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ADMINISTRATIVE GUIDELINE

Title:  Internal and External Communications

        Effective Date: 
January 8, 2001

Responsibility:  Director of Education 

        Revised:  July 24, 2006
                                                     
   Supervisory Officers 
                                                                                             

The Near North District School Board encourages clear, concise, timely and responsive communications amongst all its stakeholders in order to achieve a positive effect on the morale of the system and the education of the students entrusted to it.  Sound communications by all parties concerned, including Ministry of Education, Trustees, administrators, staff, students, school councils, volunteers and partners should be practiced.  

The Board supports clear communications through digital and written correspondence, Trustee Updates, the Director’s Office Memo, Taking Care of Business, Organization Announcements, media releases, the Near North website and the use of other effective media.  Good communication throughout the district is also facilitated through professional participation by staff, at all levels, in system reference groups and committees.  This enables the exchange of information and ideas, the presentation of opinions and attitudes, and the sharing of knowledge.  It helps to bring to the surface the best ideas and solutions available within the school system, and to disseminate these throughout the district school Board.

The following communication strategies define current practices at the administrative level, and will be reviewed and revised as deemed appropriate:

1.       Board Agenda

Format:

Template approved by Board (Appendix A) 
Responsibility:
Executive Assistant to the Director of Education

Description:
Items are detailed on a Board approved format.  Two separate agendae are prepared – one for general distribution and another that contains both public and confidential items (according to the Education Act).


Items are included for action and/or discussion at the monthly or special meetings of the Board of Trustees. 

Distribution:
Emailed to stakeholders as identified in Bylaw No. II - 1 and posted to the website by the Executive Assistant to the Director of Education.  Notification of posting through email to all recipients.  Hardcopies are forwarded to Trustees and Executive Council only.
Process:
Information is gathered and forwarded to the Office of the Director two weeks prior to the forth Tuesday of the month.  Information is transmitted to audiences by the end of the working day, on the Tuesday, prior to the Board meeting.  The Board Agenda is posted to the website immediately following the general distribution via email.
2. 
Budget Agenda and Minutes



Format:

Template approved by Board 


Responsibility:
Executive Assistant to the Superintendent of Business


Description:

Items are detailed on a Board approved format.  Two separate 




agenda are prepared – one for general distribution and another that 




contains confidential items (according to the Education Act).  The 




process begins with a Trustee financial planning session, 





presentations and meeting for deliberations by the Board of 




Trustees and then ratification of the budget by the Trustees.

Distribution:

Emailed to all stakeholders as identified in Bylaw No II – 2 and 




posted to the website by the Executive Assistant to the 





Superintendent of Business.  Notification of posting through email 




to all recipients.

Process:

Information is gathered and forwarded to the Office of the 





Superintendent of Business two weeks prior to the scheduled 




Budget meeting.  Placed in one file, the information is transmitted 




to audiences by the end of the working day, one week prior to the 




meeting.  The Budget Agenda and Minutes are posted to the 




website immediately following the general distribution via email.
3.
Trustee Mail
Format:

Template on Office of Director Letterhead (Appendix B)

Responsibility:
Executive Assistant to the Director of Education 

Description:
Items listed in numerical order.  The format includes distribution of confidential information to the members of the Board and Executive Council. The student trustee’s information does not include confidential information.  Information includes correspondence, Ministry of Education, Education Improvement Commission, legal and various associations’ and Taking Care of Business.

Distribution:
As information is compiled, it will be forwarded in a timely manner to: Trustees, Student Trustee, Executive Council and Information Officer.
Process:
Information is collected, organized, copied at Head Office. 
4.
Trustee Update

Format:

Template on Office of Director Letterhead (Appendix C)
Responsibility:
Executive Assistant to the Director of Education 

Description:
Two formats are used: general and limited.  Limited distribution contains confidential information.
Distribution:
General distribution is forwarded to Trustees, Executive Council, and Managers.  Limited distribution update is distributed to Trustees, Executive Council and Managers (as required to be informed of certain issues).
Process:
Information collected, organized, copied at Head Office and emailed each Friday, or as available, by 5:00 p.m. 



5.      Governance Manual

Format:

Document housed in a binder/website
Responsibility:
Executive Assistant to the Director of Education


Description:
Contains a set of principles and an operating framework for the Board to organize all its work, activities, structures and relationships.

Distribution:
Hardcopies to Trustees, Principals/Vice Principals, Managers, Coordinators, Executive Council, Executive Assistants, Classroom Support Centres. Electronic assess via the website, posted by the Information Officer.
Process:
Developed, approved and revised by the Board of Trustees.  Revisions to the manual distributed as required.

6.
Bylaws 

Format:

Document file/website 

Responsibility:
Executive Assistant to the Director of Education
Description:
Procedures for the operations and function of the District School Board.

Distribution:
Trustees, Principals/Vice Principals, Managers, Coordinators, Executive Council, Executive Assistants, Classroom Support Centres. Emailed to Information Services Support Specialist to download to Website.  
Process:
Developed, approved and revised by the Board of Trustees.

7.
Administrative Guidelines Binder 

Format:

Template (Appendix D) 

Responsibility:
Information Officer
Description:
Standard Operating Procedures placed in an Administrative Guideline Binder 
Distribution:
Original binders supplied in hardcopy to Trustees, Principals/Vice Principals, Managers, Coordinators, Executive Council, Executive Assistants, Classroom Support Centres, Federation/Union Presidents and Facilities Services Supervisors. Electronic assess via the website posted by the Information Officer.   Updates and revisions are sent out electronically via the Director’s Office Memo.
Process:
Administrative Guidelines are given final approval by Executive Council following consultation with the Principals’ Administrative Guideline Committee and other stakeholders as deemed appropriate depending on the nature of the guideline ie. School Councils, Unions/Federations. The document is then forwarded to the Executive Assistant in the designated department for editing and formatting, and forwarded to the Information Officer for electronic distribution. Table of Contents is updated and distributed electronically, as required.  

8.
Staff Directory 

Format:

Database formatted to lists

Responsibility:
Information Officer
Description:
Staff Directory –  All staff names and positions listed in alpha order for Trustees, Head Office, Parry Sound and South River Resource Centres, Elementary Schools, Secondary Schools, Principals Association, Federations; Map, mileage information, organization chart, Administrative Guideline – Communications – Protocol for Inquiries are included in the Additional Information Section.  Hardcopy updates distributed annually.  Electronic copies of the staff directory are updated as required and distributed electronically via the Director’s Office Memo.
Distribution:
Principals/Vice Principals, Elementary and Secondary Secretaries, Board Office Reception and Board administrative staff will receive a hard copy annually. Additional copies will be available in school offices and in departmental offices in Head Office and the Parry Sound Resource Centre.  
Process:
Staff changes and updates received from Board Agenda and Human Resources.  Updates to Staff Directories made as required by the Information Officer.  Changes made to database, lists printed and hard copies photocopied and distributed from Head Office through the Board courier annually in October.

9.
Community Directory

Format:

Single-page pamphlet

Responsibility:  
Information Officer 

Description:
Quick reference of names, positions, departments and contact numbers to address the target audience to provide community agencies with the information on staff they may need to contact.  The media’s copy will provide approved contacts for the media.  
Distribution:
Trustees, All Staff, Consultants, Communications Advisory Committee, Community Partners, School Council Chairs, Parents/Guardians, Community Clubs, Media, Suppliers, Agencies with the Board, NNDSB Ambassadors.  

Process:
Created by the Information Officer and copied and distributed.  Updated as required, with most current one on the website.   Hardcopies distributed as required.
10.  
School Directory

Format:

Template (See Appendix E)

Responsibility:
Executive Assistant to the Superintendent of Program and Schools

Description:

Quick Reference of school names, grades, principal, vice-principal 




and secretary names, phone and fax numbers and addresses.


Distribution:

Hardcopies to Trustees, Principals/Vice-Principals, school 





secretaries, Coordinators, Executive Council, Executive Assistants, 





Classroom Support Centres, Receptionist and Federation/Union 






Presidents.  Electronic access via the Director’s Office Memo and 





posted to the website.


Process:

Human Resources will notify the Executive Assistant of any 




pertinent staffing changes.  
11.
Taking Care of Business

Format:

Quarterly Newsletter from Template (Appendix F)
Responsibility:
Executive Assistant – Superintendent of Business

Description:
Elaborates on initiatives in the Business Department.  The areas of Finance, Human Resources, Information Technology, Health and Safety, Transportation, Plant, and Custodial Departments are featured.  

Distribution:
Hard copies are distributed to Trustees, Executive Council, managers, bus operators, SEAC Chair, First Nations chiefs school council chairs and vice-chairs, union and federation representatives, Central Office Staff and the Communications Advisory Committee.   Copies are distributed via the Board courier to the attention of Principals and Vice-Principals with a notation to provide a copy for all secretarial, clerical, custodial and maintenance staff. 
Process:
The Superintendent of Business, Managers and the Health and Safety Officer submit information via email to the Executive Assistant.  This information is downloaded and inserted onto newsletter template format/proofed by the Superintendent of Business.  Photocopied and distributed from the Parry Sound Resource Centre through the Board courier. 

12.
Media Releases
Format:

‘Media Release’ template (Appendix G)



Responsibility:
Information Officer
Description:
Timely information highlighting a significant area, project or event occurring within the Near North District School Board.

Distribution:
Assess via the website posted by the Information Officer.  Notification message to Trustees, Administrative Office Staff, Executive Council, Managers, Coordinators, Principals, Vice-Principals, Secretaries, Facility Services Supervisors, School Council Chairs is sent out electronically and via the Director’s Office Memo.  Media releases are emailed and faxed to media and educational partners, NNDSB Ambassadors.  
Schedule confirmed by Executive Council via Director. 

Process:
Submitted by Executive Council members, principals and other staff, through the Director’s Office, information is transferred to a template.  Managers and Principals are asked to post media releases on bulletin boards and staff rooms, as well as circulation to the School Council Chair.  This will ensure, at various worksites, all staff and parents the opportunity to view the media release.

13.
Organization Announcements

Format:

‘Organization Announcement’ Template (Appendix H)

Responsibility:
Information Officer
Description:
Timely information regarding administrative staff changes.  Information should include employee’s name and position and contact/extension number.  Information on where the employee resides, family (if applicable), pertinent details of previous position.

Distribution:
Notification message to Trustees, Executive Council, Managers, Coordinators, Administrative Office Staff, Principals, Vice-Principals, Secretaries, Facility Services Supervisors, School Council Chairs. Assess by staff via the website, posted by the Information Officer. 

Process:
Information received from Human Resources or pertinent department heads and transferred to template.  Managers and Principals are asked to post organization announcements on bulletin boards and staff rooms, as well as circulation to the School Council Chair.  This will ensure, at various worksites, all staff and parents the opportunity to view the organization announcement.

14.
Annual Report of the Director
Format:

Template 

Responsibility:
Information Officer/Director
Description:

Document reporting annually on the achievements at the Board 

level, administrative and school level. 

Distribution:
Trustees, School Council Chairs, First Nations Chiefs, Executive Council, Principals, Vice Principals, Classroom Support Centres, Ministry of Education Training, Community Partners, neighbouring Boards, NNDSB Ambassadors and posted to the web.
Process:
Information is forwarded from Executive Council, Principals and other staff involved in initiatives.  Formatted, organized, and distributed by Information Officer.   

15.
Principals’/Vice-Principals’ Meetings

Format:

Monthly Meetings




Responsibility:
Supervisory Officers

Description:
Monthly meetings held the first Wednesday of each month of Principals, Vice-Principals, and Executive Council.  If an additional Principals’ Meeting is scheduled it falls on the third Wednesday of the same month.  Meetings will be conducted through video-conferencing during the months of January, February and March. 
Process:
Agenda sent in Principals’ Update the Friday before Principals’ Meetings to Principals, Vice-Principals, Executive Council, Trustees, Managers and Executive Assistants, by the Executive Assistant to the Program Superintendent as well as the minutes of the meeting.


Issues related to Program, Business Operations, Board Decisions, Ministry Mandated Policies are shared and discussed with Principals and Vice-Principals.  Executive Assistants to Program Superintendents are present to take minutes and distribute materials.

16.
Staff  Meetings via Video-conference

Format:

Video-conference Administrative Office staff

Responsibility:
Executive Assistant to the Director 

Description:
Director of Education chairs the meeting.  This meeting is held on the Wednesday, following the regular monthly Board meeting.  The purpose of the meeting is to share information from the Board meeting.  Supervisory Officers update staff on current initiatives.  Managers and other staff members involved in projects are encouraged to update staff on these projects.
Process:
All meetings begin at 8:30 a.m. with completion not later than 9:30 a.m.  

17.
Executive Council & Management Team Meetings


Format:

Meet at Head Office

Responsibility:
Director of Education

Process:
The Management Team includes the Director, Supervisory Officers, Managers, Principal representatives and the Executive Assistant to the Director.  The team meets on an annually pre-determined schedule, usually the afternoon of the third Wednesday of the month.
18.
Website

Format:

Web Based - .PDF, HTML and Work 97 Format

Responsibility:
Information Services Support Specialist

Description:

Encompasses all areas of Board business.

Distribution:

Internet Users

Process:

Information is uploaded to the Board’s website on a timely basis 

for access by Internet Users.

19.       Special Education Advisory Committee (SEAC)

Format:
Committee Meetings 

Responsibility:
Superintendent of Program and Schools (Elementary)

Details as per Governance Process Policy GP-8.1 – Terms of Reference Special Education Advisory Committee (SEAC) 
20.       First Nations Advisory Committee (FNAC)
Format:

Committee Meetings



Responsibility:
Superintendent of Programs and Schools (Elementary)

Details as per Governance Process Policy GP-8.2 – Terms of Reference First Nations Advisory Committee 

21
School Council Forums:

Format:

Forums organized across the Board

Responsibility:
Director of Education
Details as per the Administrative Guideline - School Council Forums
22.
Issues Management


Format:

Executive Council Meetings


Responsibility:
Senior Administration, Information Officer
Description:
Senior Administration has formalized an issues management program through which members of the senior team will be assigned responsibilities for tracking identified issues. 

When the senior team has determined a response to an issue, it will communicate that information to the appropriate audiences. 

Process:
Specific initiatives will be identified at a regular Executive Council Meeting by members of the Supervisory Officer staff under three categories:

· Provincial Policy/Legislation

· Internal Initiative 

· Future Issue

Executive Council will determine which senior staff member will take the lead as the contact person for each category of the initiatives. This could include a Supervisory Officer, Manager, Coordinator or Supervisor.

The person, identified as the contact for each initiative, will be notified by the appropriate Superintendent of the responsibility.

The contact person will establish a file on each issue assigned to them and be responsible for:

· Collecting any information that is pertinent to the issue.

· As appropriate, sharing that information with stakeholders, creating a committee of representatives to deal with the issue, and or developing a plan to address the issue.

· Keeping Executive Council up to date on developments pertinent to the issue.

· Issuing a media release through their immediate supervisor and  as approved by the Director, outlining: 

A) How the issue is impacting or will impact the Near North District School Board, 

B) How the Board will deal with the issue, and

C) The contact person for further information. 

Other staff will forward related accessed materials to the contact.

The Director will keep the Issues Management list up to date and circulate the most current copy to Supervisor Officers, Managers, Principal Representatives and Supervisors.

23. 
Ambassador Program

Format:

Recruit key individuals from the community.

Responsibility:
Director of Education

Description:

Recruit key individuals from the community who have 




demonstrated an interest in promoting the missions and 




activities of the Near North District School Board.  





Specifically, to provide the public with information about 




the NNDSB.  Provide information about specific District 




initiatives.  Provide a “training ground” for the recruitment 




of “community members” for School Advisory Councils.  




Assist the public with inquiries (e.g. how to contact 





principals and others identified in our communications 




protocol).  Stress positive messages about our school 




district.

Process:  

Identify a profile for ambassadors (i.e. interest in promoting 



the NNDSB).  Recruit ambassadors from the ranks of 




former employees, trustees, students and possibly 





community members who have demonstrated a strong 




support for our school district.Establish a “contact list” of 




ambassadors and, with them, community contacts.  Provide some 



training and instruction about the role and our school district.  



Provide some identification for the ambassadors (e.g. a special 



Board pin).  Place the ambassadors on a special mailing list to 



receive Board documents such as media releases and key messages 


about a Board initiative.  Coach principals’ as to appropriate 



information to be passed along to our ambassadors.  Meet annually 


to recognize the efforts of our ambassadors (probably by Family of 


School).
24. Director’s Office Memo

Format:

Weekly electronic communication memo (See Appendix I)
Responsibility:
Director of Education

Description:
The Director’s Office Memo is intended to streamline system-wide communication coming from the board offices to schools.  A master memo is distributed to the schools once per week.  It will be received by Executive Council, department managers, principals, vice principals and secretaries.  Further distribution of items to other site or department staff members, if applicable, is noted in the memo.
Process:
The Director’s Office has responsibility for compiling and distributing the Director’s Office Memo.  All communication that needs to be sent to schools goes to the Information Officer electronically, in camera-ready format.  The Director’s Office Memo goes out electronically each Wednesday.  All materials must be received electronically one day prior (Tuesday) before noon.  The covering memo will accompany all department memos and documents, which will summarize by department and the topics covered in each memo.  The covering memo will also state if an item is for information or for action.  If action is to be taken, it will identify whose responsibility it is to follow up and provides a timeline if necessary.
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	The Near North District School Board 

963 Airport Road, Box 3110

North Bay, ON  P1B 8H1

Date of meeting:  

Videoconferencing sites are available at the Parry Sound Resource Centre, 111B Isabella Street, Parry Sound, ON and the South River Resource Centre, Almaguin Highlands Secondary School, South River, ON.  If you wish to attend the Board meeting in one of the area offices, please indicate your intention by telephoning Carol Miller at 705-472-8170, ext. 5028 or 100-278-4922, ext. 5028 no later than 12:00 noon – the Friday prior  to the date of the scheduled meeting.
*Private Session of the Board, if necessary, will precede and / or follow the Board Meeting, as appropriate.

1.0  Private Session at 6:00 p.m.

1.1
In-camera items

Public Session:  7:30 p.m.

1.0  Opening

1.1 Roll Call

1.2 Welcome and Call to Order

1.3 Celebrating Near North District School Board Excellence

1.4 Conflict of Interest

1.5 Calendar of Events

2.0  Delegations to the Board

2.1 Delegations / Presentations

2.2 Question Period

3.0  Ratification / Action

3.1 Adoption of Agenda

3.2 Minutes of Regular and Special Meetings

3.3 Ratification of Business Transacted in Private Session

3.4 Consent Agenda 

4.0  Communication to the Board

4.1 Committee Reports (SEAC, FNAC)

4.2 OPSBA Report

4.3 Trustee Questions and Comments

4.4 Communications from the Chair

4.5 Director’s Report  

4.6 Student Representative Reports

5.0  Governance Issues / Information / Action

5.1 Policy Work (e.g. development / revision of policies)

5.2 Monitoring (e.g. accountability and monitoring reports, information sharing, etc.)

6.0  Pending Items

6.1 Notices of Motion (future action dealing with policy work, agenda planning, trustee planning or monitoring)

7.0  Board Education / Trustee Information

7.1 Planned workshops

7.2 Environmental Scan (e.g. relevant Educational Issues)

8.0  Question Period

9.0  Private Session (if required)

9.1
In-camera items

10.0  Report from Private Session

10.1


11.0  Adjournment

11.1
Review of Meeting Process (all trustees)

11.2 Motion to Adjourn

MEETING EVALUATION QUESTIONS:

Were the questions asked pertinent to presentation or topics discussed?

Were questions and behaviours focused on issues rather than politics?

Were trustees focused on the balcony perspective and not caught up in the details?

Were all actions taken in the best interest of all of the student in Near North District School Board ?

Was everyone well-prepared for this meeting?

Did each strive to respect our colleagues’ comments?

Was there a general sense of accomplishment to the business at hand?

Did we ask the probing questions of staff?

Did I learn more about issues by listening to the relevant discussions & delegations?

Have we all sought to understand each others’ perspective?

                                                                                                   


Revised June 2003
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P.O. Box 3110, 963 Airport Road





North Bay, ON   P1B 8H1




Phone:  705.472.8170, Fax:  705.472.9927




Website:  www.nearnorthschools.ca
__________, Chair 






   
______________, Director of Education
To: 

Trustees

From:
Colin Vickers, Director of Education

Date:


[image: image8.emf] 

[image: image2.png]Near North

District School Board

=:
NN









Trustee Update







All Trustees

Date in 14 Pitch, Times New Roman

1. Titles in 12-pitch bold Times New Roman

Information is 12-pitch regular font

Contact:  Last item is contact with name of individual included.

[image: image9.png]Near North

District School Board

=:
NN



[image: image3.png]=3
N

Near North

District School Board





ADMINISTRATIVE GUIDELINE

                                   Title:  14 Pitch Font Double Underline
Effective Date: 

 


Responsibility:                                                                                               

(Please use numbering as follows, 12-pitch Times New Roman font.  

1.



1.1



1.2




1.1.1 etc.

	SCHOOL
	GR
	FI /

EFI
	PRINCIPAL
	SPD

DIAL
	VICE-PRINCIPAL
	SPD

DIAL
	SECRETARY
	SPD

DIAL
	SCH00L 

PHONE
	SCHOOL

FAX
	ADDRESS

	Almaguin Highlands Sec.

Life Exp. Alt. School
	
	EFI
	
	8019

8019
	
	8066
	
	8018

8018
	472-5563

475-2327
	386-2880

723-1751
	250, #309 Hwy 11, South River, ON  P0A 1X0



	Argyle
	JK-8
	
	
	8160
	
	
	
	8122
	475-2316
	757-3284
	Box 1, #11767, Hwy 522, Port Loring,P0H 1Y0

	Britt
	JK-8
	
	
	3602
	
	
	
	3602 
	383-2292
	383-0077
	841 Riverside Dr., Hwy 526, Britt, ON  P0G 1A0

	Centennial
	JK-8
	
	
	3002
	
	3002
	
	3002
	474-8300
	474-6165
	700 Stones St., North Bay, ON  P1B 6C1

	Chippewa Secondary

Nipissing Alt. School
	9-12
	FI /

EFI
	
	X 204

X 204
	
	X 205

X 206
	
	3021

3021
	472-4010

474-2120
	476-0845

474-2120
	539 Chippewa St. W., North Bay, ON P1B 6G8

	Dr. MacDougall
	JK-6
	
	
	8021
	
	
	
	8136
	472-5382
	495-6503
	1040 Brookes St., North Bay, ON P1B 2N6

	E.T. Carmichael
	JK-6
	
	
	8015
	
	
	
	8016
	472-5502
	474-0242
	1351 Chapais St., North Bay, ON P1B 6M6

	E.W. Norman
	JK-6
	
	
	8009
	
	
	
	8017
	472-5534
	472-0539
	599 Lake Heights Rd., North Bay,ON P1A 3A1

	Evergreen Heights Ed. Ctr
	JK-8
	
	
	8191
	
	
	
	3082
	636-5955
	636-0344
	Box 149, #2510 Hwy 592 N., Emsdale P0A 1J0

	F.J. McElligott Secondary
	9-12
	
	
	8057
	
	8105
	
	8103
	472-5720
	744-0786
	Box 100, 370 Pine St., Mattawa, ON P0H 1V0

	Ferris Glen
	JK-6
	
	
	8257
	
	
	
	8260
	475-2323
	752-2733
	30 Voyer Rd, R.R.#2, Corbeil, ON P0H 1K0

	Humphrey
	JK-8
	
	
	3073
	
	
	
	3073
	732-4801
	732-4688
	R.R.#2, 120 Hwy 141, Parry Sound, ON P2A 2W8

	J.W. Trusler
	JK-6
	
	
	8013
	
	
	
	8014
	472-5459
	472-4515
	111 Cartier St., North Bay, ON P1B 4Z4

	King George
	JK-6
	
	
	8126
	
	
	
	8155
	472-5448
	474-0283
	550 Harvey St., North Bay, ON  P1B 4H3

	Land Of Lakes Senior
	5-8 
	EFI
	
	3083
	
	
	
	3083
	382-2924
	382-2277
	Box 538, 92 Ontario St., Burk’s Falls, P0A 1C0

	Laurentian
	JK-6 
	FI
	
	8194
	
	
	
	8245
	475-2318
	474-2085
	647 McKay Ave., North Bay, ON P1B 7V7

	M.A. Wittick Junior
	JK-6
	
	
	8187
	
	
	
	8349
	382-3114
	382-3116
	178 Yonge St., Box 490, Burk’s Falls P0A 1C0

	M.T. Davidson
	JK-8
	
	
	8011
	
	
	
	8061
	472-5970
	752-5777
	G/D, 249 Lansdowne St., Callander, P0H 1H0

	MacTier
	JK-8
	
	
	3074
	
	
	
	3074
	375-2720
	375-1345
	Box 552, 398 High St., MacTier, ON P0C 1H0

	Magnetawan Central
	JK-6
	
	
	8022
	
	
	
	8022
	387-3939
	387-0102
	Box 100, 31 Sparks St., Magnetawan, ON  P0A 1P0

	Mapleridge
	JK-8     
	EFI
	
	8004
	
	
	
	8141
	472-5751
	724-5080
	Box 340, 171 Edward St., Powassan, P0H 1Z0

	Marshall Park
	JK-6
	
	
	8295
	
	
	
	8190
	475-2321
	472-8026
	4 Marshall Park Dr., North Bay, ON P1A 2N9

	Mattawa District
	JK-8    
	
	
	8057
	
	
	
	8108
	472-5241
	744-0430
	376 Park St., Box 330, Mattawa, ON P0H 1V0

	McDougall
	JK-8
	
	
	No ext
	
	
	
	8062
	746-5904
	746-6075
	R.R.1, #69, Hwy 124, Parry Sound, P2A 2W7

	Nobel
	JK-8
	
	
	3076
	
	
	
	3076
	342-5251
	342-5999
	140 Hammel Ave., Nobel, ON P0G 1G0

	Northern Secondary
	9-12
	
	
	8067
	
	8222
	
	8218
	472-5322
	753-2400
	175 Ethel St., Sturgeon Falls, ON P2B 2Z8

	Parry Sound High School
	9-12
	EFI
	
	X 260
	
	X 259
	
	3081
	773-7979
	746-6140
	111 Isabella St., Parry Sound, ON P2A 1N2

	Phelps Central
	JK-8
	
	
	8020
	
	
	
	8157
	472-5567
	663-2525
	19 Glenvale Dr., Redbridge, P0H 2A0

	Pinewood
	JK-8 
	FI
	
	8058
	
	
	
	8149
	472-5347
	472-9204
	1325 Cedargrove Dr., North Bay, ON P1B 4S3

	Silver Birches Senior
	7-8 
	
	
	8305
	
	8333
	
	8304
	475-2322
	474-5720
	65 Marshall Ave., North Bay, ON  P1A 3L4

	South River
	JK-6
	
	
	3089
	
	
	
	3089
	386-2311
	386-0213
	Box 370, 137 Ottawa Ave, South River, P0A 1X0

	South Shore Ed. Centre
	JK-8
	
	
	8248
	
	
	
	8249
	475-2317
	724-5079
	60 Beatty St., Nipissing, ON P0H 1W0

	Sundridge Centennial
	JK-6
	
	
	8023
	
	
	
	8180
	472-5101
	384-7927
	Box 419, 118 Main St., Sundridge, P0A 1Z0

	Sunset Park
	JK-6 
	FI
	
	3015
	
	
	
	3015
	475-2330
	472-4195
	1191 Lakeshore Dr., North Bay, ON P1B 8Z4

	Tweedsmuir
	JK-6
	
	
	8404
	
	
	
	8403
	472-9090
	472-6510
	176 Lakeshore Dr., North Bay, ON P1A 2A8

	Victory
	JK-6
	
	
	3077
	
	
	
	3077
	746-5691
	746-7357
	15 Forest St., Parry Sound, ON P2A 2R1

	Vincent Massey
	JK-6
	
	
	3017
	
	
	
	3017
	472-0640
	472-2917
	15 Janey Ave., North Bay, ON P1C 1N1

	W.J. Fricker Senior
	5-8 
	EFI
	
	8003
	
	8109
	
	8111
	472-5612
	495-1831
	790 Norman Ave., North Bay, ON  P1B 8C4

	West Ferris Secondary
	9-12
	
	
	X 204
	
	X 205
	
	3024
	497-0730
	497-7945
	60 Marshall Park Dr., North Bay, ON P1A 2P2

	White Woods
	JK-8   
	EFI
	
	8171
	
	
	
	8121
	472-5224
	753-5683
	177 Ethel St.., Sturgeon Falls, ON P2B 2Z8

	Whitestone Lake
	JK-8
	
	
	8332
	
	
	
	3078
	389-2590
	389-3495
	9 Moore Dr., Dunchurch, ON  P0A 1G0

	Widdifield Secondary
	9-12
	EFI
	
	8012
	
	8010
	
	8026
	472-5711
	474-4223
	320 Ski Club Rd., North Bay, ON P1B 7R2

	William Beatty
	JK-8   
	EFI
	
	3079
	
	
	
	3079
	746-9333
	746-5748
	82 Gibson St., Parry Sound, ON P2A 1X5
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Media Release

For Release:  (Date)  12-Pitch Font, Times New Roman

Title:  18-Pitch Font, Times New Roman, Bold
Body:  12-Pitch, Times New Roman

- 30 -
For further information, please contact:  10-Pitch Font, Rimes New Roman, Italic

Posted to website www.nearnorthschools.ca



              Organization

             Announcement 

         (Arial, 22-Pitch, Bold)

                                                                                                      Date (Arial, 10-Pitch)

Congratulations to… (Bradley Hand ITC, 18-Pitch, Bold)


BODY: Ariel, 14 Pitch
Please join us in wishing ______every success in their new role. (Bradley Hand ITC, 16-Pitch, Bold)

For further information, please contact:

Individual, Position, Extension, Email. (Ariel, 11-Pitch)  


Director’s Office Memo

To:

Principals, Vice-Principals, Secretaries, Managers
From:

Director’s Office

Date:



Subject:

DIRECTOR’S OFFICE MEMO #


Please find below Memo #.

	PANEL
	ITEM
	ACTION REQUIRED
	RESPONSIBILITY

	
	
	Action
	Info.
	

	Director’s Office

	
	
	
	
	

	Program

	
	
	
	
	

	Finance Department

	
	
	
	
	

	Health and Safety

	
	
	
	
	

	Human Resources

	
	
	
	
	

	Information Technology

	
	
	
	
	

	Plant Department

	
	
	
	
	

	Student Services
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Taking Care of Business





�








Our mission is to educate learners to their fullest potential in preparation for life-long learning.
Our mission is to educate learners to their fullest potential in preparation for life-long learning.
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