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Administrative Procedure 423



IMPROVING PERFORMANCE THROUGH ADMINISTRATIVE INTERVENTION Background It is the responsibility of principal to closely monitor teachers to ensure that their teaching performance meets the Teaching Quality Standard (Ministerial Order #016/97). In implementing and administering a program to correct a situation, the principal's primary objective is to be to establish and maintain the Teaching Quality Standard (Ministerial Order #016/97). If, after a reasonable time, the unacceptable performance of a teacher persists, the principal will then pursue an orderly procedure for the dismissal of the teacher. Procedures 1. Establishing a Procedure for Administrative Intervention 1.1



Where remediation is necessary to raise the quality of a teacher's instruction to an acceptable level, the report shall make clear the expectations and opportunities for improved practice and set a reasonable timeline for improvement. 1.1.1



The principal must be fully aware of and knowledgeable about district administrative procedures governing such cases and provide the teacher with a written copy of: 1.1.1.1 1.1.1.2



The administrative procedures governing staff performance and conduct. Administrative intervention procedures.



1.1.2



The principal must ensure that all teachers are aware of the Teaching Quality Standard (Ministerial Order #016/97).



1.1.3



In enforcing acceptable standards of performance and conduct the principal must be:



1.1.4



1.1.3.1



Objective in evaluating staff performance;



1.1.3.2



Consistent in applying the standard to all teachers.



The following questions are suggested for consideration by the principal in an effort to ensure fairness, objectivity and consistency in setting acceptable standards and assessing individual cases. 1.1.4.1



Is the Teaching Quality Standard (Ministerial Order #016/97) of performance and procedures or directives known to the teacher in question?



1.1.4.2



Has the teacher been notified of the teaching behaviour(s) that have been deemed unacceptable?
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1.1.4.3



Is the standard, procedure or directive one that would be considered reasonable by an impartial referee?



1.1.4.4



Is the standard, procedure or directive related to the efficient and orderly operation of the school?



1.1.4.5



Was there a fair and objective investigation of the circumstances and the facts prior to notifying the teacher of probable consequences?



1.1.4.6



Was there a clear violation of the standards of conduct expected of a caring, knowledgeable and reasonable adult who is entrusted with the care and custody of students?



1.1.4.7



Is there specific data, documentation or other information to substantiate and verify the situation?



2. Progressive Administrative Intervention 2.1



The following are recommended steps and procedures for progressive administrative intervention. It is to be clearly understood that the process described below is to begin as soon as a principal has identified a teacher whose performance or conduct does not meet the Teaching Quality Standard (Ministerial Order #016/97). 2.1.1



Evaluation 2.1.1.1



2.1.1.2



Supervision Process: 2.1.1.1.1



Ensure that the discussion occurs in the privacy of an office or location apart from other employees.



2.1.1.1.2



Review the request, rule, procedure or behavior which is the basis for intervention.



2.1.1.1.3



State specifically how the teacher failed to comply with the expected level of performance or conduct.



2.1.1.1.4



Review your expectation of the teacher.



2.1.1.1.5



Inquire of the teacher regarding anything you can do to help.



2.1.1.1.6



Clearly and frankly advise the teacher that failure to comply will warrant further administrative intervention of a corrective nature.



2.1.1.1.7



Advise the teacher that subsequent action due to failure to comply will take the current incident into consideration.



2.1.1.1.8



Follow-up in writing to the teacher, indicating the date, time, and items discussed.



Standard Evaluation Instrument:
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At this stage, the principal who has identified a teacher whose performance continues to be unacceptable or unsatisfactory will proceed to the "written warning process." Following the written notice, the principal will arrange a conference with the teacher to document the following:



2.1.1.3



2.1.1.2.1



The activities the teacher will undertake to remediate the unacceptable behaviour or practice including any support that will be provided to the teacher;



2.1.1.2.2



The evaluation criteria and standards that will be used to determine that the unacceptable behaviour or practice has been remediated;



2.1.1.2.3



Relevant timelines;



2.1.1.2.4



Expectation to maintain the outcome(s) of the remedial action;



2.1.1.2.5



The consequences to the teacher for not remediating the behaviour or practice within the timeline.



Progressive Discipline 2.1.1.3.1



Professional Performance Evaluation and Professional Growth Plan processes do not restrict a principal from taking disciplinary action as appropriate where there are reasonable grounds for believing the actions or practices of an employee the safety of the students, constitutes a neglect of duty, a breach of trust or refusal to obey the lawful order of the district.



2.1.1.3.2



Evaluation and discipline differ in that evaluation is related to the standards of performance an employee demonstrates based on their qualifications, skills and abilities expected for their assigned position while discipline is related to expected behaviours such as arriving on time, interacting appropriately with others, following absence reporting procedures, etc.



2.1.1.3.3



Key Elements of Progressive Discipline Progressive Discipline is a series of steps that gradually increase in severity as employees’ progress through the steps. The number of steps may vary. Each step may be repeated or skipped, depending on the situation. Steps include counsel (non-disciplinary), written warning/reprimand, suspension (brief/long) and dismissal. Progressive Discipline is corrective rather than punitive and ensures employees are dealt with in a firm, fair and consistent manner to: ●



Ensure established standards are achieved;
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●



Identify expected behaviour;



●



Correct improper behaviour;



●



Deter any future behaviour of a same or similar nature;



●



Enforce (control, monitor) district procedures and rules; and



●



Protect district property, employees and students.



Matters warranting discipline include, but are not limited to:



2.1.1.3.4



●



Violations of district administrative procedures and rules, legislation, Ministerial Orders, etc.;



●



Inappropriate behaviour;



●



Unprofessional conduct;



●



Unsatisfactory work performance;



●



Insubordination;



●



Dishonesty;



●



Possession of alcohol or substances or their use in the workplace.



Supervisory Accountability: Supervisors are accountable for:



2.1.1.3.5



●



Supervising and disciplining employees for whom they are accountable for at a school/worksite;



●



Following the required procedures as determined by legislation and the district;



●



Consulting with the director, employee & labour relations and their immediate supervisor as necessary when discipline is warranted;



●



Ensuring employees are aware of how, when and why they are being disciplined;



●



Supporting employees to respond appropriately to disciplinary action.



Supervisory Roles and Responsibilities: Supervisor’s roles and responsibilities related to discipline include: ●



establishing on-going communication regarding performance;
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●



applying discipline firmly, fairly and quickly when required;



●



ensuring effective and efficient work performance of all employees who work under their supervision;



●



accountability for the performance of their employees, and



●



initiating the following steps once disciplinary action is being considered: ➢ Contact and consult with your supervisor/superintendent, ➢ Document employee explanation, ➢ Determine precedents, ➢ Determine action to be taken, ➢ Communicate decision, and ➢ Draft discipline letter in consultation with the director, employee & labour relations.



2.1.1.3.6



Note: Disciplinary letters MUST be cc’d and sent to: 1. superintendent, area schools; 2. superintendent, human resources; 3. Human Resources personnel file and; 4. Union representative. (CUPE and Unifor as per their respective collective agreement. If ATA is requested to attend the meeting, then ATA will be provided a copy.)



***Please notify your area superintendent immediately if you have identified a teacher at risk. Approval Date:



April 12, 2016



Reference:



School Act, Section 18, 20, 22, 39, 60, 61, 105, 106, 107, 109.1, 113 Freedom of Information and Protection of Privacy Act Personal Information Protection Act Teaching Profession Act Certification of Teachers Regulation 3/99 (Amended A.R. 206/2001) Practice Review of Teachers Regulation 4/99 Ministerial Order 016/97 - Teaching Quality Standard Ministerial Order 001/2013 - Student Learning Guide to Education ECS to Grade 12 School Act - Practice Review of Teachers Regulation Intranet>Our Services>Human Resources>Documents: Certificated Staff>Evaluation
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Collective Agreements   CUPE, Local 520    Unifor, Local Union No. 1990 Exempt Employee Handbook
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