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The purpose of this administrative procedure is to clarify a number of aspects
pertaining to the support staff reporting processes; including who should report to
whom and when. The reporting paths described below are intended to apply to all
situations including isolated incidents reflecting upon the performance of an employee.

Bus Drivers/Transportation

Principal/Vice-Principal or the Supervisor of Transportation are the most likely
recipients of concerns. If the Principal/Vice-Principal is the recipient of the concern,
their first contact person shall be the Supervisor of Transportation. If the Supervisor
of Transportation is the first recipient of a concern and the incident concerns the
welfare of students, they shall report the matter to the Principal/Vice-Principal. In all
instances, the Supervisor of Transportation shall report the matter to the Secretary-
Treasurer. If deemed necessary, the Secretary-Treasurer shall then report to the
Superintendent/CEO or designate.

Custodial

The Principal/Vice-Principal is the most likely recipient of concerns regarding
individuals providing custodial/cleaning services. The Principal/Vice-Principal shall
refer all matters to the Supervisor of Facilities. If the incident involves students or
teaching staff, the Principal/Vice-Principal, at their discretion, shall contact the
Assistant Superintendent. In all cases, the matter shall be reported by the Supervisor
of Facilities to the Manager of Facilities. If deemed necessary, the Manager of
Facilities shall then report to the Secretary-Treasurer.
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https://www.bsd.ca/Division/AdminProcedures/Documents/Forms/AllItems.aspx?View=%7B440B6F93%2DCDF0%2D41D7%2DA6C7%2DF0962CAAA3D4%7D&InitialTabId=Ribbon%2ERead&VisibilityContext=WSSTabPersistence
https://media.bsd.ca/docs/47d613f3-3b91-4025-910c-007c51879dcc_Policy%201%20-%20Vision,%20Values%20and%20Mission.pdf
https://media.bsd.ca/docs/fd841afa-ab71-4ca7-90be-c9e078c82926_Policy%2012%20-%20Learning%20Environment,%20Programs%20and%20Services.pdf
https://media.bsd.ca/docs/ab20f210-a8c7-444b-8433-2593d6ff942c_Policy%2013%20-%20Safe%20Schools.pdf
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Educational Assistants

The initial recipient of concern regarding Educational Assistants is most likely to be
the Principal/Vice-Principal who shall then report to the Assistant Superintendent who
shall report to the Secretary-Treasurer.

Maintenance

The initial recipient of concerns regarding Maintenance staff is most likely to be the
Manager of Facilities who shall report directly to the Secretary-Treasurer.

School Administrative Assistants

The initial recipient of concerns regarding School Administrative Assistants is most
likely to be the Principal/Vice-Principal who shall report to the Secretary-Treasurer.

Other Support Staff

The initial recipient of concerns regarding support personnel not mentioned above will
be the employee’s immediate supervisor who shall report to the Secretary-Treasurer
or the Assistant Superintendent, as appropriate.

Time is of the essence in situations which may result in corrective action or some form
of legal action involving an employee. Therefore, those people initiating or receiving
concerns shall verbally report these instances to the appropriate Administrator
immediately. Written reports may be required from each person involved.

It is the intent with all such reports that they be brought to the attention of the
Superintendent/CEO by the Divisional Office Senior Administrator receiving the
reports.
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