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Background

The Superintendent has been given the responsibility for implementing Board Policy
and Administrative Procedures, which includes maintaining the Board Policy Handbook
and the Administrative Procedures Manual and their dissemination to the appropriate
members of the Division.

The Division also believes that a regular review of Administrative Procedures, with
opportunity for input by the appropriate stakeholders, leads to effective operations within
the school system.

Procedures
General Procedures

1. The Superintendent will ensure that the Board Policy Handbook and the
Administrative Procedures Manual will be available on the Division website so that
all Trustees, staff, students, parents/guardians and the general public have ready
access to all Board Policies and Administrative Procedures.

2. 1t will be the responsibility of the Principal to convey to and interpret Policy and
Administrative Procedures for the school staff and Administrative Procedures for the
School Council.

3. It will be the responsibility of the Trustees to convey to and interpret Policy for the
School Council.

Development and Review Procedures

1. Areview of all Administrative Procedures will be carried out through the Office of the
Superintendent on a three-year rotating basis.

2. The annual review of Administrative Procedures will solicit input from Trustees,
teachers, Division Office Staff, School Councils and Principals.

3. Development or review of a specific Administrative Procedure may be initiated at
any time by a formal request from the Board, a School Council, a Principal or a staff
member who is personally affected by that procedure. The request for development
or review will detail the issues and concerns associated with the Administrative
Procedure and, if possible in the case of review, offer suggestions for revision.

4. The Superintendent will revise Administrative Procedures as per Procedures 2
and 3 of this section. Prior to adopting changes to Administrative Procedures, the
Superintendent will share proposed revisions with Principals during their regular
meetings and with the Board before distribution to School Councils and staff.
Principals will present Administrative Procedures to School Councils and staff for
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input. The Superintendent will consider all feedback prior to finalizing Administrative
Procedures.

5. Any decisions arising from a review of Administrative Procedures will be
communicated expeditiously to all affected stakeholders.

AP120 Policy and Procedures Dissemination (Original Administrative Procedure)
Reference:  Section 61 School Act

Reviewed: November 2007
November 2015
Revised: November 2007
AP121 Development and Review of Administrative Procedures (Original Administrative
Procedure)
Reference:  Board Policy 10—Board Delegation of Authority
Reviewed November 2007
November 2015
Revised: May 2011

Note: Administrative Procedures AP120 Policy and Procedures Dissemination and AP121
Development and Review of Administrative Procedures have been amalgamated into one
procedure AP604 Policy and Procedures Dissemination, Development and Review (New
Administrative Procedure).

References: Section 53 and 222 Education Act
Policy 8 Role of the Superintendent Board
Policy 11 Board Delegation of Authority
Reviewed: June 2016

July 2023
Revised: August 2016
June 2024
Prairie Land Public School Division June 2024
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