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                                                                                                     Date:                                     June 11,1991 
                                                                                                     Amended: July 30, 1991 
                                                                                                     Amended: September 5, 2006 

                                                                                                     

AMENDED SEPTEMBER 5 2006 PAGE 1 OF 3 

 

                    

PURPOSE 

 

Subject to the Board's financial ability and availability of acceptable staff and classrooms as 
determined by the Board, the Board shall maintain its staffing ratios system-wide in accordance with 
Policy I-17 inclusive of the School Staff Allocation Factors identified in Policy Addendum, I-17(a). 

 

 

APPLICATION AND SCOPE 

STAFF ALLOCATION COMMITTEE:  

Subject to the conditions specified within this policy, a Staff Allocation Committee shall be 
established not later than September 15th in each year.  

TERMS OF REFERENCE:  

The Staff Allocation Committee shall submit reports to the Board, through the Director of Education 
based on the following terms of reference 

(a) application of negotiated staffing formulae. 

NOTES:  

i. The Director may determine and approve variances from the SAC report based on program 
needs and/or changing enrolment figures. Such variances not to exceed staffing provisions 
of the contract.  

ii. Special Education staffing requirements will remain the prerogative of the Director or his 
designate and is therefore excluded from the terms of reference of the SAC.  

 

COMMITTEE MEMBERSHIP:  

The Staff Allocation Committee shall consist of the following members: 

 the Director of Education and/or designate(s) 
 a Superintendent of Education 
 two (2) representatives of OECTA (Secondary) 
 two (2) representatives of the Principal's Association (Secondary). 

PROCEDURES:  

A. The Principal shall prepare reports for the appropriate Superintendent of Education that will 
include the following data:  
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i. List of courses offered during the semester/terms.  
 

ii. List of course sections complete with number of students enrolled and teachers assigned 
to teach the classes.  

 
iii. Student enrolment figures as of September 30th and February 28th.  

 
iv. Full count of teaching staff expressed in FTE.  

 
v. Verification of Superintendent's approval for any class loading using the "10% factor".  

 
vi. Supervision Schedule for teaching staff. 

PROCEDURES:  

B. The Principal shall prepare reports for the appropriate Superintendent of Education that 
will include the following data:  

vii. List of courses offered during the semester/terms.  
 

viii. List of course sections complete with number of students enrolled and teachers 
assigned to teach the classes.  

 
ix. Student enrolment figures as of September 30th and February 28th.  

 
x. Full count of teaching staff expressed in FTE.  

 
xi. Verification of Superintendent's approval for any class loading using the "10% 

factor".  
 

 Supervision Schedule for teaching staff.
 

 
C. Staff will be allocated to specific Secondary schools in accordance with a formula 

developed in concert with the Collective Agreement and Board policy. 
  
D. The Superintendent(s) after reviewing and approving the individual school reports shall 

forward a comprehensive system report to the SAC for consideration and 
recommendation to the Board through the Director of Education.  

 
E. The reports shall be submitted for Board approval no later than October 28th and April 

28th of any school year.  

MINORITY REPORT: 

Provision for receipt by the Board of one or more minority reports is herewith included. 
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TRANSFER AND REDUNDANCY:  

It is recognized that suggestions made by the Staff Allocation Committee will effect the transfer of 
staff from one school to another and may result in school site staff redundancies. In either case the 
appropriate articles of the Collective Agreement shall apply. 

BOARD DETERMINATION: 

Upon receipt of the reports indicate in Procedures above, and/or any additional analysis by the 
administrative staff, the Board shall make such final decisions with respect to staff allocations, staff 
allocation factors, program staff and other academic staff requirements as it may from time to time 
determine. 

REVIEW PROCEDURES:  

The Board will review its factors identified in policy addendum 1-17(a) as required. 

 

 

 

 

 

 

 

 

 

 

APPROVED: Regular Meeting of the Board 
 
DISTRIBUTION: Board Members, Administration, Principals & Staff 
 
 
Authorized by: ................................................................................ 
 Chair of the Board  

 

14

http://www.haltonrc.edu.on.ca/policies/alfactor.htm


OPERATING POLICY HALTON CATHOLIC DISTRICT SCHOOL BOARD 

 SECONDARY SAC FACTORS Operating Policy: I-17 (a) 
  
                                                                                                Date:   June 11, 1991 
                                                                                             Amended:  July 30, 1991 
                                                                                             Amended:  September 5, 2006 

                                                                                                     

 

AMENDED SEPTEMBER 5 2006 PAGE 1 OF 1 

 

APPLICATION AND SCOPE 

It is the responsibility of the School Principal, subject to the authority of the appropriate 
Superintendent, to deploy the allocated staff and to assign duties to teachers in accordance with 
the program requirements of the system and the organizational needs of the school. 

It is understood that actual class size in most schools will differ from the classroom factors 
because of program and organizational needs. Thus, the staff allocation factors are not 
equivalent to school site class loading. 

 

 

 

 

 

 

 

 

 

 

 

 

 
APPROVED: Regular Meeting of the Board 
 
DISTRIBUTION: Board Members, Administration, Principals & Staff 
 
 
Authorized by: ................................................................................ 
 Chair of the Board  
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NON-MOTORIZED TRANSPORTATION SAFETY  
BICYCLE SAFETY  Safety                                                    POLICY NO.:  II-18  
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       AMENDED   :  July 30, 1991 
       AMENDED   :  June 5, 2007 

 

AMENDED JUNE 5, 2007     Page 1 of 3 

 

 

To promote an awareness of non- motorized transportation mode safety and to establish rules 
and expectations for various personalized transportation devices while on school property for all 
pupils enrolled in the he Halton Catholic District School Board.   

recognizes that the primary responsibility for the development of pupil safety awareness and for 
ensuring the suitability of the pupil's bicycle concerning size, maintenance and proper 
equipment (bell or horn, and reflector or lights) rests with the parents of such pupils. 

This policy applies to all schools under the jurisdiction  of the Halton Catholic District School 
Board. 

The policy is in    accordance with provisions of the Education Act, the Safe Schools Act, 

and specifically Ontario Regulation 298.  

Non- Motorized Transportation Mode – Any mode of transportation that includes walking, 

bicycling, and variants such as small-wheeled transports (e.g., skates, skateboards, push 

scooters, hand carts etc.).  

 The primary responsibility for the development of pupil safety awareness and for 
ensuring the suitability of the pupil's non- motorized transportation mode concerning 
size, maintenance and proper equipment (e.g., bell or horn, and reflector or lights, 
helmet use etc.) rests with the parents of such pupils. 

 The Board further recognizes that prior to allowing their children to use non-motorized o 
ride bicycles transportation modes, o school, parents should ensure that their children 
understand non motorized transportation mode safety rules, the rules of the road in 
relation to these transportation modes and, most importantly, that their children are 
physically capable of operating such transportation modes in a safe manner. 

  

  

 The schools of the Halton Catholic District School Board partner with parents to ensure 
the safe use of these non- motorized transportation modes while on school property.  
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 The Principal shall communicate rules and expectations around the use of non-

motorized modes while on school property through a variety of school sources (e.g. 

website, school newsletter, announcements, assemblies, student agenda, emails, 

etc).  

 The Principal may consider adopting safety programs related to these modes (e.g. 

Bicycle Safety Awareness Week, Helmet Safety workshops etc.). 

REQUIREMENTS 

The Board further recognizes that prior to allowing their children to ride bicycles to school, 
parents should ensure 

 that their children know Bicycle Safety rules, the rules of the road in relation to bicycles and 
most importantly, that their children are physically capable of riding a bicycle in a safe manner. 

BICYCLE SAFETY PROGRAM:  

The Board, however, supports and encourages the parents in the development of safety 
awareness of pupils with respect to the operation of bicycles, bicycle equipment and in the rules 
of the road. 

Accordingly, each principal shall arrange: 

1. during the month of September in each school year: 

(a) a communication to parents reminding them of their responsibility to ensure 
that their children's bicycles are 'road worthy',  

(b) that their children are aware of the rules of the road, and that their children's 
bicycles conform to local municipal by-laws with respect to licensing, 
operation and equipment prior to allowing their children to ride their bicycles 
to school, 

2. during the months of April and May in each school year: 

(a) a Bicycle Safety program for the school,  
(b) the visitation(s) of the Halton Police Safety Officer to supplement the school's 

Bicycle Safety program,  
(c) an appropriate communication to parents to ensure that they are reminded of 

their responsibilities with respect to safety and road worthiness.  
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APPROVED: Regular Meeting of the Board 
 
 
 

  
AUTHORIZED BY: _______________________________________________ 

  Chair of the Board 
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DISCUSSION REPORT    ITEM 4.1  
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PURPOSE 

The Ontario Fire Code requires the establishment and implementation of an Emergency Response Plan for every 
school plant and administration centre(s) to assure effective utilization of life safety features and to protect 
students and employees from fire, lockdown and bomb threat. 

The Halton Catholic District School Board endorses this requirement. 

 

APPLICATION AND SCOPE 

The following safety procedures and items where applicable, shall be included in developing an Emergency 
Response Plan: 

 activating the fire alarm,  

 notifying the Fire Department,  

 proper access for fire fighting,  

 instruction for occupants when alarm sounds,  

 assistance for disabled occupants, evacuation chairs 

 confining, controlling and extinguishing the fire,  

 appointment of supervision staff,  

 instruction to supervision staff with respect to responsibilities,  

 conducting of fire drills,  

 control of fire hazards in the building,  

 maintenance of building facilities provided for safety such as fire alarm, sprinkler systems, emergency 
lighting, standpipe systems, voice communication systems, automatic extinguishing systems, evacuation 
chairs, kitchen equipment, emergency generators, portable extinguishers, exit lights, fire doors and other 
such maintenance as required, 

 alternate measures to be taken during shut-down of any fire protection equipment,  

 schematic diagrams showing the type, location and operation of all building fire systems to be 
maintained,  

 a copy of the fire emergency procedures to be posted in the school office for perusal by supervisory staff,  

 arrangements made for emergency shelter and transportation if required.  

 provisions for evacuation during extreme cold weather. 
 

 

REQUIREMENTS 

 

I. FIRE AND EVACUATION PROCEDURES BOMB THREAT RESPONSE PLAN 
FIRE DRILLS:  

The Principal shall be responsible for conducting annual routine fire and evacuation drills. Evacuation fire drills 
shall be held a minimum of three (3) times in each of the Fall and Spring school terms. All staff and students shall 
participate in each fire and evacuation drill.  

Such drills shall be recorded in a log book by the Principal. The log will record date and time required to evacuate 
the building during each drill practice. 
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LOCK DOWN DRILLS: 
 
Lock Down Drills must be held at least twice (2) a year.  See Requirements in Board Policy Protocol Handbook. 

 
PLAN TO BE FILED:  
 
In accordance with the Ontario Fire Code, a copy of the approved Emergency Response Plan for each school shall 
be filed in the Principal's office, the Central Office and with a generic copy available. 

  
DUTIES OF THE SCHOOL PRINCIPAL: 
 
The Principal shall be responsible for drafting the School Emergency Response Plan in the required standard 
format and shall submit it to the appropriate School Superintendent for approval. Following Plan approval, the 
Plan will be posted and reviewed annually with all school personnel. The Principal shall designate and train 
sufficient staff members to act in the absence of the Principal. 
 
The Principal shall be responsible for ensuring that after-hours groups are familiar with the School Emergency 
Response Plan. 
 
The Principal shall prepare and shall post on each floor or area a schedule of primary and secondary exits for use 
by the occupants in case of need for evacuation. 
  

DUTIES OF THE SUPERINTENDENT OF SCHOOLS: 
 
Each School Emergency Response Plan shall be submitted in standard format by the Principal to the appropriate 
Superintendent for approval. Such approval shall be in accordance with local Fire Department requirements. Plans 
shall be updated as required. Changes to the Emergency Response Plans shall be approved by the appropriate 
Superintendent and shall be in accordance with local Fire Department requirements and/or Board directives. 

 
DUTIES OF THE SCHOOL CUSTODIAN: 
  
Regular checks, tests and inspections of equipment and system facilities shall be conducted as directed by the 
Superintendent of Facilities Management and as specified in the Emergency Response Plan.  
 
Such system and equipment inspections shall include: 
 

 portable fire extinguishers,  

 fire alarm and voice communication systems,  

 standpipe and hose systems where applicable,  

 water supplies for fire fighting where applicable,  

 emergency lighting systems,  

 exit routes from the building, and  

 fire department access to school grounds.  
 

The results of these inspections shall be recorded by the school custodian in a manner designated by the 
Superintendent of Facilities Management. The Custodial Supervisor shall assure that such checks, tests and 
inspections are completed on schedule and that records are retained for a period of two (2) years.  
 
 
DUTIES OF THE MAINTENANCE SUPERVISOR:  
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Checks, inspections and tests of systems not the responsibility of the Maintenance Supervisor shall assure that the 
following tests and checks are completed on schedule and that records are reviewed annually and are retained for 
a period of two (2) years: 

 service equipment, ducting, chimneys,  

 commercial cooking equipment and automatic extinguishing equipment and hoods, and  

 yearly fire alarm and emergency lighting inspections.  

 
PERMANENT LOG AND SYSTEM SERVICE: 
  
A permanent log of the maintenance work shall be kept by the Maintenance Supervisor in accordance with the 
Manual of Operation and Maintenance Instructions and such log shall include: 
 

 description and date of work carried out,  

 the name of person performing such work,  

 note of parts repaired/replaced,  

 a note of any unsatisfactory conditions and steps taken to correct them, and  

 a note verifying that any equipment/controls de-activated for repairs have been restored  
 

All malfunctioning systems shall be serviced immediately. 

 
DUTIES OF ALL SCHOOL PERSONNEL:  
 
Each school staff member, academic and non-academic, shall be familiar with the Emergency Response Plan for 
the school in which the staff member is located and shall fully understand his/her role in the event of an 
emergency..  

  
REPORTING FIRE:  
 
ALL FIRES SHALL BE REPORTED TO THE FIRE DEPARTMENT, THE APPROPRIATE SCHOOL SUPERINTENDENT 

AND TO THE SUPERINTENDENT OF FACILITIES MANAGEMENT. 
 
GENERAL ADMINISTRATION:  
 
The Director of Education or designate shall be responsible for the development of a Fire Safety Plan for the 
Central Administration. Such Fire Safety Plan shall include where applicable, the components identified within this 
policy. 
 

II. LOCK DOWN PROCEDURES:  
 
1. Each school principal shall be responsible for developing and maintaining an emergency response plan to 

deal emergency situations that require a school lockdown. 
 
2. Every school must conduct a minimum of two (2) lockdown practice drills each school year and a record of 

such drills shall be maintained.  
 
3. All schools will develop school specific Lockdown procedures as part of their Safe Schools planning 

process and be guided by Appendix D of the Police Protocol [or appropriate name]the School Board 
Protocol 2016:  Support Every Child and Reach Every Student.  Such procedures will take into account: 

 

 lockdown/hold and secure terminology; 
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 site-specific special needs such as mechanisms to communicate messages to those who may not 
adequately hear verbal communications and those who may not be readily mobile without assistance.   

 school preparations for lockdown procedures; 

 roles and responsibilities for staff, students, police, parents/guardians; 

 procedures for initiating a lockdown; 

 procedures when a lockdown/Hold and Secure is initiated; 

 procedures for evacuation and end of a lockdown; and 

 training for staff and students and other community partners on the lockdown procedures. 
 
PLAN TO BE FILED 
 
4. Each school's lockdown plans and procedures shall be included in the school's Emergency and Crisis 

Response Plan, which must be appended to the Police Protocol [or appropriate name]School Board 
Protocol 2016:  Support Every Child and Reach Every Student. 

 
5.  Each school plan, as well as the Board plan, shall be thoroughly reviewed annually. 
 

 
III. BOMB THREAT RESPONSE PROCEDURES 
 
1.  All schools of the Board must establish a bomb threat response plan in accordance with Police 

Protocolthe School Board Protocol 20416:  Support Every Child and Reach Every Student.  
 
2. Every school's individual bomb threat response plan, procedures and related Checklists shall be in 

accordance with Appendix E of the Police Protocol. 
 
3. An individual school bomb threat response plan shall include information on: 

 roles and responsibilities of staff, students, parents/guardians, police, EMS and/or Fire 
Department; 

 receiving information on a bomb threat/ intake procedures; 

 contacting police, EMS and/or Fire Department; 

 search procedures; 

 evacuation and re-entry procedures; 

 reporting procedures; and 

 Training for staff, students and other community partners with respect to their respective 
obligation/responsibilities within individual school plans.   
 

PLAN TO BE FILED 
 
4. Each school's bomb threat response plans and procedures shall be included in the school's Emergency and 

Crisis Response Plan, which must be appended to the Police Protocol [or appropriate name]School Board 
Protocol 2016:  Support Every Child and Reach Every Student. 

 
5.  Each school plan, as well as the Board plan, shall be thoroughly reviewed annually. 
 

 
APPROVED:   Regular Meeting of the Board 
 
 
 
AUTHORIZED BY:   ………………………………………………………………… 
                        Chair of the Board 
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