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PARLIAMENTARY AUTHORITY

POLICY:

It is the policy of OCETF that "ROBERTS RULES OF DBER" NINTH EDITION, 1990, shall
be the authority for parliamentary procedures.

CHANGES TO PoLICIES AND PROCEDURES

POLICY:

It is the policy of OCETF that policy motions reggia minimum two-week notice of motion.
Written rationale must be provided.

VOTING MAJORITIES

POLICY:

In accordance with the constitutional precedens, he policy of OCETF that the following
special voting majorities shall apply:

1. Two-thirds of the Members present at a Genergtiig to amend the Constitution.
2. A simple majority vote to add to, amend or resdudicies and Procedures, and/or
By-Laws.

VOTING BY TOTAL MEMBERSHIP

POLICY:

It is the policy of OCETF that the total memberssiiall vote on the following matters:
Proposed changes to the Collective Agreement.

Changes to the Constitution and Bylaws of OCETF.

Election of the Executive and the C.B.C.
Other matters as determined by Council.

PwpNPE



OCE F PoLICY & PROCEDURE HANDBOOK

Ottowa-Carteton Elementary J Teachers'

VOTING BY EXECUTIVE
POLICY:
It is the policy of OCETF that the Executive shaite on::

(Approve) Routine matters of Executive business.

(Approve) Decisions involving expenditures of taxecutive budget.

(Approve) Guidelines for Committees.

(Approve) Times and places of meetings.

(Ratify) The appointment of OCETF members totj@ttawa-Carleton District School
Board (OCDSB)/OCETF committees and those actingoasrvers to Board Committees.

arwnE

VOTING BY OCETFCOUNCIL
POLICY:
It is the policy of OCETF that the OCETF CounciéBlvote on:

(Approve) Routine matters of OCETF Council besms
(Ratify) The budget proposed by the Executive.
(Ratify) Applicable Executive decisions.

(Make) Changes to OCETF Policies and Procedures.
Expenditure of OCETF Reserve Funds.

arwnrE

RECORDEDVOTEAT OCETFCOUNCIL
PROCEDURES
When a recorded vote is required or requested &GHETF Council meeting, all school

Stewards (or designates), Executive Members andn@tbe® Chairpersons (or designates) shall
be listed.
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VOTING AND BALLOTING PROCEDURES
POLICY:

It is the policy of OCETF that there shall be and@dized, systematic voting and balloting
procedure.

A) THE BALLOTS

PROCEDURES.

1.  All Ballots will clearly and unmistakably irwéte the intent of the vote in order to be valid.

2.  Defaced ballots shall be invalid.

3.  Comment sheets shall be available with eatlbttenvelope where an in-school vote is
taken.

6. Wherever possible separate ballots shall be ugeghfth resolution.

7. For the election of officers at the Annual Meeteuwjour-coded ballots shall be used.

8. When several nominees for equal offices are vatethfa group:

a) a ballot containing fewer votes than the nunabgrositions to be filled shall be valid.
b) a ballot containing votes for more than thenber of positions to be filled shall be
invalid.

B) BALLOT COUNTING
PROCEDURES

1. The name(s) of a Returning Officer(s) shall blensitted by the OCETF Executive for
Council ratification for each vote by secret beheld within the organization.

2. The Returning Officer(s) shall be fully cognizamt@CETF voting and balloting
procedures before counting begins.

3. Scrutineers will be appointed by the Executive.

4. After voting, ballot envelopes will be deliveredand checked by the Returning
Officer(s).

5. When there has been an in-school vote, balltlepes will be opened and the

Scrutineers will verify that the number of balletsresponds to the number of voters.
6 All ballots will then be placed in a centralgho
7. The Scrutineers will tabulate the vote by takbadjots from the central pool.
8. A standardized tally sheet will be used.
9 The Returning Officer(s) will be responsible foe final tabulation of the ballots, and
will prepare and submit a signed report to thedtxee.
10. Counted ballots shall be retained pending aamdor recycling.
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IN-SCHOOL VOTING

POLICY:

It is the policy of OCETF that matters regarding @ollective Agreement shall be decided
through an in-school vote.

It is the policy of OCETF that ballot envelopes,iethhave not been delivered to the Returning
Officer(s) by the specified time shall not be cathtExceptions may be made at the discretion
of the Returning Officer(s).

PROCEDURES.

1. The voting package shall be prepared at the T»CHfice for each school.

2. Instructions for voters shall be attached tovibieng package.

3 The voting package shall be delivered at leastday prior to the voting day, including
voting instructions to Stewards or designates.

4, The Returning Officer(s) shall be provided wathst of OCETF Stewards and both their
home and school telephone numbers.

5. Voting in the schools shall take place befospecified time and the Steward shall act as
a Scrutineer.

6. Voting by OCETF members located in sites othantschools shall occur at that site or
the OCETF Office at a specified time.

7. The OCETF Steward shall deliver the sealed balilwelope to a predetermined drop-off
school by a specified time. OCETF ballot countimdjqy will be followed.

8. Persons delivering ballot envelopes are to cbitee OCETF Office directly if an
emergency develops.

9. Teachers on leave who have registered with tBETF Office shall be instructed to vote

at the OCETEF Office.
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VOTING PROCEDURES- ELECTION OF OFFICERS
OCETFANNUAL MEETING

POLICY:

It is the policy of OCETF that a standardized prhoe be followed at the Annual meeting with
respect to the election of Executive Members ank€iove Bargaining Committee Members.

PROCEDURE:

1.

Prior to the date of the Annual Meeting thedwaling action should have taken place:

a)

b)

d)

b)

The Nominating Committee shall be appointedigyPresident as outlined in By-
Law [VI part iv)\ 6.0.6 I].

Ballot books shall be prepared, each contaiiibgllots of various colours. These
ballots shall be numbered 1 througn the upper right hand corner. Extra
ballots, if needed, shall be available from thee€Returning Officer(Revised
February 2010)

The Executive shall appoint a Chief Return@ffcer and up to 20 Scrutineers to
fulfill the following functions at the Annual Geral Meeting:

. Distribution of ballot books

. Collection of ballotsast

. Tabulation of votes cast

. Preparation of Election Results

The Chief Returning Officer shall notify eacdndidate of their right to have an
agent oversee the tabulation of ballots.

An Annual Meeting Committee appointed by thedtrive shall make provisions
for:

. Location of the Annual General Meeting
. Tables for ballot distribution
. A private area at the Annual Meeting locationtfue tabulation of votes

with tables and chairs for the Chief Returning Gdfiand the Scrutineers.

At the Annual General Meeting the followirgian should take place until the
commencement of the elections:

. OCETF members proceed to duly marked tables &we@ ballot book.

. All members sign a form to indicate receipt ofadidt book.

Ballot books lost or misplaced during the ceurd the meeting will not be
replaced.
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The order of elections shall be:
President
1st Vice-President
2nd Vice-President
CBC Chair (Revised February 2010)
Secretary
Treasurer
7 Executive Members at large
Collective Bargaining Committee

Following the candidates’ speeches, the ChiéfifRang Officer will announce
the colour and number of the ballot to be usede Chief Returning Officer will
announce when the voting period has ended andifeeus will collect the ballots.

The Chief Returning Officer will oversee thels&gnof the ballot envelopes and their
removal to the tabulation area.

Following the tabulation, the Chief Returningi®dr will complete an Election Report,
which shall be delivered immediately to the presydofficer. To be declared successful,
a candidate for any designated office must obtammapority of votes. In the case of more
than 2 nominees for the position, and failing aarigj for any candidate on the first
ballot, the count of votes shall be announced hachame of the candidate with the least
number of votes shall be dropped from the secondemding ballots until one of the
candidates has a majority.

At the conclusion of the Election of Officersda@.B.C. members, the Chief Returning
Officer shall move that the ballots be recyclecowdver, this action may be deferred at
the request of a candidate seeking a recount.

BY-ELECTIONS

POLICY:

It is the policy of OCETF that, in the event ofa&cancy arising on Executive, a by-election will
be held at an OCETF General Meeting. This meetivadl be held at the earliest convenient date

that the meeting can be arranged.
PROCEDURE:

A by-election for executive at large, the candi¢gtavith the most votes shall be declared

elected. There will be only one ballot. Tablea#f positions require a clear majority and may

require more than one ballot
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A by-election for CBC, the candidate with the mastes shall be declared elected. There will
only be one ballot. In the event of an electiofiltanultiple positions with different terms of
duration, the candidate with the most votes shatidemed to be elected to the longest available
term, the second most votes to the second longesstetc.. (Revised 2008)
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ELECTED POSITIONSIN OCETF

POLICY:

Elected terms for the President and Vice-PresidemdCBC Chair ((Revised

February 2010) will be two years. All other elected positions willdb&erm of one year,
with the exception of the Collective Bargaining Guitiee, some of whom will hold
office for three years. (Revised February 2008)

The President,*1and 2¢ Vice-President, and Chief Negotiator shall be tgdrull-time
release from teaching duties for the term of office

An active member in good standing with OCETF maybmiinated to stand faected
office.

That nominations for release positions clos@di@'s prior to the commencement of the
AGM. (NEW March 2010)

Should there be no nominations received for a fipeelease position, then the 72 hour
period shall be waived and nominations shall rerogien for that position up until the
beginning of the Annual General MeetifhEW March 2010)

The Nominating Committee Chairperson shall subbanihe Annual Meeting a slate of
nominees for the offices of OCETF.

Additional nominees for each and all positioni e accepted from the floor of the
Annual Meeting if the nominator and seconder aratiendance.

That candidates for released positions shadllbaied a $100 reimbursement for election
costs, provided receipts are maintained and subdntithin 30 days of the election.
Elections shall be held prior to Jurfeof each school year.

PROCEDURE:

=

Members of the OCETF in good standing may beinatad for any elected position.
Nominations may be sent to the Chairperson@fNbminating Committee at any point
during the school year, prior to the Annual MeetiNgminations may also be submitted
via e-mail to the OCETF office manager. The managkpost candidates' profiles in
the OCETF folder if it is received one month piioithe AGM.

Each candidate for the position of Presidentl §leagiven five (5) minutes to address the
assembled members.

Each candidate for the position fMlice-President, 2 Vice-Presidenand CBC Chair
(Revised February 2010) shall be given three (3) minutes to address thenalsked
members.

Each candidate for the position of Treasured, &@&cretary shall be given two (2) minutes
to address the assembled members.

Each candidate for the position of Executive Mers shall be given two (2) minutes to
address the assembled members.

Each candidate for the position of the ColleeBargaining Committee shall be given
two (2) minutes to address the assembled members.

Candidates who have been unsuccessful in atiaglenay choose to seek another
position without re-nomination as Iong as they dezkheir intention to the assembled
members prior to the close of nominatiors.
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9. Each candidate is encouraged to appoint a Serrtto observe the counting of the
ballots for that candidate's election.
10.  Voting procedures are as stated in the OCETH®Oand PROCEDURES.
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REMUNERATION OF RELEASE OFFICERS
POLICY:

It is the Policy of OCETF that release officersaige remuneratiobased on the following
structure. (March 2010)

That OCETF Released Officers be remunerated bas#uedollowing structure:

President: A4 max + 20%

' VP: A4 max + 15%

2 VP: A4 max +15% (Revised February 2010)
CNO: A4 max + 15%

DISCRETIONARY POWERSOF THE PRESIDENT
POLICY:

It is the policy of OCETF that the President shale the discretionary power to call Executive
Meetings. Should this be impossible or impractitta President may make binding decisions
(other than those requiring Council or General Mersbip ratification as outlined in Voting
Majorities and Voting by the Total Membership) aehblf of the Members of OCETF during
Christmas Break, March Break and the Summer Recess.

EXECUTIVE

POLICY:

It is a policy of OCETF that:

1. The Executive shall include planning for Coumdéetings as a regular item on the
agenda of Executive Meetings.

2. Executive Members shall participate in an oaéoh session on their roles and
responsibilities prior to October 31st.

3. Dinner be provided from the Executive budget nvBgecutive meetings extend
beyond a reasonable hour.

4. The Executive shall provide an Orietatsession for the OCETF Council and at least

one Steward Training Session.

1C
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DELEGATIONSTO EXECUTIVE

POLICY:

It is the policy of OCETF that:

1. The Executive shall receive delegations from GEBembers upon request.

2. The Executive may receive delegations from n@EDF members after Executive
consideration of the request.

3. Where applicable, delegations shall receivenalii response from the Executive.

PROCEDURE:

1. Delegations shall be placed on the agenda gepteas a timed item.

2. Discussion and debate by Executive shall be inetdmera.

3. Where applicable, a timely response from Exgeuthall be given.

PRESENTATIONTO COUNCIL

POLICY:

It is the policy of OCETF that the Executive stsaliteen all requests for presentation at OCETF
Council meetings.

SURVEY OF MEMBERS

POLICY:

It is the policy of OCETF that individuals or grapncluding committees, who wish to survey

or determine the opinions of the membership sirall fequest and receive approval of the
OCETF Executive before conducting the survey.

11
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LIAISON WITH TRUSTEES
POLICY:
It is the policy of OCETF that:

1. The Executive shall maintain a continuing liaisath Trustees.
2. The President or designate shall attend all béetings.

PROCEDURE:

1. The Executive shall appoint observers for telmnsach Standing Committee and may
appoint an observer team for Advisory CommitteethefBoard.

2. The Executive shall appoint two members to acit@servers to the Budget Committee
of the “OCDSB".

3. The observer teams shall report on a regulas bashe Executive.

4, The Executive shall hold an annual receptiorTfoistees.

LIAISON WITH SENIOR STAFF
POLICY:

It is the policy of OCETF that the Executive shabintain a continuing liaison with the Senior
Staff of the “OCDSB”".

PROCEDURE:

1. The President shall participate in monthly nmegtiwith representative(s) of the
“OCDSB” Senior Staff.

2. The Executive shall hold an annual receptiorSemior Staff.

12
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LIAISON WITH SCHOOLS
POLICY:

It is the policy of OCETF that each Executive Memglgall maintain a continuing liaison with
designated schools.

PROCEDURE:

Each Executive Member shall:

Obtain the names of the Stewards and the Alternates

Contact Stewards to introduce oneself.

Ascertain the most appropriate time for callgnome and at school.
Plan a method for delivering materials to theost.

Encourage communication by telephone or eleadiy.

Attend, by invitation, OCETF meetings at his/tdesignated school.

QA ONE

L1AISON WITH COMMITTEES/ASSOCIATIONS
POLICY:

It is the policy of OCETF that the Executive shabintain continuing liaison with the standing
committees/associations of OCETF.

PROCEDURES

1. By the second Executive Meeting of the year Eiee Members shall be designated to
liaise with a specific standing committee/assocrattf OCETF.

2. The Chair and the Executive Liaison will maintegegular communication concerning

committee activities.

LiaisoN WiTH OSSTF
POLICY:

It is the policy of OCETF that:

3. A representative of OCETF shall accept an invitafrom OSSTF to attend its Council
Meetings.

4. An invitation shall be extended to the members 8680F District Executive to attend
OCETF” Council Meetings.
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OCETFCOMMITTEES/ASSOCIATIONS

POLICY:

It is the policy of OCETF that:

1. All Committees/Associations shall be directlgpensible to the Executive.

2. All policy items emanating from Committees/Asstions shall be forwarded to the
Executive for review.

3. Committees/Associations who wish to survey a@ehgine the opinions of the
membership shall first request and receive appaivthe OCETF Executive.

4, Communication to Trustees, the Director or SeSitaff shall be made through the
Executive. All contracts must be signed by the idesg or his/her Designate.
Agreements and obligations must be approved bytasident.

5. Communication with the Executive shall be ddweugh the Executive Liaison.

6. The Executive liaison members shall be inforokall Committee/Association
meetings/workshops, and meetings of the Commitesgéiation Executive.

7. Executive liaison members shall receive copfdsoth any outgoing
Committee/Association correspondence and minutéseomeetings.

8. Committees/Associations shall operate withinkthéget guidelines.

9. Each Committee/Association shall prepare a bualgeually on a standardized form at
the direction of the Executive, and, shall bringidaudget to the budget meeting attended
by the Committee/Association Chairpersons and tigBt Committee.

10.  Light refreshments may be provided at regularlyesiciied Committee/Association
Executive Meetings. This item is to be include€mmmittee/Association budgets.

11. Committee expenses must be in accordance withdpeiroved budget proposal and
within the budget amount allotted in the budget.

12. In honour of Denis Landry, all profits genecaterough Wellness Committee
activities shall be donated to activities or pergs to enhance the wellness of
children, such programs to be determined by thdn&st Committee. (Revised 2008)

PROCEDURES

Unexpected expenses or expenses beyond the budgetust be approved by the President.

14
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COLLECTIVE BARGAINING
POLICY:

It is the policy of OCETF that:

1. The Chairperson of the Collective Bargaining @attee shall contact as necessary
senior staff regarding matters emanating fromQbbective Agreement. The
Chairperson shall keep the President and Execati@CETF informed regarding
such contacts.

2. The President and the Chairperson of C.B.Cl sligd negotiations updates sent to the
Membership. Members of the Executive shall rezeipies of the updates prior to
distribution to the members.

3. The President of OCETF shall agree with intergbé&ransfers in accordance with the
appropriate section of the Collective Agreemenyavihen the needs of the elementary
members have been met.

4. The C.B.C. shall provide members of the Exeeutiepies of the items in the
Preliminary Submission shown on overheads or céen@i the General Meeting.

5. All members shall be paid on the same salayand shall work the same teaching year,
with the exception of released officers who shalldhna separate grid.

6. Collective Bargaining shall be conducted in adaace with the Ontario Labour
Relations Act and the policies of OCETF.

7. Matters related to the Collective Agreementludimg ratifying both the Preliminary

Submission and the Tentative Agreement shall beldédy an in-school vote.
PROCEDURE:

1. When a member calls the President or the Chawpeof C.B.C. regarding the Collective
Agreement, the President and Chairperson of C.gh@ll consult as soon as practicable.

2. The President and Chairperson of C.B.C. shatludis the question and agree on a course
of action.
3. If the President and the Chairperson of C.BdCnak agree on a procedure, the matter

shall be referred to Executive.
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INFORMATION TO MEMBERS
POLICY:

It is the policy of OCETF that all Members shallkept informed of the proceedings of Council.

PROCEDURE:

1. Attendance shall be taken at all meetings ofrCibu

2. All Council material will be sent to Stewardslgdommittee Chairs who were absent
from Council.

3. Council Highlights will be a regular featuretire OCETF Newsletter.

4, Upon request, seconded Members shall receivilitttes of Council.

5. Upon request, Minutes of Council shall be sef®@CETF members on exchange in the

secondary panel.

MONTHLY CALENDAR
POLICY:

It is the policy of OCETF that there shall be a tiiyncalendar of scheduled Federation
activities.

PROCEDURE:

The monthly calendar shall be distributed to then@irds.

1€
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BUDGET

POLICY:

It is the policy of OCETF that an annual budgepbepared and voted on at the OCETF Annual
General Meeting.

PROCEDURE:

The Annual Budget shall be prepared and voted oarding to the terms of By-Law 9.0.1.

TREASURY

POLICY:

It is the policy of OCETF that:

1. The Treasurer shall report each month to Coumak directed.

2. Receipts for all expenditures of the OCETF mostegll be submitted to the Comptroller,
and subsequently approved by the Treasurer.

3. All cheques shall be payable to OCETF.

4, All credits shall be deposited to the OCETF acto

5. The Treasurer, President and 1st Vice-PresetehtComptroller shall have the authority
to sign cheques. All cheques must have two sigeatiar be valid.

6. The Federation shall make provisions for reld@se for the Treasurer upon approval by
the President.

PROCEDURES

Requests from any Committee member for paymentasfay shall require approval by the
Chairperson and/or Treasurer of that committee.

17
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TRAVEL ALLOWANCES
POLICY:

It is the policy of OCETF that members of OCETF whaalaries are paid by OCETF, as well as
Executive members and CBC members, shall recelrseral allowance equal to the current
OCDSB or ETFO rate, whichever is higher, for mikeagcurred while attending approved
meetings and functions.

PROCEDURE:

1. a) Eligibility for Allowance:
Executive Members Executive meetings, OCETF Committee meetings,
OCDSB Committee meetings (as the designated mendet)other Executive
business as approved by the President.
CBC Members CBC meetings, negotiation sessions, schoolsvasid other
business as approved by the Chair of CBC.

b) Travel Allowance shall be calculated as follows

For midday meetingscalculate the actual mileage, from work siteneting and
return to work site.
For after school meetingsubtract the distance from work site (schoohame
from the sum of the distance from work site to nmgeand meeting to home.

Example:
(School to meeting) + (meeting to home) - (school to home) = Km claimed
5 + 7 - 8 = 4

2. Travel Allowance forms shall be provided by @EETF Office.

3. Members shall submit Travel Allowance formghe Treasurer at the end of November,
February and May. If applicable, there shall be@ggtion for scheduled June meetings.

18
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OCETFOFFICE

POLICY:

It is the policy of OCETF that a suite of offices provided for the Executive and office staff of
OCETF and that Federation offices be barrier free.

PROCEDURE:

1. Prior to the expiration of the lease, the Presidemesignate shall meet with the
landlord to negotiate a tentative lease renewal.

2. The President or Designate may engage a real-egjate to search out alternate
locations.

3. The President or Designate shall conduct a cosysiaand make a recommendation to
Executive.

OFFICE STAFF

POLICY:

The President shall be responsible for, and ma&o®mmendations regarding office staff.

PROCEDURE:

1. The President shall review annually and recommeridd Executive the salary of the
Office Staff.

2. The President, in consultation with the Executsrell recommend to Council any need

to increase or decrease the office staff of OCETF.

ENTERTAINMENT

POLICY:

It is the policy of OCETF that expenses shall biel fram the Executive budget when
entertaining at the discretion of Council or Exégeit

PROCEDURE:

1. The President shall use a credit card to pay ®etitertainment of persons entertained
on the behalf of and/or at the direction of Council

2. Receipts and the monthly credit card statement beadubmitted to the Comptroller,
prior to payment of the bill.

3. If requested, the President shall give a full aotimg of such expenses to Council.

4, All members of OCETF shall pay their own expengemng OCETF function attended by
the general membership.

5. Persons invited to OCETF in a consultative capastigll be offered payment for
transportation costs.

18
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POLICY:

It is the policy of OCETF that the Executive shhabpond to requests for immediate action at the
local level from OTF and ETFO.

PROCEDURE:

(A)  When there are requests for Every-Member actighimva 48 hour periad
1. The President shall contact the members of KeeHive.

2. If a majority of the Executive deems it necegstire President shall convene a Special
Executive Meeting for the purpose of developingAation Plan.
3. The Action Plan may contain:

a) arequest for Executive Member telephone cortdh schools.
b) a request for Executive Member to visit schaolsis/her immediate area.
c) anissuance of a memorandum of verbal messagesmbers which clearly states:
i) the nature of the request;
i) the reason for and the source of the estju
i) the degree of autonomy of flexibility pmissible at the school staff level;
iv) the method of funding communications thed part of the Action Plan;
v) the time allocation for completion of thetfon Plan.
d) such other aspects as deemed necessary byehbatize Officers.

(B)  When there are requests for Every-Member Actidhiwia weekly/monthly time frame
1. The President shall:
a) place the matter on the agenda of the nextuxe or Council Meeting.
b) if necessary convene a special Executive Mgeti
2. The Executive or Council shall determine theidwPlan in accordance with the nature
of the request.

2C
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COUNSELLING
POLICY:

It is the policy of OCETF that:

1. The President shall provide or make provisiansbunselling of OCETF members.

2. The identity of the individuals shall be confidial.

3. In a counselling case which might lead to disalisdisciplinary action, spending of
funds or a grievance, the Executive shall be mimxt of the case.

STRIKE DISCIPLINE PoLicy

POLICY:

It is the policy of OCETF that:
1. All members of the Ottawa-Carleton Elementargchers’ Federation will support a
sanction approved by the membership.
2. Any member not supporting such a sanction masubgect to any or all of the following
disciplinary measures:
a) Names will be published in all schools;
b) NO involvement will be allowed in any OCETFisity for a period of five(s) years.
c) NO membership on any OCETF committee will beve¢d for a period of fives) years.
d) NO Conference funds will be approved for aqueof five (5) years.
e) The member will not be allowed to vote on alyEIF matter (excepting the
Collective Agreement) for a period of five (5) ysar
f) The member will not be served by the OCETFnig matter except those specifically
provided for in the Collective Agreement.
3. Prior to any disciplinary measures being takenntieenber shall have the right to appeal
the disciplinary action before the OCETF Executive.

LEGAL COUNSEL

POLICY:
It is the policy of OCETF that a firm to be nameudi@ngaged as legal counsel to OCETF.

PROCEDURE:

Legal counsel may be sought through the Presidebesignate:

1. For advice in a counselling case.

2 For advice in areas bounded by the CollectiveeAment.

3. For advice during negotiations, concerning griees or arbitration.
4 At the request of the Executive, Council, or anvrtiial.
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PROFESSIONALDEVELOPMENT

POLICY:
It is the policy of OCETF that:
1. a) Members shall attend “OCETF’s” Annual Profesal Development Day.

b) Special Education Teaching/Educational Asststamployed in elementary
schools, and student teachers assigned to a sahiba time of the Annual
Professional Development Day, shall be invitedtteral the Professional
Development Day at no cost.

C) Occasional teachers shall be encouraged todatie OCETF Professional
Development Day.

d) Principals and Vice-Principals may attend the OCPTé&fessional Development
Day and shall be charged an individual fee.

2. Professional Development Day presentations/worksinogy be of a philosophical,
motivational, or personal growth nature and mayuite workshops on current initiatives

(Revised 2008).

3. OCETF members presenting a workshop are encoutagetend at least one (1)
presentation/workshop for their own professionavgh.
4, OCETF presenters shall be given an faynon. (Revised 2008)

CONFERENCEFUNDING

POLICY:

It is the policy of OCETF that OCETF provigkeofessional L ear ning funding for its members.
(March 2010)

PROCEDURE:

The Conference Funding Committee shall:

1. Grant funds for professionally related confeemnor workshops.

2. Notgrant funds for any conference which falls ongame day as “OCETF’s” Annual
Professional Development Day.

3. Notprovide funding forctivities that are sponsored by the OCDSB. (T o be effective
July 1, 2010) (March 2010)

4, Have the authority to provide assistance toraaynber up to a maximum of five hundred
dollars Canada (500$% Canadian) (Revised 2008hy two year period.
5. Pay only for the registration, dependent cackeparking up to the amount stated above for

Ottawa area workshops. Out of town workshops quittlify for additional expenses as
outlined on the application form.
6. Notpermit funds granted to an OCETF member for aqadar conference to be
transferred to another member or conference. Butishs of this nature shall invalidate
the original request.
Process only those applications signed by thebés making the request.
Provide written confirmation of the ,, approvattee refusal of funds.

o~
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9. Report monthly to Council. The report shalllie the names of members who have
had funds approved, the name of the Conferencéhendames of the Members’
Schools.

SCHOOL YEAR

POLICY:

It is the policy of OCETF that the four ProfessibAativity Days shall be as follows:

1. Two days for consultation with parents;

2. One Federation Day;

3. The last day of the school year;

4 There should be additional day(s) devoted tscimeol activities and in service, as

determined by staff consensus.

DeaTH OF A MEMBER

POLICY:

It is the policy of OCETF that the death of a mendi®ll be acknowledged.

PROCEDURE:

The Executive, on the death of a member shall:

1.

2.

3.

Delegate a member of OCETF to call upon thelfaafithe deceased to express
sympathy on behalf of the membership.

Arrange a tribute in the name of the deceasexbpdoy making a donation to a
recognized charity, the amount to be determinedialty by the Executive.
Observe a moment of silence for the deceasedoereat the next Council meeting.
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RETIRING MEMBERS
POLICY:

It is the Policy of OCETF that:

1. The members of OCETF shall honour members wioediring from the profession.
Retirement shall be defined by Article 18.01 @& @ollective Agreement.

2. The Executive shall maintain a list of OCETF rbens who have retired.

3. The Executive shall approve a standard apprtwabbnour retiring members.

PROCEDURE:

The Retiring member shall be honoured by:

1. Receiving an invitation and ticket to the evanivhich the presentation ceremony will
take place.

2. Receiving a corsage or boutonniere and a aatdiappropriate to the occasion.

3. A public commendation for service to the proi@ss

OCETFSERVICE LEADERSHIPAWARD
POLICY:

It is the policy of OCETF to recognize members vlaoe been active and outstanding
contributors to OCETF and to the teaching professio

PROCEDURE:

The award shall consist of a reward certificatd sterling silver lapel pin.

The certificates are to be signed by the Prasialed the Executive Secretary.

Up to four awards may be granted annually.

Standardized nomination forms shall be distributesichools and posted by Stewards.
Executive shall appoint an Awards Committee (adogytb By-Law VIII) to solicit and
receive nominations for the award.

ogwnE

7. Only those nominations received by the posted deadh the nomination form will be
considered.
8. The Executive will screen the nominations to enshiaé the nominees meet the criteria

for the award.
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MARY HiLL MEMORIAL AWARD

POLICY:

It is the policy of OCETF that one (1) member wlas Iserved the Federation at the local level
for over 5 years in leadership positions be awatbedviary Hill Memorial Award.

PROCEDURE:

1. The award shall consist of a gold lapel pin.

2. The recipient will have served the Federatioa ashool representative, local committee
or provincial committee member, and may have seagan Executive Member.

3. Executive shall appoint an Awards Committee dationg to By-Law VIII) to solicit and
receive nominations for the award.

4. The Executive will screen the nominations toueashat the nominees meet the criteria
for the award.

5. The recipient is a member who has provided eXamwypeadership at the local level, and

leadership and service at the provincial level.

NoN-OCETFAWARDS

POLICY:

It is the policy of OCETF to honour the contributiof non-OCETF members to the actions,
initiatives and objectives of the Ottawa Carletdenientary Teachers' Federation through the
bestowing of the Honourary Membership Award.

HONOURARY MEMBERSHIPAWARD

PROCEDURE:
1. An Honourary Membership may be granted each tgeane person who:
a) Is not and may never be a member of OCETF;
b) Has supported by actions and initiatives thectyes of OCETF,;
C) Has been involved with the Ottawa Carleton Eletawy Teachers' Federation;
d) Has made a positive and significant contributmthe teaching profession.

Executive shall appoint an Awards Committee dationg to By-Law VIII) to solicit and
receive nominations for the award.

The Awards Committee may receive nominationsifiedividual OCETF members,
committees of OCETF, school staffs, OCETF Executive

The Awards Committee will make recommendatianthé Executive for final decision.
The Award shall be presented by the Presiafetiite Annual Dinner.
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4, The Award recipient will be an Honourary Membel G ETF for the following school
year.

5. The Award shall consist of a lapel pin.

6. The Honourary Member shall:

a) be a guest of the OCETF Annual Dinner in the yeavhich he/she receives the
Award.
b) be a guest of OCETF at the Federation PD Daylaraheon in the year in which
the Award recipient is an Honourary Member.
C) RECEIVE A SUBSCRIPTION OF THOCETFNEWSLETTER

HONOURARY LIFE MEMBERSHIPAWARD
PROCEDURE:

1. Honourary Life Memberships may be granted each tgepersons who:
a) Have been members of the OCETF;
b) Have been active supporters of the initiatives abjectives of the OCETF;

C) Have made positive and significant contributiobm¢he teaching profession;
d) Have retired on pension;
e) Have made significant contributions to the federatt the Local and/or

Provincial level.

2. Honourary Life Memberships shall not exceed thB)gér year.

3. The total number of OCETF Honourary Life Memberalkhot exceed twenty-five2$)
persons.

4. Executive shall appoint an Awards Committee (adogrto By-Law VIII) to solicit and
receive nominations for the awards.

5. The Awards Committee may receive nominations frodividual OCETF members,
committees of OCETF, school staffs, OCETF Executive

6. The Awards Committee will make recommendation@oBExecutive for final decision.

7. The Award shall consist of a lapel pin.

8. The Honourary Member shall:

a) be guests of the OCETF Annual Dinner in the yeackvthey receive the Award.
b) have all duties, privileges and responsibilitiediambers.
C) receive a subscription of the OCETF Newsletter.
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TERRY MURPHY AWARD OF EXCELLENCE
POLICY:

It is the policy of OCETF to recognize school chéagtodians who have contributed in an
exemplary way to their school or the people itytawarding the Terry Murphy Award of
Excellence.

PROCEDURE:

1. The award shall be sponsored by Jackie Martellemory of her son.

2. The award shall be granted to one chief custodizually.

3. Nominations shall be made by school staffs anddreed by at least (5) members of the
staff. The nomination shall consist of a one-pageument explaining the nomination.

4, The school staff of the award winner shall pregareéhe presentation at the school, and

prepare an appropriate news release.
EXECUTIVE SHALL APPOINT AN AWARDS COMMITTEE (ACCORDING TOBY-LAW VIII) TO soLICIT

AND RECEIVE NOMINATIONS FOR THE AWARD CHOOSE THE AWARD WINNER AND NOTIFY STAFF
WHILE ENSURING THE SECRECY OF THE DECISION UNTIL THPRESENTATION IS MADE

BURSARIES

POLICY:

It is the policy of OCETF that ten (10) bursariésip to$700 may be awarded annually in order
to provide financial assistance to OCETF membéisigga course, which would apply to the
upgrading of teaching qualification®evised October 2009)

PROCEDURE:

1. A course shall be defined as a recognized uniyecsédit (or 1/2 credit) OR a
recognized Ministry of Education course.

2. The successful candidate(s) shall:

a) Be a member in good standing.

b) Be in category A2 or lower on the salary grid.
3. The Executive shall appoint a Selection Committegpato three (3) people.
4, The bursaries will be presented at a Council Megetin
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HONORARIUMS
POLICY:

It is the policy of OCETF that a gift certificaté ap to seventy-five dollars ($75.00) shall be the
standard honorarium.

IT IS THE PoLICY OFOCETF THAT OCETF MEMBERS MAY RECEIVE AN HONORARIUM OF UP TO
FIFTY DOLLARS ($50.00)FOR MAKING PRESENTATIONS OR CONDUCTING WORKSHOPSOTOCETF
MEMBERS.

SOCIAL

POLICY:

It is the policy of OCETF that members shall bewkd to invite guests to all OCETF social
functions.

BILINGUALISM

POLICY:

It is the policy of OCETF that communication wittembers may be made available in both
official languages.

CONSERVATION

POLICY:

It is the policy of OCETF that the Ottawa-Carletlementary Teachers’ Federation promotes
the concept of environmentally friendly productsl gmactices.
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SCHOOL CONSTRUCTION
POLICY:

It is the policy of OCETF that when a new schodbusit:

1. The Principal be namedhen the Board’s Project Committee for a scho&bimed;

2. The Principal be appointed, and the Vice-Prialcie named effective February 1st, of
the school year prior to the expected opening ®fsthool.

It is the policy of OCETF that if a second phasexting schools is to be built, then concurrent

with the beginning of construction:

1. The Principal be released from the day-to-dayiacstrative responsibilities for the
existing school so that he/she can focus on thimgetp, equipping and daily demands of
a school under construction;

2. The Vice-Principal be given full-time releaseatiminister the existing school;

3. A member be appointed Vice-Principal (with agtpay), either from the staff or from
the VP list, depending on the amount of schooétduaring which the second phase
would be under construction.

VIOLENCE

POLICY:

It is the policy of OCETF that there be zero tole@towards violence in the schools.

FOUR-YEAR-OLD KINDERGARTEN (JK)
POLICY:

It is the policy of OCETF that:

1. There shall be universal access to four-yeakimldergarten (Junior Kindergarten).

2. Class size shall not exceed 16 children.

3. Junior Kindergarten classes are an integralgddhte school program and should
continue to be staffed by members in good standirige College of Teachers.

CLASS SIZE

POLICY:

It is the policy of OCETF that class size shall exteed:

Junior Kindergarten 16 students
Senior Kindergarten 18 students
Primary Division 20 students
Junior Division 25 students  2€

Intermediate Division 25 students
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SENIORITY

POLICY:

It is the policy of OCETF that:

1. Seniority shall be defined as the total contusugears of credited teaching experience
with the Board or its predecessor Boards sincertbst recent date of hire.

Where seniority is equal, tiebreakers shallnhb&ccordance with the Collective Agreement.
Members shall be declared surplus to a schoth@basis of system seniority and
gualifications.

2.
3.

REDUNDANCY

POLICY:
It is the policy of OCETF that no Member shall leeldred redundant.

STAFFING

POLICY:

It is the policy of OCETF that:

1. Staffing transfer and placement procedures $leadls in the Collective Agreement.

2. A vacancy at a school created by the absenadoicipal or Vice-Principal for a period
exceeding three months shall be filled from tlepestive eligibility list.

3. There be a ranked eligibility list for PAR pamits.

4, Any OCETF member released from regular classrdoties to work on special
assignment while being paid by the OCDSB, aftetdbginning of the school year,
shall have the right to return to his/her schodilihne end of the school year subsequent
to the one in which the assignment began.

5. When a school is relocated to a whole new #giteteaching staff shall be assigned to the
new site. The staff members shall be subjectdédrdmsfer placement procedure.

6.a) The duties of the Administrative Designatschools, when there is no Vice-Principal
shall be as outlined in letters between the Direatwl the President, September and
October 1999. Accordingly, the Administrative Dpgates will not be involved in direct
staff appraisal or the discipline or potential ¢pfioe of a teacher.

b) The Administrative Designate only fulfillsahfunction when the principal is absent from the
school. In an emergency situation, the AdministeaDesignate will act on the advice and
under the traditional role of the Vice-Principatbkuas time-tabling, calling of occasional
teachers, reading of report cards, or the monigooinduty schedules when the principal is
absent from the school for an extended periodnoé fi

C) THE ADMINISTRATIVE DESIGNATE SHALL BE REPLACED BY AN OCCASIONAL TEACHER

WHEN THE PRINCIPAL IS ABSENT. 30
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FRENCHSECONDLANGUAGE TRAINING

POLICY:

It is the policy of OCETF that:

1.

2.

3.

10.

11.

No member shall lose his/her job due to an Iiiglbdo perform their duties in the second
language.

It shall be the responsibility of the employedevelop teachers of a second language
from within the present staff rather than layirifjio one program and hiring in another.
It shall be the responsibility of the employ@ptoject on a five year basis its
administrative and instructional requirements @c@d Language Programs and to
publish the same by April 15 of each year.

The projection shall include:

a) the number of teachers required to implemesgnam(s).
b) the types of program(s) to be implemented.
C) the levels of competency required.

Decisions pertaining to the selection of OCETémhbers for second language training
and the program to be followed shall be made bgrargittee of a least fifty percent
(50%) OCETF members.

Priority in second language training shall beegito those members whose training
would alleviate the redundancy problems. Shooldedundancy exist, priority in second
language training shall be given to identifiedrastional and administrative needs.
Release time for second language training Seadjranted to members selected by the
joint OCETF/ OCDSB committee. These members dieatleemed capable of
becoming qualified to teach a second languageranogluring the term of the leave.
Members who apply for second language positstiadl not be required to submit to any
other selection procedures than those that exite regular program.

Whenever possible, OCETF members shall be usetsauctors in the staff second
language training programs.

The amount of money allocated by the emplogeefementary staff second language
training shall be clearly stated and in keepinthwdentified needs.

NOTHING IN THIS POLICY SHALL AFFECT EXISTING LEAVE ROGRAMS,

PosITIoNSOF ADDED RESPONSIBILITY

POLICY:

1. It is the policy of OCETF that there be a Principagvery school.

2. It is the policy of OCETF that there be a Vice-ipal in every school.

3 It is the policy of OCETF that there be an Admirasive Designate in every school

without a Vice-Principal.

31
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CONSULTATION WITH PARENTS

POLICY:

It is the policy of OCETF that principals, in coltation with staffs, shall be allowed to adjust
school hours, without lengthening the number ofkivag hours, to facilitate parent consultation
and the Executive shall seek to have the OCDSBtadmilar policy.

VOLUNTEERS
POLICY:

1. It is the policy of OCETF that a volunteer ig miended to replace qualified personnel
(Educational Assistant, etc.).

2. That is be the right of a teacher to declinaintder services.

3. That the work of volunteers be supervised dirakks by designated teachers.

4 That there be no access to confidential recofdtudents by volunteers.

TEACHERSIN DISPUTE

POLICY:

It is the policy of OCETF that members shall nakeemny Board of Education property where a
teacher group is engaged in legal strike.

32
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INSURANCE

POLICY:

1. It is the policy of OCETF that benefits shall\bewed as employee-owned and that any
surplus from the funds shall be returned to theleyges.

2. It is the policy of OCETF that the agehtexord of OCETF shall be determined by
Executive and Council and reviewed annually.

MEMBER IN GOOD STANDING

POLICY:

It is the policy of OCETF that members who are @od standing may benefit from the OCETF
Conference Fund or Bursaries and may hold eleategmointed positions in OCETF, in
accordance with the OCETF Constitution and By-laws.

PROCEDURE:

The President, after being informed that a memkbser oe in violation of Article 3.4: Member in
Good Standing, shall discuss the matter with thenbee. If there is valid cause for concern, the
President should inform the member of the Memb&aod Standing Article and ask him/her to
reconsider his/her actions. The president shptinteco Executive.

RATE STABILIZATION FUND

POLICY:
It is the policy of OCETF that the Rate StabilipatiFund be utilized exclusively for the

purposes of reducing premium increases to the OQHD*Plan.
OCETF REPRESENTATIVES (Revised 2008)
POLICY:
It is the policy of OCETF that no member shall duthe role of Steward, OCETF Health and

Safety Representative, School Council Teacher Reptative or OCETF School Supervision
Committee Representative while employed as an 4adfice-Principal or Acting Principal.



