Administrative
Procedure 400.102

General Employment Guidelines

September 2023

Background

Prairie Land Public School Division recognizes as a fundamental principle that all
individuals who wish to be employed and/or promoted at Prairie Land Public School
Division will be treated equally regardless of colour, origin, race, religion, sex or creed.
Prairie Land Public School Division maintains Hiring Procedures, Evaluation
Procedures and other fair employment practices consistent with this principle.

Information on individuals not adhering to the intent of this Procedure will be reported
immediately to the Superintendent in writing in a sealed envelope.

Procedures

1. The Superintendent is responsible for the development, implementation,
administration and assessment of employment practices. These practices must be
consistent with employment legislation, Board Policy, Administrative Procedures,
Human Resources Procedures and current Collective Agreements or contracts.

2. Individuals, excluding substitute teachers and casual employees, shall be
appointed to the staff of the Division in accordance with the following:

2.1 Unless filled through a transfer, all permanent vacancies must be advertised in
open competition or as per Administrative Procedure AP502 School- Based
Decision—Making.

2.2 The successful candidate shall be fairly selected from applicants.
2.3 All offers and acceptances of employment shall be in writing.

2.4 Allinitial appointments to staff shall be made:

2.41 Inthe case of teachers, pursuant to Section 198 of the Education Act.

242 In the case of unionized employees, pursuant to the provisions of
current Collective Agreements.

243 In the case of non-unionized employees, pursuant to such
probationary period as may be established from time to time.

244 In the case of teachers designated as Principal of a school, pursuant
to Section 202 of the Education Act.

3. The Principals or supervisors and Superintendent will identify all full- or part—time
vacancies and the need for staff for these positions.

Prairie Land Public School Division September 2023
Administrative Procedure 400.101 Page 1 of 2



10.

11.

12.

13.

14.

15.

16.

All full- or part—time positions will be posted for a minimum of five working days.

Advertising will be placed on the Prairie Land Public School website and in other
locales as instructed by the Superintendent.

All applications for employment will be complete as requested in the advertisement
for employment; any incomplete applications will not be considered.

All references, both personal and professional, will be reviewed and checked prior
to an interview.

As a condition of employment, all prospective employees will provide a current
Criminal Record Check (under 90 days old) with Vulnerable Sector Check as issued
by the Royal Canadian Mounted Police (RCMP) and a current Child Intervention
Check as issued by a local Child and Family Services Office before the
commencement of employment.

All newly hired staff at Prairie Land Public School Division will undergo a
probationary period as detailed in Section 206 of the Education Act and the existing
Collective Agreements.

Each new employee will be provided with a written statement outlining the
conditions of their employment.

Each employee will be notified, in writing, of any changes in the conditions of
employment.

All certificated employees who are on a continuing contract will be evaluated on a
three year cycle.

All new certificated employees on probationary contracts will be evaluated in their
first year.

If the certificated employee's contract is extended for a second year, they will
undergo evaluation again during the second vyear, primarily for permanent
certification as a teacher.

The performance of all non—certificated employees will be evaluated on an annual
basis.

It is not the intent of this Human Resources Procedure to supersede such
Grievance Procedures as may exist in an employee's applicable Collective
Agreement.

Reference: Sections 198 and 204 Education Act

AP400.105 School-Based Decision—Making
Criminal Record Check

Approved: September 2016
Reviewed: August 2023
Revised: September 2023
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