CATHOLIC | [<P Policy No. I-46

Correspondence to the Board of Trustees

Adopted: Last Reviewed/Revised:
June 16, 2021 September 21, 2021

Next Scheduled Review: 2024-2025

Associated Policies & Procedures:
HCDSB Procedural Bylaws

V-18 Community Engagement and Public Consultation Policy
V-09 Public Concerns/Complaints Process
Guidelines for Trustee Communications

|-06 Delegation to the Board
|-36 Trustee Code of Conduct

Purpose

To provide a process for handling correspondence addressed to individual Trustees and/or the Board
of Trustees.

It further serves to provide direction for handling correspondence received by the office of the
Director and sets parameters for the correspondence to be published in the Board Agenda package.

Application and Scope

This policy applies to parents, guardians, students, ratepayers, organizations or members of the
broader community who wish to share correspondence with the Board of Trustees.

o This also applies to correspondence received by the Halton Catholic District School Board (HCDSB)
and/or the Director of Education and Secretary of the Board and/or the Chair of the Board that
would be of interest to HCDSB stakeholders.

e Ministry memorandums are also included.

e Correspondence from any organization that requests that their letter be shared with the Board of
Trustees and the greater HCDSB community.

¢ Does not apply to correspondence received related to individual students or staff, or that is of a
confidential matter.

e Does not apply to employees or representatives of employee groups who wish to address
employment or professional interests.

¢ Does not apply to correspondence of a promotional nature or intended to solicit the purchase of
goods and/or services.
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References

Municipal Freedom of Information and Protection of Privacy Act (MFIPPA)

Definitions

Correspondence — communication exchanged by written means (letter or email).
Stakeholder - any individual or group who can affect or is affected by decisions made by HCDSB.

Secretary of the Board - refers to the Director of Education

Principles

o The Halton Catholic District School Board (HCDSB) values relationships and partnerships and
is committed to providing meaningful feedback mechanisms for all stakeholders in an open
and equitable fashion.

e The HCDSB recognizes that individuals or groups affected by a decision of the Board should
have the opportunity to present their position or concern to the Board of Trustees.

e The HCDSB believes that effective communication is reciprocal and that all correspondence
to individual Trustees or to the Board of Trustees as a whole, shall be addressed.

Requirements

l. Correspondence Addressed to Individual Trustees
e Trustees may wish to use Board-issued Trustee letterhead for the purposes of formal
written communication with parents, students, staff, and/or constituents.

e Any response to communication prepared by an individual Trustee must only reflect
the personal expression of opinion of the individual Trustee and should not speak on
behalf of the Board or other Trustees.

e Trustees shall, on all matters, abide by Policy 07, Protection of Privacy, and Policy |-
36 Trustee Code of Conduct.

¢ Inaccordance with the Municipal Freedom of Information and Protection of Privacy
Act, Trustees shall not divulge, either in their written or verbal communications,
personal information related to HCDSB's students or staff.

il. Correspondence Addressed to All Trustees
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e When correspondence is addressed to all Trustees, the Chair of the Board shall
acknowledge receipt of the correspondence within two (2) business days, and provide
a more fulsome response, as appropriate. A copy of the response will be shared with
all Trustees.

Correspondence Addressed to Staff and Trustees

e When correspondence is addressed to a member of staff, and copied to one or more
Trustees, staff shall acknowledge receipt of the correspondence within two (2)
business days, and provide a more fulsome response, as appropriate. A copy of the
response will be shared with each Trustee copied in the correspondence.

e All Ministry of Education memorandums or communications addressed to the Director
of Education, Chair of the Board or Trustees that is not of a confidential nature shall
be shared through a hyperlink on the Board Meeting agenda package.

Criteria for Adding Correspondence to a Board Meeting Agenda

At the request of the sender, correspondence that is addressed to the Board of Trustees
and/or the Director of Education and Secretary of the Board, may be added to the Board
Meeting agenda package.

No correspondence shall be added to a public Board agenda package without the request or
expressed consent of the sender.

Correspondence containing any inappropriate, derogatory, inflammatory or disparaging
statements about another individual shall not be part of any Board Meeting agenda package.
When this occurs, the Chair of the Board or Director of Education and Secretary of the Board
shall provide a response to the sender to indicate that the request to have the
correspondence included in the agenda package has been denied. The sender shall be
provided with an opportunity to adjust the correspondence to remove any inappropriate,
derogatory, inflammatory or disparaging statements and resubmit the request.

Correspondence must be received no later than 3:00 p.m. on the day before the Board
Meeting. Correspondence received after this time may be added to the next Board Meeting
agenda package at the request of the sender.

Correspondence that meets the above requirements shall be placed under item #12 of the
requested Board Meeting agenda. If a specific date is not requested, the correspondence
will appear in the next scheduled Board Meeting agenda package.

Dealing with Correspondence Items During a Board Meeting
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o Correspondence shall not be read aloud as it will have been presented in written format in the
Board Meeting agenda package. Individuals who wish to vocally express their concerns may
submit a request to delegate to the Board of Trustees.

APPROVED: Regular Meeting of the Board

AUTHORIZED BY:

Chair of the Board
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