Local Association in that we are the overall governing body for three distinct and equal school divisions there are three LINC Committees that comprise our membership.  This section of procedure will outline the procedure for removal of a LINC Chairperson and the procedure for the removal of a LINC Committee member.

17.3.1 Removal Procedure – LINC Committee Chairperson
A motion to consider the removal of a chairperson of a LINC Committee shall follow all the procedures outlined in the constitution for removal of an Executive members; however, the consideration and voting on the removal of the chairperson shall be limited to the members of the Association who are represented by the LINC Committee considering a motion for removal.
The following procedure shall be employed when considering the removal of the chairperson of any LINC Committee Chairs:
· A special meeting of the Committee involved shall be called to consider the topic of removal of a Chairperson or of the Committee.  
· The subject(s) of the motion of removal shall be informed of the meeting of the Committee and be afforded the opportunity to address the Committee.  Once discussion of the motion for removal is concluded then a recordable vote shall be conducted. 
· A motion for removal must have the support of eighty percent (80%) of the remaining Committee members.
· Should a motion for removal be carried then the person(s) shall be informed in writing and have the intent to proceed with the motion for removal by the President or designate.  
· Notice of the passing of the motion of removal shall be shared with the President and Executive immediately following the passing of a notice for removal.
· Should the vote on the motion for removal from office pass the subject of the motion is immediately suspended from the decision-making powers of their office and removed from their officer duties and responsibilities with the members of the specific LINC jurisdiction immediately upon passing of the motion for removal.
· Notice of the passing of the motion of removal shall be shared with the membership of the specific LINC Committee through School Staff Liaisons immediately following the passing of a notice for removal.  
· A special meeting of the members of the Association governed by the specific LINC agreement shall be convened to deal specifically with the motion for removal of the LINC Chairperson.  This meeting must be convened within thirty days of the passing of the motion for removal.  At the meeting the members in attendance shall discuss as an agenda item the selection of a new Chairperson.  The election or appointment of a new Chairperson shall be held in accordance with the Elections and Appointments section of the Constitution; Article 12, Section 12.2 and Section Four – Election Procedure of this Policy and Procedure Manual.  This meeting of a portion of the membership may be considered a closed meeting to all other members.
· Within seven (7) days of the passing of a motion for removal the former Chairperson shall submit to the President or designate all records and property of the Local Association that may be in their possession.

17.3.2 Removal Procedure – LINC Committee Member
The following procedure shall be employed when considering the removal of a LINC Committee member:
· A special meeting of the Committee involved shall be called to consider the topic of removal of a member of the Committee.  
· The subject(s) of the motion of removal shall be informed of the meeting of the Committee and be afforded the opportunity to address the Committee.  Once discussion of the motion for removal is concluded then a recordable vote shall be conducted. 
· A motion for removal must have the support of eighty percent (80%) of the remaining Committee members.
· Notice of the passing of the motion of removal shall be shared with the President and Executive immediately following the passing of a notice for removal.
· Within seven (7) days of the passing of a motion for removal the former Committee member shall submit to the President or designate all records and property of the Local Association that may be in their possession.
· The committee shall work in cooperation with the President and Executive to fill any vacant positions according to established procedures for elections and appointments of committee members.  

17.4 Removal Procedure – Standing and Ad Hoc Committees (Both Chair & Members)
The following procedure shall be employed when considering the removal of a Chairperson or Member of any standing or ad hoc committees of the Local Association:
· A special meeting of the Committee involved shall be called to consider the topic of removal of a Chairperson or member of the Committee.  
· The subject(s) of the motion of removal shall be informed of the meeting of the Committee and be afforded the opportunity to address the Committee.  Once discussion of the motion for removal is concluded then a recordable vote shall be conducted. 
· A motion for removal must have the support of eighty percent (80%) of the remaining Committee members.
· Notice of the passing of the motion of removal shall be shared with the President and Executive immediately following the passing of a notice for removal.
· The committee shall work in cooperation with the President and Executive to fill any vacant positions according to established procedures for elections and appointments of committee members.  
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	Section Eighteen: Secondment from the Local Association
Federation Reference(s):	 	
Bylaw 3 Sections 3.2, 3.3
Local Association Reference(s): 		
General Association Operation
Date First Approved:	
Date of Review or Revision: April 2021



18.1 Secondment – General Guidelines
Secondment is defined as: 
“The detachment of a person from his or her regular organization for temporary assignment elsewhere.”
Whenever a member of the Local Association Executive or any committees may be considering running for STF Provincial Executive, STF Provincial President or joining an outside agency that may take them away from their duties as a member of the Local Association Executive or committees they shall make every reasonable effort in advance of their election or appointment to inform the President of the Local Association of their intentions.
The Local Association shall not use any of its resources; monetary or otherwise to assist members in attaining a position or appointment. There cannot be any real or perceived conflict of interest between the Local Association and any organization a member may consider becoming a part of. 

18.2 Secondment – STF President
When a member of the Local Association Executive or committees is elected to the office of the President of the STF the following procedures shall apply:
· Following their election to the office of President of the STF (Provincial President) the member of the Local Association shall ask to be relieved of their duties as a member of the Local Association Executive or other committees as of the end of the current school year. An Executive Member may ask to be relieved of their Executive responsibilities upon their immediate election or appointment to the office of Provincial President upon discussion with the current Local President or Designate.

· The Local Executive Member shall prior to assuming the duties of Provincial President or President Elect follow all the required guidelines in Policy 7.3 Transfer of Association Records to ensure continuity of record keeping.

· The Local Executive Member shall prior to assuming the duties of Provincial President or President Elect return any Local Association property or resources to the current President or Designate.

· For the term of their Presidency an Executive Member serving in the capacity of Provincial President shall be considered a” “Member on leave from the Local Association” and will not be assessed the established membership fee. They may attend to Local Association functions in the capacity of a guest as they wish.
18.3 Secondment – STF Executive

When a member of the Local Association Executive or committees is elected as a member of the STF Executive the following procedures shall apply:
· Following their election as a member of the STF Executive the member of the Local Association may ask to be relieved of their duties as a member of the Local Association Executive or other committees as of the end of the current school year. Local Executive Members may choose to continue to serve in their capacity as a Local Executive member in so far as the duties of a Local Executive Member and a Provincial Executive Member do not present any perceived or realistic conflicts of interest that would prevent the Local Executive Member from fulfilling their responsibilities to either decision making group. At all times will the needs of each organization be considered in terms of information that is communicated to the respective organizations. An Executive Member may ask to be relieved of their Executive responsibilities upon their immediate election or appointment to the STF Executive upon discussion with the current Local President or Designate.

· The Local Executive Member shall prior to assuming the duties of an STF Executive Member return any Local Association property or resources that may present a perceived or realistic conflict of interest to the current President or Designate.

· For the term of their tenure as an STF Executive Member any member shall still be considered a member of the Local Association and will still be assessed the established membership fee according to their contract of employment. They may attend to Local Association functions and vote in Local Association matters as a regular member.
18.4 Secondment – Outside Agencies
When a member of the Local Association Executive or committees is elected or appointed as a member of the decision-making body of an outside agency the following procedures shall apply:
· Following their election or appointment as a member of the decision-making body of an outside organization the member of the Local Association may ask to be relieved of their duties as a member of the Local Association Executive or other committees as of the end of the current school year. Local Executive Members may choose to continue to serve in their capacity as a Local Executive member in so far as the duties of a Local Executive Member and as a member of an outside organization decision making body do not present any perceived or realistic conflicts of interest that would prevent the Local Executive Member from fulfilling their responsibilities to either decision making group. At all times will the needs of each organization be considered in terms of information that is communicated to the respective organizations. An Executive Member may ask to be relieved of their Executive responsibilities upon their immediate election or appointment to the decision-making group of an outside organization upon discussion with the current Local President or Designate.

· The Local Executive Member shall prior to assuming the duties as part of a decision-making group for an outside organization return any Local Association property or resources that may present a perceived or realistic conflict of interest to the current President or Designate.

· For the term of their tenure as a member of a decision-making body of an outside organization any member shall still be considered a member of the Local Association and will still be assessed the established membership fee according to their contract of employment. They may attend to Local Association functions and vote in Local Association matters as a regular member.
18.5 Secondment – Provincial or Federal Elected Office
18.5.1 Secondment – Candidate for Provincial or Federal Election 
When a member of the Local Association Executive or committees is elected or appointed as a candidate for one of the sanctioned political parties as governed by the Province of Saskatchewan or the Dominion of Canada the following procedures shall apply:
· Following their election or appointment as a candidate for Provincial or Federal office the member of the Local Association may ask to be relieved of their duties as a member of the Local Association Executive or other committees as of the end of the current school year. Local Executive Members may choose to continue to serve in their capacity as a Local Executive member in so far as the duties of a Local Executive Member and as a member of an outside organization decision making body do not present any perceived or realistic conflicts that would prevent the Local Executive Member from fulfilling their responsibilities to either decision making group. At all times will the needs of each organization be considered in terms of information that is communicated to the respective organizations. An Executive Member may ask to be relieved of their Executive responsibilities upon their immediate election or appointment to the STF Executive upon discussion with the current Local President or Designate.

· The Local Executive Member shall prior to assuming the duties of a candidate for office return any Local Association property or resources that may present a perceived or realistic conflict of interest to the current President or Designate.

· For the term of their tenure a candidate for elected office shall still be considered a member of the Local Association and will still be assessed the established membership fee according to their contract of employment. They may attend to Local Association functions and vote in Local Association matters as a regular member. Regular membership status shall continue as long as the member is continuing to fulfill their teaching contract duties.  If a member seeks a leave of absence during their term of candidacy, then they shall be considered a “Member on leave from the Local Association”. Members as candidates may attend Association function upon discussion with the current President or Designate.   
18.5.2 Secondment –  Sitting Member of the Legislative Assembly or Member of Parliament
When a member of the Local Association Executive or committees is elected or appointed as a Member of the Legislative Assembly or a Member of Parliament for one of the sanctioned political parties as governed by the Province of Saskatchewan or the Dominion of Canada the following procedures shall apply:
· Following their election to the Legislative Assembly or House of Commons the member of the Local Association shall ask to be relieved of their duties as a member of the Local Association Executive or other committees as of the end of the current school year. An Executive Member may ask to be relieved of their Executive responsibilities upon their immediate election or appointment to the office of Provincial President upon discussion with the current Local President or Designate.

· The Local Executive Member shall prior to assuming the duties of a Member of the Legislative Assembly or Member of Parliament follow all of the required guidelines in Policy 7.3 Transfer of Association Records to ensure continuity of record keeping.

· The Local Executive Member shall prior to assuming the duties of a Member of the Legislative Assembly or Member of Parliament return any Local Association property or resources to the current President or Designate.

· For the term of their tenure as a Member of the Legislative Assembly or Member of Parliament a Local Executive Member shall be considered a” “Member on leave from the Local Association” and will not be assessed the established membership fee. They may attend to Local Association functions in the capacity of a guest as arranged with the current President or Designate.

18.6 Secondment – Filling of Vacancies
Should there be a vacancy created on the Local Association Executive or any established or Ad Hoc Committees as a result of any Secondment(s) then the current President or Designate shall follow the procedures to fill those vacancies as outlined in the following adopted procedures:
· 4.6 – Appointments of Officers & Committee Members

· 4.7 – Vacancies of Position 
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	Section Nineteen: Suspension of Operations 
Federation Reference(s):		
Bylaw 1 Section 1.1
Bylaw 4 Section 4.3.1, 4.3.2, Section 4.7.3 (11)
Local Association Reference(s):		
Constitution Article 13, Section 13.1, 13.2, 13.3, 13.4	
Date First Approved:	
Date of Review or Revision: April 2021



19.1 Suspension of Operations – General Guidelines
Should there ever come a need to suspend operations of the Local Association there will be a need for both the membership of the Local and the Executive of the Local to play an active role in the suspension of operations as well as the fair disbursement of assets. Throughout the process to suspend operations the current Executive of the Local should be seen as the trustees of the suspension process and should make every effort to maintain a working relationship with our employing school divisions throughout the process to suspend operations.
There are two main reasons for the possible suspension of operations of the Local Association:
· Member vote to suspend operations of the Local Association.
· Reconfiguration of boundaries that designate the membership area of the Local Association.
19.2 Suspension of Operations – Membership Vote
The Local Association known as the Tri-West Teachers’ Association can be suspended through a vote of the membership. Should there be a willingness to suspend operations the following procedure shall be followed:
· A Special General Meeting of all members shall be called with one month notice to specifically address the topic of suspension of operations and dissolution of the Local Association. Upon receipt of a motion to suspend or dissolve the President should contact the currently assigned Senior Administrative Staff member from the STF assigned to work with the Local Association to seek guidance and request an in-person meeting.
· Attendance to a Special General Meeting to address the topic of suspension of operations should be considered by all members a matter of urgent importance and members should make every reasonable effort to attend.
· The Special General Meeting shall be open to all members of the Local Association both active and on leave. The meeting shall not be open to outside guests with the exception being staff of the STF.
· The Special General Meeting shall be Chaired by the President or Designate with assistance from the current Executive.
· The only business items on the agenda of this Special General Meeting shall be the discussion and debate around a proposed motion to suspend operations and dissolve the Local Association. No other items of business should be entertained unless they are deemed matters of urgency.
· Following a reasonable period of discussion and debate the Chair shall call for the vote. Members of the current Executive shall serve as counting staff and the vote shall be recorded.
· Clear acceptance or rejection of the motion needs to be determined. A vote on the suspension of operations should be treated like an amendment to the constitution and a clear two-thirds majority should be required.
Should the motion to suspend operations and dissolve the Local Association pass then the following guidelines should be followed:
· Immediately following a vote to suspend operations the next item on the agenda of the Special General Meeting should deal with the disposition of Local Association records, and archives.  Following a reasonable period of discussion and debate the question on the disposal of records and archives is called by the Chair. A simple majority of those present should represent acceptance or defeat of the motion.
· The respective LINC Committees of each school division shall be asked to serve as the trustees of the rightful portion of Local Association finances until such time as their members can be represented by a newly formed Local Association or joining an existing Local Association
· Spending from the operational accounts of the Local Association is suspended. No new spending is to occur. The only exception is to pay any current outstanding bills and obligations.
· The salary of the current President shall be paid until the conclusion of the current school year to ensure that they suffer no undue loss or hardship due to the suspension of operations.
· Any remaining fixed assets are to be liquidated, and the funds gained from the sale of assets to be placed in the General Operations Account.
· The current Treasurer is to prepare a report within seven (7) days of the passing of a motion to suspend and/or dissolve operations detailing the totals of the Local Association accounts. This report is to be shared with the Executive and then with all Members.
· The financial assets of the Local Association shall be divided according to the portion of the total members represented by each school division.
Should the motion to suspend operations and dissolve the Local Association fail then the current Executive shall meet immediately following the adjournment of the Special General Meeting to plan a resumption of Local Association operations.

19.3 Suspension of Operations – Change in Boundaries or Membership
The Local Association known as the Tri-West Teachers’ Association can be altered or changed through the reconfiguration of school division geographic boundaries or indeed the number of school divisions through amalgamation or creation of new school divisions. This is something that is not in the direct control of the Local Association. Should there be a change that impacts the current membership of the Local the following procedure shall be followed:
· A Special General Meeting of all members shall be called with reasonable notice to specifically address the topic of change in geographic boundaries or membership. Upon receipt of information that there will be a change in boundaries the President should contact the currently assigned Senior Administrative Staff member from the STF assigned to work with the Local Association to seek guidance and request an in-person meeting.
· Attendance to a Special General Meeting to address the topic of suspension of operations should be considered by all members a matter of urgent importance and members should make every reasonable effort to attend.
· The Special General Meeting shall be open to all members of the Local Association both active and on leave. The meeting shall not be open to outside guests with the exception being staff of the STF.
· The Special General Meeting shall be Chaired by the President or Designate with assistance from the current Executive.
· The only business items on the agenda of this Special General Meeting shall be the discussion and debate around changes in boundaries or membership composition and the implications of these changes on the current members. No other items of business should be entertained unless they are deemed matters of urgency.
· The President with the assistance of the Executive shall present information to the members so that all members clearly understand how a change in boundaries or membership will impact them.
· The President and Executive along with the currently assigned Senior Administrative Staff members for the Local from the STF shall meet as many times as needed to create a plan and timeline for the alteration of the Local Association to meet the changes to boundaries or membership.
· Should the changes in boundaries or membership result in the total dissolution of the current Local Association then the respective LINC Committees of each school division shall be asked to serve as the trustees of the rightful portion of Local Association finances until such time as their members can be represented by a newly formed Local Association or by joining an existing Local Association
· Spending from the operational accounts of the Local Association is suspended. No new spending is to occur. The only exception is to pay any current outstanding bills and obligations.
· The salary of the current President shall be paid until the conclusion of the current school year to ensure that they suffer no undue loss or hardship due to the suspension of operations.
· Any remaining fixed assets are to be liquidated, and the funds gained from the sale of assets to be placed in the General Operations Account.
· The current Treasurer is to prepare a report within seven (7) days of the passing of a motion to suspend and/or dissolve operations detailing the totals of the Local Association accounts. This report is to be shared with the Executive and then with all Members.
· The financial assets of the Local Association shall be divided according to the portion of the total members represented by each school division.
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	Section Twenty: Local Association Critical Incident Response Plan
Federation Reference(s):	 	
Local Association Reference(s): 		
General Association Operation
Date First Approved: April 2021	
Date of Review or Revision: June 9, 2025



20.1 Critical Incident Response – General Guidelines
A critical incident may be defined as any sudden and unexpected incident or sequence of events which causes trauma within a school community, and which overwhelms the normal coping mechanisms of that school. A critical incident may directly involve school students, school staff, or school community members. A response to a critical incident is not just limited to teachers. It is the responsibility of the Local Association to provide support and comfort to members in times of greatest need without further complication to an already complex and fluid situation. All actions undertaken in response to a critical incident will put the needs of the members and their school community above any actual or perceived benefit to the Local Association.

20.2 Critical Incident Response – Communication
School Staff Liaisons should be encouraged in consultation and with the permission of their school administration contact the President of the Local Association or Designate if the President is unavailable. If able, they should share a level of detail regarding the event that will provide information without the actual or perceived betrayal of confidence in sensitive information. The President of the Local shall request permission to contact the STF on behalf of the impacted school community.
Upon receipt of information regarding a critical incident and with permission the President of the Local Association or designate shall contact the following individuals:
· The Director or Designate of the affected school division.
· The currently assigned Senior Administrative Staff member with the STF who works with our Local Association. If our assigned SAS is unavailable, then the President or the SAS on intake call reception if the assigned SAS is unreachable. The President or designate shall share as much information as they are able to share and work in cooperation with the SAS to formulate a further support plan. The Local President or Designate shall request that the SAS reach out and communicate with the Director or Designate affected school division.
At no time during the unfolding of a critical incident shall the President, Executive, Representative Council, or any Standing or Working Committee undertake any media interviews of any kind regarding the critical incident.  All requests for interviews or information shall be referred to the appropriate communications officials of the affected school division. 

20.3 Critical Incident Response – Support of Members
Our guiding principle in the support of members should always be: “Do our actions offer genuine support in a time of greatest need?” The Local shall always offer support to the level and degree that we are invited to participate. No plan of support shall be undertaken without consultation with school level administration or school division officials.
Upon activation of the procedure for a response to a critical incident the President of the Local Association or Designate shall contact members of the Executive and hold a discussion on how best to support the staff (both teaching and support) of the affected school.

Upon hearing of a critical incident at a school within the Association, the president will reach out to the administration of the school. They will send a card and a gift basket not exceeding $200 on behalf of the local association. 
A budget line shall be established under the category of “Other Donations” and an amount will be assigned during the preparation of yearly budgets. 
Support of members should also include referral or support to access as needed already established services such as the Members Health Plan and the Member & Family Assistance Plan. This may be a simple as providing a number to call or providing in-person support to access provided services.

20.4 Critical Incident Response – Debriefing Following an Incident
All members of a school staff should be encouraged to participate in a debriefing activity following the informing of a critical event in their school community. Members should also know where they can go to access further services should they not wish to participate in a debrief activity.
Members of the Executive at a future date should attempt to hold a discussion to debrief around how the provided support plan functioned and through discussion make note of changes that may need to occur should the need to activate a critical incident response arise in the future. 

20.5 Critical Incident Response – Future Support of Members
Following the passage of a reasonable amount of time the President of the Local Association or Designate should attempt to have a follow-up conversation with either the School Staff Liaison or the Administration of a school impacted by a critical incident. The purpose of these conversations should be to determine if there are further areas of support that the school and school community may need as they process the critical incident.
Following the passage of a reasonable amount of time the President of the Local Association or Designate should make an appointment with the Director of Education or designated Senior Leadership Team Member to have a discussion around the role of the Local in continuing to offer supports should the need to address a critical incident arise in the future. The purpose of this discussion is to evolve the role of the Local Association as needed to continue to address the needs of members. 
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Part I: Legislative References
The Education Act, 1995
This act of legislation provides the organizational framework for the K – 12 education system in the province of Saskatchewan.  
Of important interest to the Local Association would be Part V of the Act which deals with employment of teachers.
See Part V of The Education Act, 1995 from Section 198 to 269 regarding Employment of Teachers.

Education Regulations, 2019
This supplement to the Education Act, 1995 outlines in more detail some of the daily operations of schools in Saskatchewan.
Of interest to the Local Association would be Part Six – School Year where details of calendar and Instructional Time are detailed.

The Teachers’ Federation Act, 2006
This act of legislation provides the organizational framework for the provincial representative body for teachers and administered by teachers.
Of important interest for the Local Association would be the following sections, bylaws, or policies that directly or indirectly reference the Local Association or functions of the Local Association:
	Interpretation (Section 2, k)
	Purposes (Section 5, a,b,d,e,f,g,h,m)
	Council (Section 8, 1-8 inclusive)
	Memberships (Section 17, 1)

Bylaws & Policies of The Saskatchewan Teachers’ Federation
A more detailed break down of the internal workings and functions of the STF. Again, of interest to the Local Association are Bylaws and Policies that directly or indirectly reference the Local Association:
	Bylaw 2 Council:		Sections; 2.1, 2.2, 2.3, 2.4
	Bylaw 4 Local Associations 	Sections; 4.1, 4.2, 4.3, 4.4, 4.5, 4.6, 4.7
	Bylaw 8 Fees			Sections; 8.1.1, 8.1.2, 8.1.3
Policies
	Social & Political Advocacy
	Public Education
	1.4 Goals of Publicly Funded Education

	Teaching & Learning
	Professionalism
	2.3 Professional Relationships Among Federation Members

	
	
	2.6 Professional Growth

	
	
	2.22 Teachers’ Working Environment

	Teacher Employment: Terms & Conditions
	Advice, Assistance, and Legal Protection
	3.11 Contracts of Employment

	Governance
	Council
	4.1 Council Meetings

	
	
	4.2 Election to STF Office

	
	Related Matters
	4.10 Local Associations


Part II: Local Association Information
Local Association Constitution & Bylaws
These two documents draw their framework from the guideline outlined in STF Bylaw 4: Local Associations. These documents should be reviewed at the Executive level on an annual basis and whenever changes are made a copy of the changed document is to be sent to the STF Executive for review and approval.

LINC Agreements
These three documents are negotiated independently by each LINC Committee comprising members of each employing school division. See Section 235 of The Education Act, 1995 for the clauses and conditions that may be negotiated at the local level. 

Part III: Local Association Forms & Documents
Expense Form – General Operations
This is the current version of our expense claim form that should be used by all officers and members when seeking reimbursement for financial expense from the Local Association.

Expense Form – Supporting Professional Growth Grant
A version of the above expense form that is tailored to the recording of expenses specific to the Grant to Support Professional Development. Again, used by officers and members when seeking reimbursement for expenses incurred specific to the Professional Development Grant.

Professional Growth Grant Application Package
The current package of information that is available to all members to apply for consideration for financial assistance to further their own growth and learning as teachers.

Scholarship Application Package
The current package of information that is available to all members as well as members of the public to apply for consideration as a scholarship recipient.

Distance Chart & Mileage Amounts
An updated chart that lists the travel kilometers from each school site within our membership area.  The chart also has the one-way and round-trip current reimbursement amounts. Members should consult this as a guide when applying for travel reimbursement.











Tri-West Teachers’ Association Executive Professional Development Form
Name: _______________________________________________
Tri-West Executive Role: ____________________________________

Professional Development Opportunity: _______________________________________________
Event Date (s): __________________________________________________
Provide a brief description of how the event will support you in your governance role and how this training will contribute to the goals and objectives identified by the Executive. 
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Estimated Professional Development Costs
Travel:    Vehicle      Air           Destination: ______________________________________________
Registration Costs: 	        _________
Parking: 		        _________
Meals:			        _________
Flights:           		        _________
Accommodations:             _________
Mileage/Rental Car/Taxi: _________
Total Cost: 		        _________

Expense Coverage
Was a portion of your expenses covered by another source?    Yes       No
If so, how much of the cost was covered? ______________________________________________

Substitute Coverage
Will your school division be invoicing the Tri-West Teachers’ Association for substitute teacher costs for your participation in this event?   Yes       No

School Division: ________________________________          Number of Days _____ at _______%

Signature: ______________________________       Date: __________________________

*A completed Tri-West Teachers’ Association Expense Form must be submitted to the Treasurer after the event detailing actual costs.*
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