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ANAPHYLAXIS POLICY AND PROCEDURES   

1. Identification of Students at Risk  

 The schools will maintain a record of all students with known anaphylactic allergies.  

 Parents or guardians are responsible for informing the school of their child's allergies and 
providing a detailed Individual Emergency Response Plan.  

 Information regarding the student's allergies will be shared with all school staff (teachers, 
administrators, and support staff) who are in regular contact with the student.  

2. Individual Emergency Response Plan  

 Each student with a known anaphylactic condition will have an Individual Emergency 
Response Plan developed in collaboration with the parents, healthcare professionals, and 
school staff.  

 The plan will include:  

 The allergens to be avoided.  

 Symptoms of an allergic reaction.  

 Emergency procedures, including the use of an epinephrine auto-injector (EpiPen).  

 Contact information for parents and emergency contacts.  

3. Training and Education  

 School personnel will receive training on recognizing signs of anaphylaxis and how to respond, 
including the correct use of an EpiPen.  

 Education will also be provided on how to avoid exposure to allergens, particularly in shared 
spaces like classrooms and cafeterias.  

 There will be annual training for staff which will involve practical demonstrations of EpiPen use 
and emergency drills.  

4. Prevention Strategies  

 The school will have strategies to minimize the risk of exposure to allergens. These strategies 
include:  

 Allergen-safe zones: classrooms and eating areas where students with allergies spend time. 

 Food-sharing restrictions to reduce cross-contact with allergens.  

 Cleaning protocols for common areas.  

 Procedures for managing allergens in classroom activities (e.g., art supplies, science 
experiments) or field trips.  



5. Emergency Response  

 In the event of an anaphylactic reaction, the following steps are to be taken:  

1. Administer the EpiPen immediately.  

2. Call 9-1-1 for emergency medical services.  

3. Contact the parents or guardians.  

4. If needed, administer a second dose of epinephrine after 5-15 minutes.  

5. The student should be transported to the hospital, even if symptoms appear to improve, as 
further care is essential.  

6. Epinephrine Auto-Injector Availability  

 Students will be encouraged to always carry their EpiPen with them if they are of an age and 
ability to do so.  

 For younger students, EpiPens will be kept in the school office or classroom.  

 Backup EpiPens will be available in case of emergencies.  

7. Review and Updates  

 The school's anaphylaxis policy will be reviewed annually or as needed to ensure it reflects 
current best practices.  

 Up-to-date documentation will be maintained of students with anaphylactic allergies and their 
emergency plans.  

8. Collaboration with Parents  

 At the beginning of the school year, parents will be made aware of the policies and will be 
encouraged to provide necessary medical information, medications, and updates about their 
child’s condition.  

  

 

 

 

 

 

 

 



APPEALS PROCESS POLICY   

 Venon OAK Elementary will address complaints and concerns in a timely, fair and unbiased 
manner using the procedures outlined below. All parties involved must maintain confidentiality 
with respect to all aspects of the appeal process. 

 Appeals must be initiated within seven (7) days of the date that the parent/guardian or student 
was informed of the decision, unless the parent/guardian/student can demonstrate that there 
are reasonable grounds to extend this deadline (e.g. the parent/guardian/student have been 
involved in discussions to resolve the issue which is the subject of the appeal).  

 An appealable decision is one that is deemed to significantly affect the education, health or 
safety of a student:  
a) disciplinary suspension from school for a period of more than five (5) consecutive days  
b) suspension from school for a health condition  
c) grade promotion or graduation  
d) any other decision that significantly impacts the present or future educational program of the 
student. 

1. School-Level Appeal (Step 1):  

 Raise the concern with the person who made the decision (e.g., a teacher or principal).  

 If the issue cannot be resolved informally, parents or students can make a formal request for the 
decision to be reviewed by the school administration by submitting a written Application of 
Appeal.  

2. Board-Level Appeal (Step 2):  

 If the issue is not resolved at the school level, parents or students may submit a formal appeal to 
the school board directors.  

 The appeal will be reviewed by the board. If after considering all the facts of the case, the issue 
cannot be resolved, the board will request support from an ISABC. 

3. Ombudsperson-Level (Step 3):  

 If the appeal is not resolved at the board level, it can be brought to the attention of an ISABC 
Ombudsperson.  

 The complainants will be informed that the role of the Ombudsperson is to determine if the 
processes used have been fair and impartial, not to substitute his/her judgment for that of the 
Board of Directors. 

  

  

 



 

 

 

 

 

APPLICATION OF APPEAL 

1. Information about the person bringing the appeal or application for reinstatement: 
 
Name of Parent or Guardian 

First: 
Last: 

 

Address including Postal Code: 

 
 

 

Home/cell phone: 

 
Work phone: 

 
 

Student Information 

First: 
Last: 
DOB (year/month/day): 
Grade: 

 

2. Please list the employee(s) who were involved the decision that is being appealed: 

Employee Name:  
 
Employee Position: 
 

 



 

3. State the decision: 

 
 
 
 
 

 

4. Please provide information about the decision being appealed: 

 
 
 
 
 

 

5. Give Reasons for appealing the decision including any policies you deem relevant to the 
situation: 

 
 
 
 
 

 

6. Suggest a solution that would satisfy you: 

 
 
 
 
 

 

Signature of the Parent / Guardian: 
 
 
Date: 
 
 

 

 

 



CHILD ABUSE PREVENTION POLICY   

1. Definitions and Types of Abuse  

 Physical Abuse: a deliberate, non-accidental physical assault or injury by an adult or 
significantly older or more powerful child that results in, or is likely to result in, physical harm to 
a child.  

 Sexual Abuse: the use of a child for sexual gratification by a person in a position of trust 
and/or authority, or by a significantly older or more powerful child. It includes sexual touching, 
menacing or threatening sexual acts, obscene gestures, or deliberate exposure of the child to 
sexual activity or material.  

 Emotional Abuse: a pattern of destructive behavior or verbal attacks by an adult on a child. 
Typical behaviors may include rejecting, terrorizing, ignoring, isolating, humiliating, insulting, 
scapegoating, exploiting or corrupting a child.  

 Neglect: failure to provide for a child's basic needs: food, clothing, adequate shelter, supervision 
and medical care. Neglect is the form of abuse most frequently reported to the Ministry of 
Children and Family Development.  

 Sexual Exploitation: permitting, encouraging or requiring a child to engage in conduct of a 
sexual nature for: stimulation, gratification or self-interest of another person; prostitution; or 
production of material of a pornographic nature. 

2. Legal Duty to Report  

 All staff and board members associated with the school are mandatory reporters. 

 Any suspected child abuse shall be brought to a child welfare worker by the mandated 
reporters. If uncertain that abuse and/or neglect has, is, or will occur; a child welfare worker 
should still be notified to make the determination. 

 The legal duty to report overrides any duty of confidentiality, except a solicitor-client 
relationship or where provisions of the Youth Criminal Justice Act apply.  

 A “child welfare worker” is a person delegated under the CFCSA to provide child welfare 
services, including responses to suspected child abuse and neglect • In British Columbia, under 
the CFCSA, a child is anyone under the age of 19 

3. Appointed School Official 
 

 At least two ‘Appointed School Officials’, a primary and an alternate, will be appointed who are 
responsible for working with childcare workers to determine whether a child has been harmed 
by someone who works or volunteers at the school, or works on contract for the school. The 
person may be required to: 

 



 investigate where appropriate on behalf of the school authority  
 ensure a safe school environment during investigations 
 consult with the child welfare worker and/or police  
 ensure that no school employee interferes with any investigations 
 communicate with parents with respect to actions taken by the school authority 
 report to the Commission for Teacher Regulation, Teacher Regulation Branch, Ministry of 

Education, when the School Authority dismisses, suspends or otherwise disciplines a certified 
teacher or school principal (Independent School Act section 7 and 7.2)  

 refer student(s) for counseling according to the school’s policies. 

4. Preventive Measures  

 Screening of staff and volunteers: Background checks will be conducted to prevent 
individuals with histories of abuse from working with children.  

 Training and education: Regular workshops will be held for staff, parents, and children about 
recognizing abuse, setting boundaries, and understanding children's rights.  

 Child empowerment programs: Children will be educated on how to recognize inappropriate 
behavior and encouraging them to speak out.  

 Open classroom door policy: Parents, directors and other staff will frequently enter 
classrooms unannounced. 

5. Procedures for Reporting  

 The reporter shall immediately create a written account of suspected abuse which will include 
the name of the perpetrator, the victim, time, day, location, act and list potential witnesses.  

 Reports will be handled promptly, and victims will be protected during the process.  

 The school will provide support for those making reports, including whistleblower protections to 
prevent retaliation.  

6. Response to Allegations  

 An immediate investigation of allegations by trained professionals will ensue.  

 The child and their family, will receive immediate support, including psychological counselling.  

 The school will coordinate communications with law enforcement and child protection 
agencies.  

 The alleged abuser is promptly removed from situations involving children during the 
investigation.  

7. Rehabilitation and Support Services  

 Therapeutic support and counseling will be offered to children who have experienced abuse.  

 Rehabilitative programs will be in place for families or caregivers to prevent future abuse.  



 Support will be given to reintegration the child into school, community, and social settings after 
the abuse is addressed.  

8. Organizational Accountability  

 The school will have regular reviews of the policy and its effectiveness.  

 There will be transparency to all pertinent parties involved about cases where abuse occurred 
within the school.  

 The school will engage with community stakeholders, including parents, educators, and law 
enforcement, in creating a safer environment for children.  

9. Additional Resources 

 The BC Handbook for Action on Child Abuse and Neglect: 
https://www2.gov.bc.ca/assets/gov/public-safety-and-emergency-services/public-
safety/protecting-children/childabusepreventionhandbook_serviceprovider.pdf 

 Helpline for Children: Phone # 310-1234 from anywhere in BC (no area code needed)   
 Ministry of Children and Family Development Child Protection Publications: 

http://www.mcf.gov.bc.ca/child_protection/publications.htm   
 Safe, Caring & Orderly Schools resources: http://www.bced.gov.bc.ca/sco/resources.htm 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



STUDENT CONDUCT/STANDARDS/DISCIPLINE POLICY   

Student Responsibilities  

A student, as a partner in education, has the responsibility to:  

a) Attend school regularly and punctually.  

b) Be ready to learn and actively engage in and diligently pursue their education.  

c) Ensure that their conduct contributes to a welcoming, caring, respectful and safe learning 
environment that respects diversity and fosters a sense of belonging.  

d) Respect the rights of others in the school.  

e) Refrain from, report and not tolerate bullying or bullying behavior directed toward others in the 
school, whether it occurs within the school building, during the school day or by electronic means.  

f ) Comply with the rules of the school and the policies of the school board.  

g) Co-operate with everyone authorized by the board to provide education programs and other 
services.  

h) Be accountable to the teachers and other school staff for their conduct.  

i) Positively contribute to the school and community. 

Smartphones 

Vernon OAK Elementary is a smartphone-free and smart device-free environment. All devices are to 
be left at home or kept in the office during the time the students is on school grounds. 

As such, the following expectations for students apply: 

If a phone or personal internet-connected device is seen or heard by a staff member on school 
property and during school hours, the response can include the following:  

Confiscation for the durations below:  

 First offense: device is returned to parent of student at the end of the day.  
 Second offense: device returned to student at the end of the week.  
 Third offense: device is returned to student at the end of the month.  

Other disciplinary measures:  

As determined by school administration, up to and including removal of the device from the property. 

Where the period of confiscation exceeds the time remaining in the school year, the device will be 
returned on the final day of school.  

Reasonable exceptions to this policy may be made by school administration for students requiring 
accommodation (e.g. where technology is a necessary aid for audio or visual impairment). 



Tardiness and attendance   

Students should strive to achieve 100% attendance in school, except as necessitated by illness, and 
should arrive on time and ready for class.   

Parents should notify the school office of pupil absences or late arrivals. In the case of illness, parents 
should phone or email the school office on the first day of absence and then each day thereafter and 
explain the reason for the absence.  

The school will contact parents daily if they fail to inform the school of an absence.  

To the greatest extent possible, family holidays, as well as routine medical or dental appointments, 
should be scheduled during break times or during professional development or organizational days to 
avoid unnecessary absences.   

Unjustified absences or willful late arrivals to class will trigger disciplinary actions as determined by the 
school administration.   

The school administration shall determine whether the circumstances of a student’s absence are 
excused or unexcused.  

Where there is a persistent pattern of unexcused absences and late arrivals such that the child’s 
attendance falls below 90%, a meeting with families will be held to discuss strategies to raise the 
attendance of the child.   

Pupils who are out of school for a long period due to severe illness or other authorized circumstances 
will be provided with optional readings and schoolwork to carry out at home to avoid falling behind. 

Preparedness   

Students are expected to arrive at class prepared with their necessary school supplies, textbooks, and 
other items as required by their teacher.  

Students must arrive at school wearing the approved uniform and must always remain in uniform while 
on campus.  

To ensure that they arrive to class ready to learn, students are responsible to ensure a regular and 
adequate sleep schedule (i.e. 9-12 hours/night) and should minimize or avoid the nocturnal use of 
electronic devices. 

Uniforms and Grooming Policy  

Vernon OAK Elementary is a distinctive community bound together by a shared goal of seeking moral 
and intellectual excellence in a spirit of friendship. Our school uniform is a visible expression of this 
ideal. Our students are part of a united community of learners, whose purpose transcends differences 
in socio-economic status, ethnic, religious, or racial background. In wearing their uniforms, students 
experience a sense of pride and belonging and are reminded of their obligation to represent their 
school community well.  



School uniforms serve several other important functions. They foster an environment that is conducive 
to learning by removing potential sources of distraction, anxiety, and peer competition. A uniform, 
properly fitted, worn and cared for, demonstrates respect for others and for oneself. By cultivating good 
outward habits in dress and decorum, students begin to internalize these habits.  

Finally, uniforms can encourage students in the development of an authentic personality, defined not 
through artificial expressions of individuality, but through the cultivation of inner virtues, talents, 
interests, habits, and traits that comprise genuine character. 

Enforcement of school uniforms:  

Students are expected to always comply with uniform requirements while on school property.  

Exceptions will be provided for concerts and performances, co-curricular or extra-curricular activities 
where a change in dress is required, semi-formal events, casual days, and other explicitly approved 
occasions.  

Should a student fail to adhere to the uniform policy, as determined by the principal, their 
parent/guardian will be notified, and a change in clothing may be required. As this can interfere with 
learning and create discomfort for the student, parents are expected to familiarize themselves with the 
uniform and grooming policies and ensure that their children arrive at school in the proper attire each 
day.  

Parents are expected to provide their children with the appropriate uniform attire. Families that require 
financial assistance in purchasing appropriate uniform items should advise the school administration at 
least two months prior to the start of the school year.  

School administration shall have ultimate authority in determining whether a uniform is being worn 
appropriately and the dress code adhered to, and decisions will be final. Students may be subject to a 
warning, demerit, detention, and possible removal from the classroom if not in compliance with the 
school dress code. 

Academic Integrity  

Cheating, plagiarism, and academic dishonesty are prohibited.  

Prohibited Substances  

The use of drugs, alcohol, and tobacco on school property is forbidden.  

 

  

 

 

 



         

        

         

 

 

 

 

 

      APPLICATION FOR STUDENT ENROLLMENT 

Student Information 

Last name: 
 
 

First name: Middle name: 
 

Date of birth (mm/dd/yyyy): 
 
 

Proof of age used: Current grade: 
 

Student cell phone #: 
 
 

Student email address:  
 

Street address: 
 
 

City: Postal code: 
 

Does the student have any 
behavioral problems? 
 

Has the student previously attended a 
school in BC? 

If yes, which school? 
 

Last school attended? 
 
 

Parent approval to request student file 
form previous school? 

 
 

 

Family Home 

Do both parents/guardians live at home with the student? 
 
Does the student live with only one parent/guardian? 
 
Do the parents/guardian live separately and does the student live in two locations?  
 

 



Family Income      Name of student__________________ 

Please indicate in the above right-hand corner of the first page which one best describes the student’s 
family income. Family income will be verified using T4 documents or equivalent. 

Do the family earnings come from one or two sources of income? 
 

 

Category 1: Total family gross income is less than $100,000 / year 

Category 2: Total family gross income is between $100,000 - $150,000 / year 

Category 3: Total family gross income is more than $150,000 / year 

 

Parent / Guardian Information 

Parent / Guardian #1 
 
 

Last name: 
 

First name: 

Primary phone #: Cell phone #: 
 
 

Work phone #: 

Lives with student? Relationship: 
 

Can pick up student? 
 
 

Address if different from 
student: 

  
 
 

Parent / Guardian #2 
 
 

Last name: 
 

First name: 

Primary phone #: Cell phone #: 
 
 

Work phone #: 

Lives with student? Relationship: 
 

Can pick up student? 
 
 

Address if different from 
student: 

  
 
 

 

 

 

 



Siblings       Name of student__________________ 

Name: School: DOB: 
 

Name: School: DOB: 
 

Name: School: DOB: 
 

Name: School: DOB: 
 

 

Medical Information      

Student BC Services Card #:   
 

Does the student have medical 
conditions? 
 

If yes, please list Treatment, if available: 
 

Does the student have any life-
threatening allergies? 
 
 

If yes, please list Treatment, if available: 
 
 

Does the student have any non-
life-threatening allergies? 
 

If yes, please list 
 
 

Treatment, if available: 
 
 

 

Emergency Contact 

#1: First/Last Name 
 

#2: First/Last Name 

Relationship: 
 

Relationship: 

Phone Number: 
 

Phone Number: 

Can this person pick up the student? 
 

Can this person pick up the student? 

 

SIGNATURE FROM BOTH PARENTS/GUARDIANS (required): 

#1: 
 

#2: 

 

 

 



Application process 

 Prior to submitting an enrolment application, all prospective families will be required to 
participate in a tour of the school and attend a presentation where they will learn about the 
school’s philosophy, approach to curriculum, teaching methods, and expectations for students 
and parents. 
 

 If after having attended the presentation, parents deem that the school’s philosophy and aims 
align with their own, they will be invited to apply. 
 

 All applications will be entered into a lottery other than those of siblings of already enrolled 
students and children and grandchildren of founders, staff and instructors. Those children will 
automatically be accepted.   
 

 Students who are not selected will be placed on a wait list. Each grade level shall have its own 
wait list and wait lists positions will be reset annually. 
 

 If the number of applications is below classroom capacity of 24 children, parents from 
surrounding communities (Armstrong, Lake Country & Lumby) will be invited to apply. 
 

 In the school’s first year of operations, priority status will be given to families who showed 
interest in the school during the conceptional stage. 
 

 The application process will solely be conducted by the board of directors. 
 

 There will be no parent or student interviews to qualify a child for enrollment. 
 

 1/3 of the students at Vernon OAK Elementary will come from each of the three Family Income 
Categories as shown above. 
 

 An approximate equal number of girls and boys will make up each grade. 
 

 Tuition fees will be as follows: 
 
Category 1:   no tuition 
Category 2 & 3:  Three percent of gross family income for first child, two percent for second 
child, one percent for third child and no tuition for any additional siblings. 
  
 

       



HARASSMENT AND BULLYING PREVENTION POLICY  

Purpose of this Policy 

The purpose of this policy is to prevent bullying and harassment for students attending Vernon OAK 
Elementary School. The school is committed to creating a safe, caring, respectful and inclusive learning 
environment through education, reporting, and support mechanisms and using the Expect Respect 
and a Safe Education (ERASE) Strategy.  

Zero Tolerance  

There will be zero tolerance for harassment, intimidation, threatening behaviors, or bullying of any type 
whether verbal, physical, emotional, or cyberbullying. This extends to harassment based on race, 
gender, culture, sexual orientation, gender identity, disability, or other characteristics.  

The only acceptable behavior while at school or school-related activity, or while engaging in any 
activity that impacts the school environment, is one that does not threaten any other student’s safety 
and well-being. 

Reporting Mechanisms  

Students and parents can report bullying and harassment incidents through school channels or via the 
ERASE Reporting Tool.  

Reporting processes: 

 Education & Awareness: The school will provide students, staff, and parents with information 
on recognizing, preventing, and addressing bullying and harassment. This will include 
workshops, classroom sessions, and resources for students.  

 Intervention & Support: The school will intervene in bullying situations and provide support 
to both victims and perpetrators. Counselling, restorative justice practices, and disciplinary 
measures will be applied depending on the severity of the case.  

 Discipline and Consequences: Consequences for bullying vary based on severity and can 
include suspension, expulsion, and police involvement for criminal behavior such as threats or 
physical harm. A student’s age, maturity and disabilities will be taken into consideration.  

First offence:   the student will be spoken to and asked to apologize. 

Second offence: the student will be asked to reflect on how their behavior has affected the 
other person and the school community, and if age-appropriate, will write a 
letter of explanation. There will be a meeting with parents to determine the 
underlying cause of bullying. 

Third offence: the student will be asked to off-set the disruption by making a positive 
contribution by doing community service. There will be a second meeting 
with parents. 

Fourth offence: the student will be suspended from school.     



3. Inclusive Schools Act  

 All children are welcome at the school (including LGBTQ+ students) and will receive equal 
protection from bullying. 

 We will focus not on what makes people different but rather on what makes us the same. 
Focusing on differences puts value on it, as if it is important, when in fact it is not. What is 
important are the things that make us human. The things we share and have in common; the 
things that make us one. We all share the same emotions and want the same things in life. We all 
want to be loved, accepted and respected. We will teach children that there is only one category 
that is important, and that is humanity, to which we all belong. And what helps you will help me. 

PRIVACY POLICY 

The collection, use and disclosure of student, teacher and parent information collected by the school 
will be regulated by PIPA (Personal Information Protection Act).  

Personal Information 

 The school will not collect, use or disclose personal information without the consent of the 
individual (unless otherwise permitted under the Act). 

 Before personal information is collected about an individual, the school discloses to the 
individual verbally or in writing the purposes for the collection and, on request, contact 
information.  

 The school will only collect, use or disclose personal information for the purposes that a 
reasonable person would consider appropriate and that fulfill the purposes that are disclosed or 
are otherwise permitted under the Act. 

 Personal information will not be disclosed to third parties (including companies or external 
organizations) without proper consent, except in specific cases permitted by law.  

This means the school will: 

 Advise students, parents and employees what personal information is specifically being 
collected 

 Be transparent about the use and disclosure of personal information 

 Obtain consent for the collection, use and disclosure of personal information 

 Only use and disclose the information in accordance with stated purposes 

Additionally, students, parents and employees have the right to access their own personal information 
held by Vernon OAK Elementary. Any complaints about how personal information is being handled can 
be investigated by a commissioner under PIPA.  

A staff member will be assigned to be responsible for creating and maintaining PIPA-specific policies 
and processes to be followed, including a process for responding to complaints about compliance with 
PIPA.  



Security of Student Records:  

 Student records are confidential, and access is limited to authorized school personnel, students 
(or parents/guardians of minors), and others with the student’s consent. Students have the right 
to request corrections if the information is inaccurate or incomplete.  

 Records will be securely stored and protected.  

 Parents and guardians have the right to access their child's personal information and school 
records unless there are legal restrictions.  

 Physical, administrative, and technological safeguards will be put in place to prevent 
unauthorized access, theft, or misuse.  

Online Privacy and Technology Use:  

 The school will inform parents and students about the use of digital tools (such as online 
learning platforms or third-party apps) and the associated data privacy considerations.  

 Consent will be required before students' personal information can be shared with third-party 
technology providers.  

Data Retention and Disposal:  

The schools will have clear guidelines on how long personal information is kept and the proper 
methods for its secure disposal once it is no longer needed.  

Breach Notification:  

In the event of a privacy breach, the school will take appropriate steps to contain the breach, notify 
affected individuals, and report the incident to relevant authorities.  

  

LEARNING RESOURCE POLICY 

How Learning Resources are Chosen 

The learning resources requirement is authorized under the authority of the Independent School Act. 

The Ministry of Education no longer conducts evaluation processes to recommend learning resources, 
leaving the responsibility to the school authority. This policy sets out the procedures that determine 
how learning resources are chosen, as well as how concerns or challenges will be addressed by Vernon 
OAK Elementary School.  

Definition of Learning Resources  

Learning Resources are texts, videos, software, and instructional materials that teachers use to assist 
students to meet the expectations for learning defined by provincial and local curricula. This policy is 
specific to learning resources which form the core program collection of resources. 



Learning resources used in the classroom will be evaluated and approved by Vernon OAK Elementary 
School with consideration given to curriculum fit, pedagogy, social considerations, age and 
developmental appropriateness, as well as the school authority’s philosophical and cultural beliefs. 

Learning Resources Approval Process  

Vernon OAK Elementary will encourage teachers to utilize education media that has been formally 
evaluated before being used in the classroom. The evaluation process involves a minimum of two 
school authority representatives, one of whom is a practicing teacher with at least three years’ 
experience, preferably in grade level and subject area for which the resources are to be used.  

The recommended scope of professional learning resources for review includes Primary (Gr K-3), 
Intermediate (Gr 4-6), Middle (Gr 7-8) and Secondary (Gr 9-12). 

Evaluation Criteria 

The evaluation criteria used in determining appropriate learning resources for the school will include, 
but are not limited to:  

 Supporting the learning standards and outcomes of the curriculum   
 Assisting students in making connections between what they learn in school and its practical 

application in their lives   
 Addressing developmental and age appropriateness   
 Having effective instructional and technical design   
 Meeting the requirements set by copyright and privacy (PIPA) legislation  
 Suitability based on the pedagogical, social, philosophical, cultural and/or religious values of 

Vernon OAK Elementary 

Evaluating resources from the perspective of pedagogical, social, philosophical, cultural 
and/or religious values will: 

 Encourage understanding and promote positive social attitudes and respect for diversity and 
individual differences  

 Ensure that BC students will see themselves and their life experiences, within a free, pluralistic, 
and democratic society and evidenced in the learning materials they use in their classroom 

 Identify potential controversial or offensive elements that may exist in the content or 
presentation, and highlight where resources might support positive social attitudes, diversity, 
and demonstrate tolerance and respect for individual differences. 

Resource evaluation will be based on one or more of the following inclusion criteria:  

 age   
 multiculturalism and diversity   
 accessibility   
 beliefs and values   
 cultural attributes  
 socio-economic factors   
 humour   



 ethical and legal considerations   
 language   
 course content, skills, and competencies   
 respect for individual differences   
 violence   
 social responsibility   
 democratic principles   
 service learning  
 pedagogical perspectives 

Authority Approval  

The Board of Directors will approve resources used by Vernon OAK Elementary School which then 
become recommended resources for a five-year period unless they are withdrawn. The authority may 
continue to use the learning resources after five years if the authority grants an extension of an 
additional five-year period. Learning resource approval is confirmed by a motion(s) passed by the 
Vernon OAK Elementary school. 

Withdrawal of a Recommended Learning Resource  

Learning Resources will maintain a recommended status for five years, after which continued status 
will be subject to, but not limited to, criteria such as curriculum relevance, currency, and availability.  

The recommendation of withdrawal will be made by a committee of at least two representatives of 
Vernon OAK Elementary School, one being a practicing teacher with at least three years’ experience 
preferably in grade level and subject area for which the resources are used. 

The recommended scope of professional learning resources review will be Primary (Gr K-3), 
Intermediate (Gr 4-6), Middle (Gr 7-8) and Secondary (Gr 9-12).  

A learning resources withdrawal will be confirmed by a motion passed by the Vernon OAK Elementary 
School Board of Directors.  

Challenge to the Use of Authority Recommended Learning Resources  

Challenges to the use of authority recommended learning resources must be made in writing to the 
(principal/superintendent/head of school), identifying the learning resource and stating the reason 
why the resource(s) may not be suitable.  

Challenges will only be accepted from individuals in the school community whose children are directly 
engaged with the learning resource(s), educators who use the resource(s) or staff.  

Within 14 days of written receipt of a learning resource challenge, the principal will convene a meeting 
of a committee, consisting of a minimum of three representatives of Vernon OAK Elementary School, 
one of whom must be an administrator and another a practicing teacher. The practicing teacher must 
have at least three years of experience in the grade level(s) and subject area(s) for which the resource is 
used.  



Based on the committee’s recommendation, the authority may dismiss the challenge, raise the 
awareness of the implications of using the resource with the teaching staff, communicate with the 
publisher and/or withdraw the recommended resource from further use in the school.  

The individual issuing the challenge will be notified of the committee’s decision in writing within 14 
days of the decision. 

Sources of Learning Resources  

Vernon OAK Elementary may use the services of the Education Resource Acquisition Consortium 
(ERAC) to assist them in choosing or approving learning resources.  

 

TESTING DRINKING WATER FOR LEAD CONTENT POLICY  

This policy is to protect students, staff, and the community from potential health risks. Lead exposure, 
especially in young children, can lead to significant health problems. 

Provincial Guidelines  

BC schools follow guidelines established by both the Ministry of Health and the Ministry of Education 
to ensure that drinking water is safe. These guidelines are based on recommendations from Health 
Canada regarding acceptable lead concentrations in drinking water.  

Lead Testing Frequency  

 Regular testing: testing for lead content in the drinking water shall be done annually or more 
frequently if mandated by the local health authorities.  

 Flushing protocol: if lead is detected, Vernon OAK Elementary will implement a daily water 
flushing practice. This will involve running the water at fixtures, such as taps and fountains, for a 
set time to reduce lead concentration.  

Acceptable Lead Levels  

 The acceptable level of lead in drinking water, according to Health Canada, is 5 parts per billion 
(ppb).  

 If tests reveal lead concentrations higher than the guideline, Vernon OAK Elementary will take 
action to reduce or eliminate exposure.  

Mitigation Strategies  

Remedial actions will be taken if high lead levels are detected. This will include:  

 Flushing water systems: Flushing pipes reduces stagnation, where lead accumulates.  

 Replacing plumbing: Replace old pipes, faucets, and other components that contribute to lead 
contamination if required.  



 Installing filters: Use of water filtration systems to remove lead from the drinking water where 
necessary.  

 Using bottled or alternate water sources: If immediate action is needed, Vernon OAK 
Elementary will provide bottled water and restrict access to contaminated water sources.  

Communication with Parents  

Parents and the broader school community will be informed about water testing results if elevated lead 
levels are detected. Parents will be notified about the steps that will be taken to ensure the safety of 
drinking water.  

Funding and Support  

Vernon OAK Elementary will request funding from the BC government for necessary testing and 
remediation if required such as updating plumbing systems, installing filtration devices, and ensuring 
regular testing is maintained.  

Oversight and Accountability  

Local health authorities and the school board are responsible for overseeing compliance with water 
quality standards.  

  

 SCHOOL CLOSURE POLICY 

Steps to limit the impact of the school’s closure on the school’s community 

Three Considerations: 

1. Planning 
2. Communications 
3. Awareness of legal and other requirements 

School Closure Risk Mitigation Plan 

Reasons for closure: 

 Financial shortfall 
 Enrollment decline 
 Damage to school 
 Suspension or cancellation of a school’s Certificate of Group Classification by the Inspector of 

Independent Schools 
 Sale or repurposing of school premises by owner 

Only when exceptional circumstances make the continued operation of this school impossible will the 
school close while instruction is underway or is just about to begin. All efforts will be made to close the 
school at the end of the year and after all courses are complete and student marks are finalized, 
recorded and communicated to students and submitted to the Ministry. 



In the event that Vernon OAK Elementary School must close, the following steps will be taken: 

1. A school closure plan will be sent to the Independent Schools Office at the Ministry of 
Education and Child Care at the following email address: 
EDUC.independentSchoolsOffice@gov.bc.ca. 

2. As soon as a decision has been made to close the school, an initial notice to the 
Inspector of Independent Schools and the local school district(s) will go out, as well as 
the Federation of Independent School Associations. Students, families, and staff will also 
be informed in a timely fashion, enabling sufficient time for those groups to react to the 
school’s pending closure. 

Communications 

After initial notification, the Inspector will be provided with formal written notice of closure from the 
school that provides the following information: 

 the name of the school or authority representative that will oversee the school’s closure, 
including email, phone and cell phone details 

 timing of the school’s closure 

 confirmation that the students, families, and staff have been informed of the closure 

 confirmation that the local school district(s) has been advised of the school’s closure and the 
expected number of students who may be enrolling with the district 

 confirmation that student course work and progress assessments have been completed, 
communicated, and submitted to the Ministry 

  confirmation that transcripts have been sent to the receiving schools 

 confirmation that refunds have been provided in accordance with the school’s fee refund policy 
to families for educational programs not completed or begun 

 steps taken to assist students to find placement in other educational programs and to assist staff 
to find other employment 

 confirmation that the school’s website, social media accounts, and other publications have been 
updated to reflect the school’s impending closure (all online publications should be further 
revised to reflect the school’s closure after the last day of classes). 

 

Educational continuity and student records 

Impact on students and families will be minimized by: 

 timing closure for the end of the school year, term, or semester, if possible 

 ensuring that all student records have been maintained and are up to date as required 

 submitting TRAX files to the Ministry, where appropriate 

 assisting students to transition to new schools 



 transferring Permanent Student Records to new schools or the Ministry of Education and Child 
Care as outlined in the Student Records Order.  

 If the school closes after the completion of classes, Permanent Student Records will still be sent 
to the Ministry as required in the Student Records Order and assistance for students 
transitioning to other schools will be provided 

 Ministry staff will be notified of the need to transfer records so that arrangements can be made 
for the secure transfer of electronic and physical records to the Ministry.    

 In accordance with the Personal Information Protection Act, plans will be made for the final 
disposition of any records containing personal information that are not required under the 
Student Records Order to be transferred to other schools or the Ministry. 

Employment matters 

 Vernon OAK Elementary will ensure compliance with all applicable provincial or federal 
employment legislation and requirements including severance and wages. 

 Teaching staff will be made aware of the Make-a-Future website which lists teaching positions 
in B.C. schools. 

School fee refunds 

Vernon OAK Elementary will be solely responsible for issuing refunds. 

If the school’s closure results in an interruption in the educational program, such as classes not being 
completed and final marks not being assigned, a full or partial refund in alignment with the school’s 
refund policy will be given.  

Grants and outstanding debt 

Depending on the timing of the closure and information provided in the ES Audit, a portion of the 
grant funding may need to be repaid.  

Vernon OAK Elementary will be solely responsible for any outstanding debts or other financial 
encumbrances it has upon closure. 

Dissolution of authority 

The Vernon OAK Learning Society is responsible for any processes relating to the dissolution of the 
society and will seek its own legal advice regarding dissolution. 

Acquisition or transfer of a school 

Vernon OAK Elementary will inform the Inspector of Independent Schools in writing of the intent prior 
to an acquisition/transfer, and both parties must consent in writing to the transfer prior to the request 
being submitted to the Inspector.  

 

 



STUDENT RECORDS POLICY 

The student records policy exists to ensure that the history of a student’s education program is 
correctly documented. A ‘student record’ is the information in written or electronic form in respect of a 
student. However, in accordance with PIPA, the school will not collect, use or disclose personal 
information without the consent of the individual.  

The student record contains the following: 

1. The Permanent Student Record (PSR) 
2. A student file that contains: 

 All documents listed as inclusions on Form 1704. These include medical alert 
conditions, legal alert issues, student information (legal name, usual name, 
Personal Education Number, DOB, gender, birth country and the initial date of 
entry in the BC school system), school history, support services information, 
award information, attendance and any other relevant details that would assist an 
educator in helping a student. 

 a document verifying the information about the student’s parent or guardian in 
respect to the student’s eligibility for funding 

 a copy of the student’s current Student Learning Plan, if one exists 
 a copy of the student's Individual Education Plan (IEP), if one exists 

3. Copies of a minimum of the two most recent years of Student Progress Reports or an 
official transcript of grades 

4. Other information may include care card numbers, emergency contact numbers, 
doctor’s name and contact information, allergies and medications and serious student 
discipline report. 

Sensitive Student Record Information 

If there is any information deemed highly confidential it will be treated as such by all staff. It will be 
stored where only the school principal or persons authorized by the principal can access them. This 
may include: 

 psychiatric reports  
 family assessments  
 referrals to or reports from school arranged counseling services  
 record of a school-initiated report of alleged sexual or physical child abuse made to a child 

protection social worker 

Legal alerts and court orders 

If a court order is in effect, it will be noted in the student record with a removable sticker or pencil 
check.  

Managing the student records 

Information will be updated as it changes and will be the responsibility of the school administrator 
under the supervision of the principal. 

Permanent Student Records will be securely stored, and any electronically stored data will be backed 
up in case of system failure. 



Examination of Student Records 

A student, and the parents of that student, are entitled to: 

1. examine all records pertaining to that student while accompanied by the principal or a 
person designated by the principal who can interpret those records 

2. request to receive a copy of any student record 

While disclosures may be made to parents/guardians regarding their children/students in accordance 
with PIPA, disclosures will not be made that would reveal private information about other students or 
individuals. 

Granting access to student records other than to parents and students 

Student records may also be disclosed to: 

1. professionals who are planning for, or delivering education, health, social or other 
support services to that student 

2. school authority’s insurer to defend any claim/potential claim  

Professionals and insurers must ensure, in writing, that they will: 

a. maintain privacy of the student and the student’s family with respect to matters disclosed in the 
record 

b. not use or disclose the information in the student record except for the specific purposes for 
which the information is provided. 

Retention Period 

The school shall retain the Permanent Student Record of students for 55 years from the date the 
student withdraws or graduates from school. 

Document Transfers 

The school will transfer the Permanent Student Record, the current Student Learning Plan (if any), and 
the current IEP (if any) upon receipt of a request from an authority or board where the student is 
enrolled. This includes requests from educational institutions outside of the province. However, for out 
of province requests, a photocopy of the PSR will be sent and the original PSR will be retained. 

Transfer of any sensitive, confidential information will only occur after written, dated and signed 
parental/guardian and student consent has been obtained to do so. 

A written account of all student record transfers will be kept which will include student name, date of 
birth, name and address of receiving school and date of record transfer. 

If the school closes and there are any Permanent Student Records that have not been forwarded to 
another authority or board in British Columbia, they will be transferred to the inspector within 60 days. 

 

 



STUDENT SUPERVISION POLICY 

Student supervision is critical to ensuring a safe, caring, orderly and inclusive learning environment. 
The principal, including other school administrators, teaching staff, employees, and adult volunteers are 
responsible for monitoring students to ensure safety and to promote positive behavior. 

This policy is applicable to all school administrators, teaching staff and other employees within Vernon 
OAK Elementary and adult volunteers approved by the school administration. 

The responsibilities for supervision extend to all activities within the school and on school-related 
property including during field trips and any other school-sponsored event. 

Non-instructional time 

Non-instructional time is that time before classroom instruction begins or after classroom instruction 
ends. It occurs at transitional times before and after school and during recess and lunch breaks. It also 
takes place during any unexpected occurrences such as emergency evacuations. 

Policy directives 

1. The principal (or administrator assigned by the principal) shall establish and approve a 
schedule of supervisory duties for teaching staff so that continual supervision of students 
within the school building and on school grounds can be maintained throughout the 
school day.  

2. In line with the administrative procedures for this policy, the principal can determine the 
need for supervision and change the schedule to ensure the safety of students.  

3. Supervision of students during instructional time is the responsibility of the classroom 
teacher(s) assigned to each group of students.  

4. Supervision duties shall clearly indicate the areas to be supervised. 
5. Supervision extends to athletic events, approved excursions off school property and any 

form of extracurricular activity.  
6. The lead supervisor for all school-sponsored events shall be a teacher who is under 

contract with the department.  
7. The principal approves all volunteers and volunteer services can only be provided for 

activities and events for which a teacher supervisor has been assigned.   
8. In preparation for emergency evacuation situations, the principal shall arrange specific 

supervision schedules for students with special needs. 

Supervision on school grounds 

1. The principal will construct a schedule of supervisory duties so that continual supervision of 
students within the school building and on school grounds can be maintained. The principal 
shall take into consideration the number, age, and abilities of students; facilities and 
equipment, and areas which may pose elevated risk.  

2. Supervisory duties include the loading and unloading of school buses and alternate 
transportation vehicles. The principal must ensure adequate supervision of students during 
the arrival of student transportation vehicles, until the last student transportation vehicle 
leaves the school grounds at the end of the day. 

3. The school will communicate supervision times and the expectations, rules and procedures 
for unstructured time to students and parents or guardians on a yearly basis. 



4. Parents or guardians are not permitted to drop off students at school before regular 
supervision times commence, without prior authorization from the school administration. 

5. K-6 students must remain on school grounds or in school during recess and lunch periods. 

Field trips & travelling to and from the Nature Campus 

Field trips/excursions are approved school-related activities that take place off school grounds. They 
include activities where students walk to a destination. 

 The principal will approve all field trips/excursions for their school. 
 The principal will ensure that the lead supervisor for any field trip/excursion is aware of their 

role, responsibilities and limitations; knows who they report to, and who to contact in case of 
emergency, and is familiar with relevant school policies. 

 The teacher is responsible for overseeing the activity; serving as the go-to person for other adult 
supervisors, and ensuring appropriate forms are completed. 

 Another experienced staff person with whom the school administrator is familiar and has full 
confidence in their ability to perform the role, may be assigned instead of the teacher. 

 A record will be maintained of the students who go on a field trip/excursion, and they must be 
accounted for upon arrival at their destination and upon their return.  

 Any volunteer who assists with school-sponsored activities and events will be approved as a 
volunteer by the principal.  

 There will be a minimum of two supervisors per activity or field trip/excursion, regardless of 
the number of participants. 

 Volunteers supervising students must be at least 21 years of age and at least one of them must 
be 25 or older. 

 Volunteers will receive orientation appropriate to the position and the volunteer’s 
responsibilities, limitations/authority and to whom they report will be clearly communicated.  

 The volunteer will be informed of relevant policies, including emergency procedures and 
protocols. 

 Parents or guardians will be informed that the activity, group or field trip/excursion is being 
supervised by a volunteer and will need to sign a consent form. 

 Parents will have full knowledge of student requirements in the areas of risks that may be 
encountered, travel expenses, accommodation, clothing, personal expenses, behavior, 
responsibility for missed work and itinerary. Parent “informed consent” forms, signifying this 
knowledge, must be signed and returned as a prerequisite for participating in a field trip. 
Information concerning medical problems must be directly requested from parents during the 
trip preparation phase. 

 When determining appropriate supervision for a field trip/excursion, the school principal will 
consider the health, safety and security of students, staff and volunteers who are participating, 
and consider the following:  

 The nature of the activity 
 Equipment used 
 Location  
 The ability, experience, characteristics, number, and ages of the student participants. 

Risk assessment 

During the planning stages of a field trip, the coordinator must assess the risks. The following 
considerations must be addressed: 



 In undertaking this field trip how will the risks increase to the safety and well-being of my 
students?   

 What is the nature and the degree of any increased risk(s)?   
 Have I communicated the risks to the parents of my students, and provided an option for the 

parents to withdraw their child from the field trip if they feel the risks are beyond their child’s 
comfort or capacity?   

 Have I minimized the risks to a reasonable level by adjusting my travel destination and 
educating my students of the risks they may face?   

 Can the outcomes involving higher risk activities be achieved in an alternate or safer way?   
 Do I have a signed consent from the parent, stating that they accept the described risks that 

may arise while their child attends the trip?   
 Is it necessary to arrange for certified people to assist with planned activities? 

Preplanning activities 

The trip coordinator must learn the culture, history, geography and topography of the destination. 
There must also be a discussion of the movement of students, expected behaviors and the learning 
outcomes which will be achieved during the field trip. 

Other considerations: 

 Booking personnel who may assist in the trip  
 Arranging for special equipment  
 Identifying volunteers  
 Ensuring a first aid attendant is accompanying the group, if necessary  
 Meeting the volunteer driver requirements  
 Securing criminal record checks 

General regulations 

A suitably equipped first-aid kit will be available on all school bus trips and on all outdoor education 
trips. 

All students will have the opportunity to participate in field trips regardless of financial means. The 
school community will be asked to contribute to cover the cost for a student who are unable to afford 
it. 

Parents and students will be informed prior to departure that a prompt return home at parents' expense 
is a logical consequence if the student is unprepared to accept responsibility for their conduct on a field 
trip. 

Where a child's history suggests that he/she may present a discipline problem on the trip, a meeting of 
the principal, teacher and parents will occur to establish a clear plan for behavior management prior to 
departure.  

Arrangements must be made for the instruction of any students not participating in the trip who are 
normally taught by the teachers involved in the field trip. A minimum of 2/3 of any class must 
participate if the trip is to go ahead. 

 



Volunteers 

A volunteer is a parent, guardian or other person who has made a commitment that has been accepted 
by a school to assist the school by handling a number of tasks, at or for the school, without expectation 
of compensation. 

This policy does not apply to students or to school staff members who volunteer. 

The following rules apply: 

 Volunteers must not be used to provide services that would normally be provided by an 
employee. 

 Volunteers should function as complementary extensions of the staff responsible for the 
teaching/learning situation; they should not undertake tasks that require them to make program 
or educational decisions. 

 Volunteers must not be assigned tasks that would violate the privacy of students or their 
families, and shall not be provided access to student records, except that contact information 
may be provided, where required. 

The principal is responsible for: 

 Defining tasks assigned to volunteers in consultation with the supervising staff member(s) 
 Screening, selection and interviewing where necessary, of volunteers 
 Orientation and training of volunteers 
 Decisions regarding the continuation or discontinuation of a volunteer’s services 
 Overall supervision of volunteers and arranging for specific supervision of volunteers 
 Handling complaints from volunteers 

Screening 

All volunteers must complete a School Volunteer Information/Application Form, including a release to 
allow reference checks to be conducted. 

All volunteers are required to undergo a criminal record check. 

Any individual with a criminal offence or pending charge will not be invited to volunteer at the school. 

No volunteer shall be left alone with children and there will always be a second adult present. 

Interviews, reference checks and criminal record checks shall be documented and shall be considered 
confidential. 

Orientation 

The orientation program for volunteers will be conducted by the principal or designate. The orientation 
process will include: 

 A general orientation to the school.  
 Process of signing in by volunteers.   
 Staff responsibilities with respect to volunteers.  



 Review of school confidentiality protocol.   
 Confidentiality requirements for volunteers.   
 Emergency procedures, including emergency evacuation.   
 School code of conduct and relevant policies, including antidiscrimination and harassment 

policies. 
 Provisions, accident procedures and reporting of incidents. 

Where a volunteer works directly with a student who has a medical condition that could foreseeably 
result in a medical emergency (e.g., anaphylactic shock) to which the volunteer may have to respond, 
the volunteer shall be provided with appropriate information, with the consent of the student’s 
parent/guardian or of the student, if of appropriate age and capacity. If there is no consent, the 
volunteer must not work with the student. 

Volunteers are visitors and must report to the office on arrival at the school, unless other arrangements 
have been made or approved by the principal. 

Schools will maintain a list of volunteers and a log to record the date, name and activity engaged in by 
the volunteer. 

Management of communication during emergencies on field trips 

 A communication captain will be designated:  This individual will be responsible for keeping a 
list of everyone's contact information, including emergency numbers, allergies, and special 
needs.  

 A variety of communication tools will be made available such as cell phones, text messaging and 
online messaging. Whenever possible, a corded phone will be available in case of a power 
outage. 

 Phones will only be used to convey important information and non-emergency calls will be 
limited. 

 A plan for how to communicate with family in case of an emergency will be put in place. 

 A dedicated page on your school's website will be created to publish statements, answer 
questions, and provide contact information.  

 Whenever possible, portable communication tools will be available such as portable Wi-Fi, 
Push-to-Talk (PTT) devices, and Go-Kits. 

Bus safety protocols 

At the bus stop 

Students should be at the bus stop at least five minutes before the scheduled arrival time. They must 
wait in the proper loading zone which is 10 steps back from the road or on the sidewalk and out of the 
danger zone. They must remain still until the bus stops completely. Students should not stop in the 
danger zone if they drop something. They should ask the driver or an adult for help. 

Crossing the road 

 Students must wait for the bus driver's hand signal to cross the road. Look left, right, and left 
again before crossing. Walk across the road to the front of the bus. Students must be sure they 
can see the driver and that the driver sees them. 



Getting on the bus 

Students should use the handrail to get on the bus. They must then find a seat in a timely fashion and 
sit facing forward with their feet on the floor.  

On the bus 

Heads and arms must remain inside the bus window. Additionally, arms, legs, or personal items should 
not be extended into the aisle.  

Exiting the bus 

Students must wait until the bus has come to a complete stop before leaving their seat.  

Parents 

Parents are responsible for their child's safety to and from the bus stop and must provide supervision at 
the bus stop if necessary.  

Sanitation 

It is the school bus operator’s duty to maintain the vehicle in a clean and sanitary condition.  

 

SCHOOL FEE REFUND POLICY 

The school is the first point of contact and is solely responsible for refunds. Authorities at the school 
must be aware of any applicable Ministry policy requirements and any legal requirements for consumer 
transactions relating to fee collection and refunds. 

Appeals of refund decisions will be managed within the school’s own appeal/mediation processes and 
policies. 

Neither inspectors of Independent Schools nor the Ministry of Education play a role in routine refunds. 

Refund policies will be provided to families before any fees are paid and will be published online or 
otherwise made available upon request. 

Refund policies will be fair, transparent and clearly set out. The information includes:  

 under what circumstances refunds will or will not be paid, including closure of the school   
 list any non-refundable fees   
 deadlines for requesting refunds 

The school will collect fees for the current and upcoming school year only and never for multiple years. 

 

 



In the first year of operation, the school refund policy will state: 

‘The Inspector of Independent Schools expects schools with interim Group 1, 2, or 3 certifications to 
have access to enough cash-on-hand to provide fee refunds in the event that the school fails to open or 
fails to receive certification after an initial external evaluation inspection or otherwise closes during its 
first year of operation.’ 

Documentation 

Refund requests will be properly documented including withdrawal forms and proof of payment.  

 

TEACHER EVALUATION POLICY  

Teacher evaluations are both important to ensure students are receiving an education that is in line 
with the school’s philosophy and vision, and to provide feedback to teachers so that they can be 
successful in their roles and achieve professional growth. 

Taking part in a professional growth system that encourages observation, feedback, and conversation 
normalizes a growth mindset, which is an integral part of any evaluation process. Teachers will be 
encouraged to engage in informal conversations on teaching and learning through weekly opportunities 
to observe and share with colleagues what one is currently doing in the classroom. 

Teachers are most successful when they choose a path based on their own individual goals. 

Student evaluation is also extremely valuable as it provides teachers with direct feedback. Students will 
be asked to fill out a simple multiple-choice questionnaire about their teacher. 

Open communication between teachers and school administrators is extremely important. Therefore, 
every first week of November, February and May, teachers will receive a review to discuss the 
following: 

 Accomplishments and challenges of the previous two months 
 What is required for greater success and smoother days ahead 
 Students showing troubled behavior and those who are role models for their class 
 Personal growth goals and support needed to reach those goals 
 Student feedback from questionnaire 
 What will be taught in the next two months 

Teachers will be given a logbook to keep track of the topics that will be discussed at the reviews. 

Reviews will be conducted by the principal and at least one director of the board. 

Continued education, funded by the school, will be offered to teachers so that they can continue to 
become experts in their field and achieve professional growth. 

 

  



PRINCIPAL EVALUATION POLICY  

The purpose of the evaluation is to promote professional growth and accountability. Evaluations will 
provide feedback to the principal and disclose the challenges and success encountered at the Vernon 
OAK Elementary school in order to provide support where needed. 

The principal will receive a review twice per year, one in January and one in May. Reviews will be 
conducted by one or two board members.  Topics to be discussed are: 

 Accomplishments and challenges of the previous 5 months 
 What is required for greater success and smoother days ahead 
 Students showing troubled behavior and those who are role models at the school 
 Personal growth goals focusing on continuous improvement and leadership development and 

support needed to reach those goals 
 Overall growth and goals for the school 
 Teacher performance 
 Leadership standards to ensure the principal is promoting a positive school culture, fostering 

student success, and demonstrating leadership in educational practices 
 Self-assessment outcomes 
 Analysis of school performance data may also be discussed if available 

In addition, a web based on-line assessment tool called a 360° Survey will be used to collect feedback 
from the school community to provide further evaluation details for the principal.  

One or two board members will also meet informally with the principal every month to discuss any 
issues or concerns at the school. The goal is to identify what needs attention and what is required to 
support the principal in making improvements at the school. 

 

EMERGENCY POLICY 

Emergency Drills Policy  

1. Purpose and Objectives:  

 To prepare students and staff for various emergency situations (fire, evacuation & lockdown).  

 To ensure a coordinated response to emergencies, minimizing risk to life and property.  

2. Frequency of Drills:  

 Regular emergency drills will be conducted throughout the school year. Six for evacuations (fire 
or bomb threat) and two for lockdowns 

 

 

   



3. Types of Drills:  

 Fire Drills 

 Lockdown Drills 

 Evacuation Drills  

4. Documentation:  

 The school will maintain record of all drills conducted, noting date, time, type of drill, and any 
observations or areas for improvement.  

Emergency Response Plan  

Risk Assessment  

 It is the role of the principal by law to control or eliminate hazards and establishing a 
School Safety Committee (SSC) 

 The greatest hazards at Vernon OAK Elementary are fire and violence. The main campus 
will be inside a building used for many other purposes. The building is in use as a hotel, 
wellness centre, restaurant and conference centre. Risk of fire and violence increase as 
the number of people increases. 

 The school will be on the main floor of the building only. There will be an emergency 
egress route for each class. 

 The school will be completely protected from other activities and guests visiting the 
building by means of walls and secured doors. However, if a violent person enters the 
school, the students will be put in lockdown.  

 In case of a bomb threat or hazardous material spill, the school will be evacuated. 
 

Response Procedures in case of fire:  

 Activate the fire alarm 
 Lead students through the exit door and proceed to the predetermined muster point.  
 Confirm the location of the fire.   
 Call 911 for Fire Department, providing details of incident 
 Determine whether all staff and students have safely evacuated the school building. 
 Ensure evacuated students are supervised and that they stay in the safe zone until further 

instructions from the principal or school administrator who will be in communication 
with the emergency response team.  

 Check access routes, gates, and fire lanes to ensure they are not obstructed.   
 Inform Fire Department of students/staff waiting in the safe zone outside.  
 Inform Fire Department of names, ages, and possible locations of unaccounted for 

students/staff.  
 Activate School Safety Committee as necessary 

 



Response Procedures in case of threat of violence: 

 Close and lock all doors and windows immediately. If door can’t be locked, block it with 
heavy items, like a bookcase or chairs. 

 If any students remain in the hallways, bring them into the classroom, even if they aren’t 
one of your students. 

 Account for every student in the room. Notify the school administrators and main office 
of any missing students or tell them if you brought in extra students from the halls.  

 Assist those with special needs. 
 Never open doors or windows unless ordered to do so by a safety or school official.  
 Always ask for documentation from authorized personnel to confirm their identity. 
 Turn off all lights and close the blinds or curtains. 
 Instruct all students to stay low and away from the windows and doors. 
 Keep students quiet and out of sight of the doorway inside the classroom. 
 Silence televisions, cell phones and other electronics. 

Response Procedures in case of hazardous material spill: 

 Notify the office immediately.  
 Seal off room by closing doors/windows.  
 Use communication system to announce to all students and staff that a chemical spill has 

occurred and give instructions regarding evacuation or remaining in classroom.  
 Call 911 and tell dispatcher this is a HAZMAT incident.   
 Notify principal  
 If necessary, evacuate the school building by activating the fire alarm system.  
 Ensure that students and staff do not assemble downwind from the escaping fumes.   
 If evacuation is necessary, do not allow anyone to re-enter, even to render first aid, until 

material has been identified.   
 Determine nature, type of material involved, location and size of spill/explosion/ 

accident.  
 Check for adverse medical symptoms (loss of breath, fainting, etc.) and request 

immediate medical attention.  
 Indicate location on a site plan for responding crews.   
 Provide name of First Aid Attendant and location of medical room and supplies.   
 Make available the person or people with firsthand knowledge of products used.  
 DO NOT clean up spills unless familiar with health risks and clean up protocol as per 

Hazmat Manual.  
 Do not release students/staff or re-enter until “All Clear” is issued by the Fire 

Department.  

 

 

 

 



Response Procedures in case of bomb threat: 

 Do not touch or approach a bomb or suspicious device.  
 Notify the school office immediately. The principal or administrator will call 911 and 

notify the board.   
 Avoid use of two-way radios and cell phones, computers and faxes.   
 Avoid causing vibrations (e.g. from running, fire alarms and other movement) since they 

can detonate some devices.  
 Get students out of the immediate area and wait for directions from the school office.  
 Follow the principal’s instructions for appropriate emergency procedures.  
 Account for all students and remain in the designated area. 

Roles and Responsibilities 

 Teachers will be directly responsible for their students and will look to the principal for 
information required to ensure students are always safe. The principal will communicate 
with first responders. 

Communication Plan 

 The principal will oversee contacting emergency services. Once the immediate threat is 
gone, the principal will also be responsible for notifying parents.  

 The principal will ensure that volunteers are knowledgeable about emergency 
procedures 

 Multiple methods of communication may be used such as phone calls, text alerts or 
social media 

Training and Awareness:  

 Staff will be trained on emergency procedures and roles before the first day of school and again 
halfway through the year.  

 Students will be provided information about emergencies and safety procedures during the first 
week of school and again every other month throughout the school year. 

Review and Update:  

 The emergency response plan will be reviewed regularly, especially after drills or actual 
emergencies, to incorporate lessons learned.  

 The principal will collaborate with local emergency services for feedback and updates.  

Community Involvement:  

 Parents and the community will be invited to engage in awareness programs and training.  

 



ACCIDENTS & MEDICAL ALERTS POLICY 

If a crisis occurs, school personnel need to take immediate action to prevent and/or reduce the 
possibility of further accidents or tragedies. However, it is important that staff members consider their 
personal safety first and not approach any situation that would endanger their own safety or the safety 
of other students.  

Duty of care 

Educators are expected to use the same standard of care towards their students – both within the 
school and on school-sponsored field trips – as a prudent or careful parent would in the same 
circumstances 

Safety trumps privacy 

If there are compelling circumstances affecting health or safety, or if an individual is ill, BC’s privacy 
laws allow disclosure to next of kin and others, including school officials and health care providers. 

Training 

School staff who work directly with students who have medical conditions will receive training on 
those conditions at least once a year. 

There will be a minimum of one staff member per 100 students trained in First Aid and CPR. 

Developing a plan 

If a child has a medical condition, parents should provide the school with a detailed plan that includes 
the child's needs, medications, and doctor's prescribed treatment. The plan should be updated 
regularly. 

Any child with a serious medical condition should have identification with them, such as a MedicAlert 
bracelet, necklace or badge.  

Medical conditions at school 

Medical conditions may include but are not limited to: 

 Asthma 
 Allergies and anaphylaxis 
 Diabetes 
 Hemophilia 
 Seizures and epilepsy 
 Sudden illness including diarrhea, fever, vomiting 

 

 

 



Injuries at school 

Injuries may include but are not limited to: 

 Bleeding, Swelling, Blisters, Infection 
 Bone, Joint, and Muscle Injuries 
 Head Injuries, Loss of Consciousness, Fainting 
 Bites and Stings 
 Poisoning 
 Burns 
 Heat and Cold Injuries 
 Eye Injuries 
 Oral Injuries 

Being prepared 

Emergency and First Aid supplies kept on the school premises will be examined on a regular basis to 
make sure everything is in order and fully stocked. 

The school will have a handbook available to help deal with injuries and other emergencies: 

https://in.nau.edu/wp-content/uploads/sites/6/2018/12/Responding-to-Illness-Injuries 

The First Aid Kit should include: 

 Adhesive tape   
 Band-Aids (various sizes)  
 Blankets   
 CPR breathing barrier  
 Elastic bandages (2", 4", 6")   
 Eye bandages  
 Gauze squares (3", 4")  
 Ice bags or instant cold packs  
 Non-latex disposable gloves   
 Paper bags, cups, towels   
 Plastic bags   
 Roller bandage (3", 4" wide)   
 Rubbing alcohol (for cleaning instruments)   
 Safety pins   
 Saline solution (sterile)   
 Scissors   
 Soap (mild liquid)   
 Splints   
 Thermometer   
 Triangle bandages   
 AED defibrillator 



Vernon OAK Elementary will have an Emergency Phone Number Sheet in the office as well as in every 
classroom. 

Steps taken during an emergency 

1. Survey the Scene: Take a brief moment to look around and make sure the scene is safe. Find out 
who is involved and what happened. 

2. Hands-off Check: As you approach the student, look at appearance, breathing, and circulation to 
decide if someone should call 911. Provide primary survey assessment. 

3. Supervise: Make sure other students near the scene are supervised and safe. 
4. Hands-on Check: Check the student’s condition. Decide if someone should call 911 and what 

first aid is needed. 
5. First Aid Care: Provide first aid that is appropriate for the injury or illness. 
6. Notify: As soon as possible have someone notify a parent or legal guardian. Also have someone 

notify the school nurse, if available. 
7. Debrief: If possible, talk to the student about any concerns. Talk with other students who 

witnessed what happened and how you and others responded. 
8. Document: Complete a written report of what happened. 

If calling 911 is necessary 

Teachers will be trained to convey the following information to the emergency dispatch individual: 

 WHEN: is the incident in progress, or did it happen in the past, and at what time?  
 WHERE: school name, exact school address, your name, specific location of the 

emergency and access and egress points. If outside, bordering street information and 
direction (north, south, east, west).  

 WHAT: nature of the incident: fight, drugs, unwanted suspicious person, threat, etc. Is 
the threat/suspect still present? Are there injuries? If so, extent of injuries? 

 WEAPONS: if weapons are involved, give specifics on the type and quantity.  
 WHO: name of suspects if known, and victims. Full description of each suspect.  

Cleaning up body fluid spills 

1. Spills of body fluids such as blood, feces, nasal and eye discharges, saliva and vomit must be 
cleaned up immediately.  

2. Wear disposable gloves. Be careful not to get any of the spilled fluid in your eyes, nose, mouth, 
or open sores.  

3. Clean and disinfect any surfaces on which body fluids have been spilled.  
4. Discard fluid-contaminated material in a plastic bag along with the disposable gloves. The bag 

must be securely sealed and disposed of according to local guidance.  
5. Non-disposable mop heads and contaminated clothing should be laundered at a minimum of 60 

degrees C in water and detergent. 

 

 



Accident investigation 

All serious accidents, accidents resulting in medical attention, and close-call incidents must be 
investigated immediately after occurrence.  

An administrator or supervisor must lead the investigation and may involve other employees in it. 

The purpose of the accident investigation is to find the causes rather than to establish fault. 

Procedure for accident investigation 

The principal must immediately initiate the investigation of any incident by: 

 Summoning the employee most suitable to assist with the investigation  
 Inspect the scene of the accident and take notes of all equipment, materials, weather and 

environmental conditions, etc., that were being used or may have contributed to the occurrence  
 Interview eyewitnesses   
 If the incident was serious, obtain written statements from witnesses and other people who may 

have been involved in the incident   
 Take pictures, if appropriate   
 Complete the Incident Investigation Report and forward it to the Health and Safety Officer or 

Administrator 

The principal must also implement all necessary measures to prevent further consequences or similar 
future occurrences and provide a report of the findings of the investigation to the SSC 

 

 

 

 

 

 

 

 


