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This Forms Manual is designed to be the primary written source of all forms 
that correspond to Administrative Procedures. Gaps in the numbering 
sequence facilitate the insertion of additional forms that may be developed 
at a future time. 
 
 
 

The 5 Administrative Procedures categories are: 
 

 
 

100   General Administration 

200   Instructional Programs and Materials 
300   Students 

400   Personnel and Employee Relations 

500   Business Administration 



 

 

100 Series:  General Administration                         Numerical  
 
 

 

Superintendent School First Visit Check List Form 105-1 

School Administrator Year End Check List Form 105-2 

Responsible Use of Educational Technology – Student Agreement Form 142-1 

Responsible Use of Educational Technology – Non- Student Agreement Form 142-2 

Educational Technology Procurement Form 144-1 

Media Release Form 151-1 

Violent Incident Report Form 175-1 

School Community Council Application for Conditional Grant Form B18-1 

School Community Council Invoice for Services Form B18-2 

School Community Council Nomination  Form B18-3 

School Community Council Candidates Acceptance  Form B18-4 

School Community Council Election Official’s Declaration of Results Form B18-5 

School Community Council Elections at Large Ballot Form B18-6 



 

 

200 Series:  Instructional Programs and Materials              Numerical 

 
 

 

 

 
 

 

Individual Teacher Timetable Form 200-1 

School Administrative Responsibility (fillable) Form 200-2 

Record of Adaptations Form 201-1 

Curriculum Networking Application Form 201-2 

Consultant Services Request Form 201-3 

Consultant Report Form 201-4 

Three Year Program Summary-2017-2018 Form 202-1 (a) 

Three Year Program Summary-2017-2018 (small schools) Form 202-1 (b) 

Three Year Program Summary-2017-2018 (includes French) Form 202-1 (c) 

Sexual Health Education Parent Information TEMPLATE Form 206-1 

Modified Courses - Student Agreement for Placement Form 211-2 

Modified Courses – Parent Consent for Student Placement Form 211-1 

Community School Monthly Report Form 217-1 

Annual Community School Nutrition Program Report Form 218-1 

Special Project Credit Application  Form 219-1 

Reading Record – Tier 1 Form 222-1(a) 

Reading Record – Tier 2      Form 222-1(b) 

PLC Mtg & Intervention Plan Template Grades K-9 SIMPLIFIED Period 1  Form 222-2(1) 

PLC Mtg & Intervention Plan Template Grades K-9 SIMPLIFIED Period 2 Form 222-2(2) 

PLC Mtg & Intervention Plan Template Grades K-9 SIMPLIFIED Period 3 Form 222-2(3) 

PLC Mtg & Intervention Plan Template Grades K-9 SIMPLIFIED Period 4 Form 222-2(4) 

PLC Mtg & Intervention Plan Template Grades K-9 SIMPLIFIED Period 5 Form 222-2(5) 

PLC Mtg & Intervention Plan Template Grades K-9 SIMPLIFIED Period 6 Form 222-2(6) 

Learning Support Plan-Mathematics Form 222-3 

Learning Support Plan- Literacy Form 222-4 

Teacher Assistance Team Form 222-5 

Driver Ed - Agreement - Parent Permission Form 235-1 

Driver Ed - In-Class Instructor Pay Voucher Form 235-2 

Driver Ed - In-Car Instructor Pay Voucher Form 235-3 

Driver Ed - Contractor Application Form 235-4 

Student Conference Form 240-1 

Exit Interview Form 240-2 

PAA Module Record Form 240-3 

Career Development Program Update Form 240-4 

Work Based Learning Consent & Waiver    Form 243-1 

Summer School Application Form 249 

Reconsideration of Resource Protocol Form 251-1 

Educational Trip Request Form 260-1 

Educational Trip Request – Out of Country Form 260-2 

Parent Informed Consent Agreement TEMPLATE Form 260-3 



 

 

300 Series:  Students        Numerical 

 
 

 

 

 
 

 
 
 

 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 

Kindergarten Enrolment Projection Form 300-1 

Student Registration template Form 301-1 

Student Registration - PreK & K Supplemental form TEMPLATE Form 301-2 

Student Registration - Medical Information Supplemental TEMPLATE Form 301-3 

Student Registration - Information Collection Guide TEMPLATE Form 301-4 

Foreign Students Registration Form 302-1 

Student Transfer-In Form Form 305-1 

Daily Record of Health Care Interventions Form 316-1 

Student Counselling Referral Form 323-1 

Attendance Contact Log Form 341-1 

Letter of Agreement-Student Use of Lockers and Desks TEMPLATE Form 350-1 

Crisis Report Form 358-1 

Student Interaction Form 351-1 

Case Management Form 351-2 

Agency Referral Form 351-3 

Student Incident Report Form 355-1 

Hub Referral  Form 358-2 

Hub Database Glossary Form 358-2  Appendix 



 

 

400 Series: Personnel and Employee Relations   Numerical 

 
 

Notice of Hire Form 400-1 

Direct Deposit Form 400-4 

Emergency Contact Information             Form 400-5 

Oath of Confidentiality Form 400-7 

Professional Staff Allocation Form 403-2 

Monthly School Based Staff Attendance Report - Teaching Form 404-1 

Monthly School Based Staff Attendance Report - Non-Teaching Form 404-2 

Employee Absence-Casual Employment – (school-based) Form 404-3 

Statement of Casual Employment Form 404-4 

Casual Labour & Sub Teacher - Pay Schedule (year) Form 404-5 

Facilities Employee Absence-Casual Employment Form 404-6 

Community Schools Caretaking Casual Labour Form 404-7 

Caretaker’s Check In-Check Out Log Form 404-8 

Monthly Timesheet for Non-Teaching Staff Form 404-9 

New Employee Orientation Form 405-1 

Leave Authorization Request for Non-Teaching Employees Form 407-1 

Employee Health Care/Drug Claim-Teaching Form 408-1 

Extended Health Care Claim-Non-Teaching Staff Form 408-2 

Dental Claim-Teaching Staff Form 408-3 

Dental Claim-Non-Teaching Staff Form 408-4 

Vision Care Claim-Teaching Staff Form 408-5 

Employer’s Initial Report of Injury (WCB-E1) Form 408-6 

Worker’s Initial Report of Injury (WCB-W1) Form 408-7 

Employee Substance Abuse Testing Acknowledge, Consent, Release Form 410-1 

Medical Report Form 411-1 

Notice of Intent to Transfer Form 414-1 

Classroom Teacher Evaluation Form 420-1 (a)  

Classroom Teacher Observation Form 420-1 (a)  

Classroom Teacher Self Reflection Form 420-1 (a)  

LNC Teacher Evaluation Form 420-1 (b)  

LNC Teacher Observation Form 420-1 (b)  

LNC Teacher Self Observation Form 420-1 (b)  

Resource Teacher Evaluation Form 420-1 (c)  

Resource Teacher Observation Form 420-1 (c)  

Resource Teacher Self Reflection Form 420-1 (c)  

High School Teacher Evaluation Form 420-1 (d)  

High School Teacher Observation Form 420-1 (d)  

High School Teacher Self Reflection Form 420-1 (d)  

Pre-Kindergarten Evaluation Form 420-1 (e)  

Pre-Kindergarten Observation Form 420-1 (e)  

Pre-Kindergarten Self Reflection Form 420-1 (e)  

Itinerant Substitute Teacher Evaluation Form 420-1 (f)  

Itinerant Substitute Teacher Observation Form 420-1 (f)  

Itinerant Substitute Teacher Self Reflection Form 420-1 (f)  

Career Transitions Teacher Evaluation  Form 420-1 (g)  

Career Transitions Teachers Observation  Form 420-1 (g)  

Career Transitions Teachers Self-Reflection  Form 420-1 (g)  

Physical Education Teacher Evaluation Form 420-1 (h)  



 

 

Physical Education Teacher Observation Form 420-1 (h)  

Physical Education Teacher Self Reflection Form 420-1 (h)  

PAA Teacher Evaluation Form 420-1 (I)  

PAA Teacher Observation Form 420-1 (I)  

PAA Teacher Self Reflection Form 420-1 (I)  

Aboriginal Language Teacher Evaluation  Form 420-1 (j) 

Itinerant LNC Teacher Evaluation Form 420-1 (k)  

Itinerant LNC Teacher Observation Form 420-1 (k)  

Itinerant LNC Teacher Self-Reflection Form 420-1 (k) 

Alternate Program Teacher Evaluation Form 420-1 (m) 

Alternate Program Teacher Observation Form 420-1 (m) 

Alternate Program Teacher Self-Reflection Form 420-1 (m) 

Kindergarten Teacher Evaluation Form 420-1 (n) 

Kindergarten Teacher Observation Form 420-1 (n) 

Kindergarten Teacher Self Reflection Form 420-1 (n) 

FIP Teacher Evaluation Form 420-1 (o) 

FIP Teacher Observation Form 420-1 (o) 

FIP Teacher Self-Reflection Form 420-1 (o) 

Principal Handbook - Evaluation Form 420-1(p) 

Monthly Professional Development Profile Form 421-1 

Temporary Teaching Permit – Initial Application Package Form 422-1 

Temporary Teaching Permit - Subsequent Application Package Form 422-2 

Application for Accreditation Form 422-3 

Application for Accreditation (Short Form) Form 422-4 

Application for Renewal of Accreditation Form 422-5 

School Activity Report Form 424-1 

Professional Growth Plan – Non-Teaching  Form 450-1 

Non-Teaching Professional Development Leave Application Form 451-1 

Non-Teaching Professional Development Leave Agreement Form 451-2 

Non-Teaching Professional Development Bursary Application Form 451-3 

Police Record Check for Substitute Teachers and Temporary Staff Form 460-1 

Statement of Contract Service Form 470-2 

Consultant Report Form 470-3 

 



 

 

500 Series:  Business Administration     Numerical 

Moving Expenses Form 500-1 

Requisition (fillable)  Form 500-2 

Record of long Distance Calls Form 500-3 

Expense Claim Form 501-1 

Mileage and Travel Rates (current)  Form 501-2 

Weekly Statement of Travel Expenses Form 501-3 

Expense Claim - Board members  Form 501-4 

Application for Accountable Advance Fund Form 506-1 

Conditions of Acceptance of Accountable Advance Fund Form 506-2 

Request for Reimbursement of Accountable Advance Form 506-3 

Property Insurance Claim Form 530-1 

School Incident Report Brochure Form 530-2 

School Incident Report Form 530-3 

Student / Staff Accident Insurance Claim Form 530-4 

Local Labour Clause Re:Capital Tenders Form 540-1 

Annual Maintenance Request-Major Project Work Form 544-1 

Request for Facility Use Form 550-1 

Monthly Report on School Bus Operation Form 560-2 

Housing Application Form 570-1 

Bus Travel Report (monthly) Form 571-1 

Bus Odometer Report (monthly) Form 571-2 

Bus Circle Check Report Form 571-3 

Business Card Order  Form 599-1 

  

  

  

  

  

  



 

 



 

 
 

 


