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ADMINISTRATIVE GUIDELINE

Title:  Staffing Procedure - Elementary

  Effective Date:  February 24, 2000
     Responsibility:  Superintendent of Program 

  Revised:            April 9, 2001


         and Schools

1.0
Spring Staffing Process
1.1 The number of weeks the procedure is in effect will be determined by the District Staffing Committee, and communicated to the elementary panel, before the staffing procedure begins.

1.2
All vacancies that have been declared by the Board for any reason shall be posted for the consideration of all contracted teachers, both full and part time, by noon on the first school day during the agreed upon time frame.  Postings must contain specific selection criteria as defined by the Principal.  Part time teachers may increase their timetable during this process. 

1.3 Teachers interested in the position will notify the Manager of Human Resources,  or designate, by noon, on the third school day by Fax, or  email  (application must be verified,  therefore, phone calls are not accepted).

1.4 The Manager of Human Resources, or designate, will notify Principals of  schools which will be impacted, of the names and seniority numbers of teachers applying  for positions by 4:00 p.m. on the third school day.  Principals will select the most senior teacher who meets the selection criteria.


1.5 Teachers must be willing to accept the position when offered.  Once a position is accepted,  the teacher may apply for one other position during this process prior to the end date established by the District Staffing Committee in Section "1."

1.6 Principals will notify the Manager of Human Resources, or designate, of the successful  candidate, and the candidate's acceptance of the position, by noon on the fifth school day, with supporting reasons (based on the posted selection criteria) if the most senior applicant is not offered the position.

1.7 In circumstances wherein a dispute arises with the selection process for a specific  position, such dispute shall be referred to the District Staffing Committee for review and resolution.

1.8 After the process outlined in Steps 1-7 has been completed, remaining positions will be offered, in order of seniority, to "surplus" and "notice of possible lay-off" teachers only, up to August 31 each year when all "surplus" and "notice of possible lay-off" teachers have been placed, or offered available positions, vacancies will be processed under Article 12 of  the collective agreement.  

2.0 Program Protection

"Surplus" Teacher Situations

Mandatory Programs are French as a Second Language, Special Education and Design and Technology.

2.1 Existing Intermediate Instructional Music programs are protected.  Additional program protection will be determined on a year-to-year basis.  If a teacher has a portion of time assigned to a protected program, the teacher’s full time equivalent assignment will be protected.

2.2 If a teacher should be declared "surplus" or receive a "notice of possible lay-off” and is assigned to a program identified in "2.1.”  That teacher’s position shall be posted and the teacher may apply to fill the position.  The position shall be filled as outlined in 1.0 Elementary Staffing procedure.

2.3 If a teacher retains his/her position under this provision, that teacher shall be unable to transfer to another position for one school year, or unless an acceptable alternative arrangement can be made to protect the program during the next school year, as determined by the teacher, Principal and Superintendent of Program and Schools.

3.0 Teacher Allocation

Rounded - up/down to 0.2, 0.5, or 0.8 F.T.E.

The fragmentation of FTE staff allocations, requests for leaves and teacher assignments has resulted in staffing problems in some schools due to the high number of part time teachers in these schools.   Therefore the following parameters will be used in order to limit this effect.

3.1 All final teacher allocations for each elementary school in the Near North District School Board will be rounded up/down to the nearest 0.2, 0.5, 0.8 or 1.0 unless an anomaly exists  (i.e. 15.3 FTE would be rounded down to 15.2 and 15.7 FTE would become 15.8). Total staffing will not exceed Board allocation.  Principals will attempt to 

resolve anomalies at the school level and if unable to resolve will forward to the District Staffing Committee.  

3.2 
All teacher requests for leaves and job sharing shall be on a 0.2, 0.5 or 0.8 FTE basis only, if a full time teacher.  Part time teacher requests for leaves shall be taken to the nearest 0.2, 0.5, 0.8 or 1.0. FTE.  Anomalies will be discussed at the District Staffing Committee (i.e.   A full time teacher may request a leave 0.2, 0.5, 0.8 or 1.0 FTE.

3.3 
In order to facilitate this new allocation of teacher resources, all current teachers have been moved up to the nearest 0.2, 0.5, 0.8, or 1.0 FTE effective 2000, for staffing purposes only.  This may cause an increase in "Surplus" teachers (i.e.  A teacher with a 0.6 FTE timetable would become 0.8, a 0.9 FTE timetable would become 1.0 FTE.

3.4 All "Surplus" teachers shall be designated surplus on a 0.2, 0.5, 0.8, or 1.0 effective in the spring of 2000.

4.0       Spring Transfers For Following September
Teachers who request transfers are expected to submit a Transfer Request Form by February 28.   It must be realized by all staff and school administration that a transfer is a privilege not a right.  The request of a teacher to transfer provides no guarantee or requirement that such a transfer will take place. Teachers who are surplus to schools and are high on the seniority list will also be given due consideration during the transfer meetings.  The District Staffing Committee will determine date and time of the meeting.

The date and time of the meeting will be announced to principals/vice-principals.  In turn, principals/vice-principals will make all teaching staff aware of the information.  Teachers who have requested transfers are required to be available by phone for the afternoon and evening and are requested to leave a contact number with your principal/vice-principal.  When offered a transfer to a position that has been requested, it is expected the teacher will give an immediate response to the offer.

Transfer Process:

When principals meet the following will define the process:

4.1 The chair of the meeting will begin reading the list from the most senior to least senior person.  (The list will be formatted that way.)

4.2 Principals/Vice-Principals of schools to which transfers have been requested will respond in the affirmative if the Principal/Vice-Principal believes the individual is able to provide a strength to the school that he/she is looking for or other appropriate reasons as determined by the Principal/Vice-Principal.

4.3 When there is an affirmative response by a Principal he/she will contact the teacher to invite him/her to the school staff.  The teacher will be expected to accept or reject immediately.

4.4 If a transfer provides a new vacancy in a school, names of individuals, including all persons who have requested transfers to that school, will be eligible for consideration and Principals/Vice-Principals will respond as per 4.1, 4.2 and 4.3.

4.5 When the transfer process is completed a list will be generated by Human Resources and a letter of confirmation will be sent to each transferred teacher.

5.0      September Re-allocation Of  Teacher Staff

When schools open each September, enrollment data is collected by the first Friday of the school year.  This data often requires adjustments in staffing allocations and the need to implement Administrative Transfers.

Superintendents will analyze the data and determine staff surpluses and deficiencies at the school level.  Determination will relate to classroom enrollment/classroom teacher ratio.  The determined ratio will be based on Ministry of Education standards.  Superintendents will consult with affected school Principals/Vice-Principals about options during second week of the school year.  Once a plan for transfer or reduced staff has been drafted, it will be presented to the District Staffing Committee for input and discussion.

Following finalization of the plan, transfers will take place in accordance to the Elementary Collective Agreement.  Plans will be completed by the third Friday of September.  Teachers declared surplus to a school would be determined by seniority and program protection as outlined in 2.0.  Every attempt will be made to complete the process by September 30.

5.0       Filling Vacancies during the School Year
Article 12.02 of the Elementary Collective Agreement defines the process for filling vacancies.  This process can be inacted at any point of the school year.  The following outlines in-year transfers, procedures:

4.6 Postings will be published to include specific criteria describing the position and commencement date.

4.7 Application and Interview processes will be conducted in accordance with Hiring Process for Teaching Staff Administrative Guideline.

4.8 If the position is filled by a Near North District School Board teacher, another position will be opened.  If, through due process, successive positions are filled by internal candidates,  transfers linked to the original vacancies will take place at either Christmas or March Break unless approved by the appropriate Superintendent of Program and Schools.  In the interim, the positions will be filled by Long Term Occasional Teachers.  If the second position, as mentioned above, is filled by an external candidate, the transfer for the first position can take place on the date as posted.

4.9 Any vacancies after January 1 may be filled as an LTO position for the remainder of the school year.

4.10 Long term leaves that extend to the end of June may be posted as a contracted position especially where the teacher is required to have additional qualifications that are in short supply (e.g. F.S.L.)
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ELEMENTARY TEACHER TRANSFER REQUEST FORM

Teachers should continue to apply to positions as these are posted.  However, during a teacher's career, there may be times when the teacher would like to apply for a transfer to another school. Such requests can enhance the individual's personal professional development and meet the needs of students and schools.  For these reasons, the Board is willing to give serious consideration to such requests.

Teachers requesting a transfer for the 200  -200  school year should complete the information requested in the form below and return the form to the appropriate Supervisor of Human Resources at Head Office, North Bay by February 28.

Name of Teacher
__________________________________________________________

Present School
________________________________________________________________

Present Teaching Assignment____________________________________________________

_____________________________________________________________________________

Preferred School(s)

1.
______________________________________________________________________

2.
______________________________________________________________________

3.
______________________________________________________________________

Preferred Assignment

a)
_____________________________________________________________________

b)
_____________________________________________________________________

Attachment(s)_______________________________________________________________

___________________________________________________________________________

Teachers may wish to attach a copy of their latest Certificate of Qualifications to assist in placement decisions.

________________________________

         _________________________________

            Signature of Teacher



     Date of Request for Transfer
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