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Our Vision, Mission, Goals & Values 
 
 
Mission   
 
Supporting all learner to achieve their individual success while inspiring a passion for lifelong 
learning.  
 
 
Values 
Engagement, Culture, Diversity, Relationships, Equity and Well-Being.  
 
 
Shared Vision 
Learning Together, Realizing Success for All – Engage, Ignite, Empower 
 
 
Goals 

• Crease Student Success – All students realize their full potential. 
• Diversity – Honour and respect culture, diversity and inclusion 
• Organizational Wellness – Facilitate well-being across CMSD82. 

 

Coast Mountains Board of Education  
School District 82 
 

The Coast Mountains School District (CMSD) includes the communities of Terrace, Thornhill, Kitimat, 
Kitwanga, Stewart, and the Hazeltons.  The Board of Education Office is located in Terrace with 
Kitimat a forty-five minute drive south from the office, Kitwanga one hour east, the Hazeltons one 
and a half hours east, and Stewart three and a half hours north. 

The District encompasses three traditional Indigenous territories:  the Haisla, the Gitksan, and the 
Tsimshian.  The Haisla Territory is centered in Kitamaat Village.  The Tsimshian territory has two 
distinct Nations in the Terrace and Thornhill areas.  The Gitksan Territory of the Hazelton area is 
made up seven nations that are located in the Kitwanga area through the Hazelton communities, 
and up the Kispiox Valley. 

Coast Mountains School District serves a student population of approximately 5000 students in 
nineteen schools: one K-3 school, six K-6 schools, three K-7 schools, one intermediate 4-6 school, 
two grade 7-9 middle schools, two grade 10-12 secondary schools, one grade 8-12 secondary school, 
one K-12 school, two alternate un-graded secondary schools, and a distance education school. 

Employees of the district have a “home base” community of either: Terrace; Kitimat; Hazelton or 
Stewart.  Although we have a few positions that are required to travel between communities for work, 
most positions are based in one geographical location. 
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Introduction 
 
 
As a Teacher-Teaching-On-Call (TTOC) or Non Certificated Substitute within School District No. 82 
(Coast Mountains), you will have an opportunity to experience a wide variety of teaching situations.  
You will be exposed to many different teaching styles and will have the opportunity to become more 
familiar with the numerous changes in the curriculum.  You will be helping to guide the students in 
our schools. 
 
There are two categories of substitute teachers: Teacher-Teaching-On-Call and Non Certificated 
Substitute Teacher. 
 
A Teacher-Teaching-On-Call is a person who holds a teaching certificate in the Province of BC and is 
part of the bargaining unit as defined in the Collective Agreement. 
 
A Non-Certificated Substitute is a person who does not hold certification as a teacher in the Province 
of BC.  They share an interest in working with students and are willing to fill in when a Teacher-
Teaching-On-Call is not available or qualified for the substitute position. 
 
It is our intent that with a clear understanding of your duties, your work with the students in our 
schools will be effective and enjoyable.  As always, the first source of wisdom in dealing with students 
will be the teachers' own experience or professional judgement. 
 
The information in this handbook is intended to provide you with the kind of background information 
which will be of assistance in the performance of your duties. 
 

British Columbia Teaching Standards 
 
The Ministry of Education, Teacher Regulation Branch mandate is to establish standards for the 
conduct and competence of both certificate holders and applicants for certificates of qualification.  
Specifically, it establishes standards that a person must meet in order to be issued and maintain a 
certificate of qualification.  In making standards, it must consider the needs of the public, especially 
of the students who are the “clients” of teachers, ahead of the interest of certificate holders.  This 
means that the standards for teachers are to be established for the benefit of students, their parents 
and the society as a whole. 
 
 
1. Educators value the success of all students.  Educators case for students and act in their best 

interests.  
 
Educators have a privileged position of power and trust. Educators are responsible for the physical and 
emotional safety of students. Educators respect and value the diversity in their classrooms, schools and 
communities, inclusive of First Nations, Inuit and Métis, and other worldviews and perspectives. 
Educators foster students’ positive personal identity, mental and physical well-being, social and personal 
responsibility, and intellectual development. Educators engage students in meaningful participation in 
their own learning. Educators treat students equitably with acceptance, dignity and respect. Educators 
understand the importance of confidentiality, and protect student privacy, unless disclosure is required 
by law. Educators do not abuse or exploit students or minors for personal, sexual, ideological, material 
or other advantage. 
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2. Educators act ethically and maintain the integrity, credibility and reputation of the profession.   

 
Educators are role models. Educators are held to a higher standard and are accountable for their conduct 
on duty and off duty. Educators understand the law as it relates to their duties. Educators’ individual 
conduct contributes to the perception of the profession as a whole. Educators know and recognize the 
importance of the Professional Standards for BC Educators 
 

3. Educators understand and apply knowledge of student growth and development.  
 
Educators are knowledgeable about how children and youth develop as learners and social beings. 
Educators demonstrate an understanding of individual learning differences and needs. Educators 
recognize the importance and connection of cultural identity, ways of being and worldviews to student 
learning. Educators use this knowledge to inform decisions about curriculum, instruction and 
assessment. Educators work to create a positive, safe and inclusive learning environment to best meet 
the diverse needs of students. 
 

4. Educators value the involvement and support of parents, guardians, families and communities in 
schools.  
 
Educators understand, respect and encourage the participation of families and communities in student 
learning and development. Educators consider the perspectives of parents/guardians regarding their 
children. Educators communicate effectively and in a timely manner with parents/guardians. 
 

5. Educators implement effective planning, instruction, assessment and reporting practices to create 
respectful, inclusive environments for student learning and development.  
 
Educators have the knowledge and skills to facilitate learning for students, including learning experiences 
that reflect individual contexts and local environments. Educators value collaborative practice. Educators 
recognize and understand the interconnectedness of all aspects of teaching and learning and employ a 
variety of instructional and assessment strategies. Educators communicate effectively in either English 
or French. Educators know when to seek support for their practice and for students. 
 

6. Educators demonstrate a broad knowledge base and an understanding of areas they teach.  
 
Educators understand the curriculum and methodologies of areas they teach. Educators teach curricula 
from Canadian, First Nations, Inuit, Métis, and global perspectives. Educators build upon student capacity 
for intercultural understanding, empathy and mutual respect. Educators cultivate the values, beliefs and 
knowledge of Canada’s democratic and inclusive society. 
 

7. Educators engage in professional learning.  
 
Educators engage in professional learning and reflective practice to support their professional growth. 
Educators recognize and meet their individual professional needs through various learning opportunities. 
Educators develop and refine personal philosophies of education, teaching and learning that are 
informed by research, practice and the Professional Standards for BC Educators. 
 

8. Educators contribute to the profession.  
 
Educators honour the profession by supporting, mentoring or encouraging other educators and those 
preparing to enter the profession. Educators contribute their expertise in a variety of ways, including 
opportunities offered by schools, districts, school authorities, professional organizations, post-secondary 
institutions and communities. Educators contribute to a culture of collegiality. 
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9. Educators respect and value the history of First Nations, Inuit and Metis in Canada and the impact of 
the past on the present and the future.  Educators contribute towards truth and reconciliation and 
healing.   

 
Educators critically examine their own biases, attitudes, beliefs, values and practices to facilitate change. 
Educators value and respect the languages, heritages, cultures, and ways of knowing and being of First 
Nations, Inuit and Métis. Educators understand the power of focusing on connectedness and 
relationships to oneself, family, community and the natural world. Educators integrate First Nations, Inuit 
and Métis worldviews and perspectives into learning environments. 

 
 
 

Duties and Responsibilities 
 
The responsibility of a Teacher-Teaching-On-Call/Non-Certificated Substitute is to temporarily 
assume the position of the regular teacher without any appreciable loss in the instructional process, 
while maintaining discipline and generally promoting the educational welfare of the students. 
 
A Teacher-Teaching-On-Call/Non-Certificated Substitute Teacher is expected to conform to the 
established routines of the schools and to fulfil all the duties and responsibilities of the regular 
teacher who is absent.  This includes instruction, marking, preparation, supervision, and attendance 
at any meetings requested by the Principal. 
 
Since each school is unique in many of its operations and procedures, the Principal of the school or 
his/her designate is responsible for advising the Teacher-On-Call/Non Certificated Substitute 
Teacher about the routines, policies and procedures of the school.  Teachers-On-Call/Non 
Certificated Substitute Teachers are expected to observe these policies and practices, and, like 
regular teachers, are to be role models for students. 
 
For the information of Teacher-Teaching-On-Call /Non-Certificated Substitute Teachers, the duties of 
a Teacher as defined by the School (Act) Regulation are as follows (4)(.1): 
 
SCHOOL REGULATION 
 
BC Ministry of Education 
Governance and Legislation Branch D-64 August 1, 2012 
 
Duties of teachers 

4. (1) The duties of a teacher include the following: 
 

(a) providing teaching and other educational services, including advice and instructional 
assistance, to the students assigned to the teacher, as required or assigned by the board or 
the minister; 
(b) providing such assistance as the board or principal considers necessary for the 
supervision of students on school premises and at school functions, whenever and wherever 
held; 
(c) ensuring that students understand and comply with the codes of conduct governing their 
behaviour and with the rules and policies governing the operation of the school; 
(d) assisting to provide programs to promote students' intellectual development, human and 
social development and career development; 
(e) maintaining the records required by the minister, the board and the school principal; 
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(f) encouraging the regular attendance of students assigned to the teacher; 
(g) evaluating educational programs for students as required by the minister or the board; 
(g.1) evaluating each student’s intellectual development, human and social development and 
career development, including, as required by the minister, administering and grading 
Required Graduation Program Examinations; 
(g.2) ensuring the security of Provincial examinations, including retaining completed 
Provincial examinations for any period of time set by the minister; 
(h) providing the information in respect to students assigned to the teacher as required by the 
minister, board or, subject to the approval of the board, by a parent; 
(h.1) advising the school principal regarding the organization of classes in the school and the 
placement of students with special needs in those classes; 
(i) when required to do so by the minister, verifying the accuracy of the information provided 
to the minister under paragraph (h); 
(j) regularly providing the parents or guardians of a student with reports in respect of the 
student’s school progress as required by the minister or the board; and 
(k) attending all meetings or conferences called by the principal or superintendent of schools 
for the district to discuss matters the principal or superintendent of schools considers 
necessary unless excused from attending the meeting or conference by the principal or 
superintendent of schools; 
 

(2) admitting to his or her classroom to observe tuition and practise teaching, student teachers 
enrolled in a university established under the University Act or in an institution for training 
teachers established under any other Act, and rendering the assistance to the student 
teachers, and submitting the reports on their teaching ability or on other matters relating to 
them or to their work, considered necessary for the training of teachers by the university or 
institution. 

 
(3) Reports referred to in subsection (1) (j) shall be made at least 5 times during the school year 

as follows: 
 

(a) 3 written reports, one of which shall be at the end of the school year 
(i) on a form approved by the minister, or 
(ii) on a form approved by the board containing information and, when required, using 

reporting symbols ordered or approved by the minister; 
(b) at least 2 informal reports. 

 
 
It is expected that a Teacher-Teaching-On-Call /Non-Certificated Substitute Teacher will come as 
close as possible to the duties of a teacher. 
 
BCTF SUPPORT AND TIPS ON TEACHING-ON-CALL 
 
There is a web page for substitute teachers that provides some tips for Teachers-Teaching-on-Call 
and allows for interactive exchanges. The web page can be found at: 
 

http://bctf.ca/TeachersOnCall.aspx?id=5022 
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The On-Call Teaching System 
 
All persons applying to the on-call teaching list must submit a resume (persons with certification as 
a teacher in BC should attach a photocopy of the Certification and TQS Category Card).  A personal 
interview is required. 
 
These interviews are to ensure the person has certification, has 
qualifications to substitute teach at a particular grade level and/or 
subject area and meets the expectations the district has for teachers.  
The person must supply the names of appropriate references and agree 
to allow the School District to make inquiries as to the individual's 
character and previous work experience record.   
 
All Teachers-Teaching-On-Call and Non-Certificated Substitutes must 
comply with the Criminal Records Review Act.  Certified teachers have a 
review performed as part of their licensing with the Teacher Regulation Branch.  For Non-Certified  
applicants, a form will be provided for completion and a $28.00 fee payable to the Minister of 
Finance must accompany this application.  This $28.00 fee may be paid by Visa or MasterCard.  
 
Upon satisfactory completion of the above, the person will be placed on the active Teacher-Teaching-
On-Call list or Non-Certificated Substitute Teacher List. 
 
These lists are updated monthly.   
 
 
 

Automated Dispatch – SmartFind Express 
 
SmartFind Express is the system the district uses in order to track absences and dispatch 
substitutes.  The system is used by employees to log absences, including sick leave.  The system will 
then call out substitutes based on qualifications and seniority.  All absences and leave of 
absence requests must be logged in SmartFind or with the Help Desk.  In cases of 
emergency only, contact your school principal.   

You will receive a welcome email to your school district email account with information on 
registration: 

 
Welcome to SmartFind Express! Your Profile has been reset. Registration over the phone must be 
done before you will be able to login over the web or mobile. 
  
Please call +18554544008 to register your account. 
Your Access Id to register over the phone: (employee #)  Your Temporary PIN: (employee #) 
 
Please do not respond to this message. It is an automated e-mail generated by the system. 
Contact your SmartFind Express system administrator if you have additional questions. 
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Once you have registered your account, you will be able to login to the web portal for SmartFind 
Express via the SmartFind Express links from the QuickLinks menu on the cmsd.bc.ca website: 

 

 

Then click the link as below: 
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If you have accessed SmartFind after logging into a District computer, you will automatically taken to 
your SmartFind home screen.  If you are accessing from home, or another computer, you will need to 
login using your District login (employee number@cmsd.bc.ca) and password.  

 

 

Once logged in, please ensure you validate your email address.   

To validate your email, and to access additional functions and features, such as password changes or 
phone number changes, click on the icon in the top right corner indicated with your initials:  
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The system will now prompt you to select a new alphanumeric password (for use on the website only, 
you will still use the six-digit password on the phone). 

 

 

Choosing an online password: 

 

 

Once logged in, please ensure you validate your email address.  This will allow you to use the “Forgot 
Password” and other system features. If you are not prompted to validate your email on logging in, 
click the validate your email address link  

 

Below you will find instructions for using SmartFind Express.  Be sure to utilize the instructions based 
on your role as either a regular employee or a substitute. You must call 1-855-454-4008 to register 
by phone first.  When logging in online, you will need to use your alphanumeric password.   
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Substitute Homepage 
 

 
 
 
 
Substitute Profiles 
Substitute profiles can be accessed by clicking your initials in the top-right corner: 
 
 

 
 

1. Review your settings 

This will allow you to change your password or telephone PIN, review your information including 
your CALLBACK NUMBER, which the system will call to offer you work.  Select Personal from the 
menu:  
 
 

 
 
 
 
From the Personal Information page you will be able to change your online Password and Telephone 
PIN.  Ensure your callback number is correct.  This is the number the system will call to offer your 
work.  
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2. Setting your Schedule 

As an on-call employee, your schedule is set to being available for full working days, Monday to 
Friday.  If your availability differs, you can set your schedule so the system will only call you for work 
on days/times you are available to work.  Start by selecting Schedule from the menu: 
 

 

Ensure this is 
correct 
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3. Locations 

Your profile will be set to be available to work at all locations in your geographical “home community”. 
To change your locations, select Locations from the menu: 
 

 

 
 
You must delete the Location group and add each school individually: 

To Change, click 
the Edit button 
 

Edit each day to 
as needed 
 

Save changes 

Click Edit to Change 
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You must now add schools back to My Locations. Start by clicking Edit:  

 
 
 
Add individual schools, ensuring you select schools in your community, unless you are able to reasonably 
commute (e.g.: Kitwanga/Hazelton or Terrace/Thornhill) 
 

 
 
 
 
 
 

1. Select 
Group 

Edit  
 

1. Select schools 
 

2. Add to My 
Locations 
 

3. Check your 
selections 
 

4. Click 
 

3. Apply 

2. Remove 
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If you wish to receive calls for future 
work on your unavailable date, check 
this box. 

 
4. Unavailable / Do Not Call Settings 

There may be days that you are not available to work or do not wish to receive calls for work.  You can 
set these by returning to your main homepage and selecting Add Unavailability: 

 
 
 
 
Add your unavailable dates and times: 
 

 
 
 

5. Review Assignments 

Your accepted jobs will appear on your homepage.  To view the job in more detail, click the job 
arrow 
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6.  Cancel out of an Assignment 
 
There may be times when you are no longer able to work an accepted job.  to cancel out of an assignment, 
click the job arrow on the assignment, then click  Cancel Job 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You will need to choose a reason for the cancellation, then click Confirm 
 

 
 
 
 
 
 
 
 
 
 
 

 

1. Choose reason 

3. Click Confirm 
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Substitute Quick Reference Card 
 

System Phone Number 1-855-454-4008 

Help Desk Phone Number  250-638-4439 

Write your Access ID (employee number) here    

Write your PIN (phone access) here     

Web Browser URL https://coastmountain.eschoolsolutions.com 

Write your web browser password here _________________________ 

 
TELEPHONE ACCESS INSTRUCTIONS 

 
THE SYSTEM CALLS SUBSTITUTES DURING THESE TIMES: 
 

 TODAY’S JOBS FUTURE JOBS 
Weekdays Starts at 6:30 am 8:00 - 9:00 pm 
Saturday None None 
Sunday None 8:00 - 9:00 pm 
Holidays None 8:00 - 9:00 pm 

 
DECLINE/CANCEL REASONS: 

1. Illness 
2. No Transportation 
3. No Child Care 
4. Working in Another Position 
5. Not Available 
6. Not Suitable 
7. Other 

 
 
 
 

REGISTRATION 
1. Enter your Access ID followed by the star (*) key 
2. Enter your Access ID again when it asks for your PIN followed by the star (*) key  
3. Record your name followed by the star (*) key 
4. Hear your callback #. Correct if necessary. 
5. You will be asked to select a new PIN.   Enter a PIN at least six (6) digits in length followed by 

the star (*) key. 
 

TELEPHONE ACCESS INSTRUCTIONS 
 
1. Enter your Access ID followed by the star (*) key 
2. Enter your PIN followed by the star (*) key  
 
 
 
 
 
 

THE SYSTEM CALLS 
HEAR THE JOB OFFER 
1. PRESS 1 to Hear the job offer 

PRESS 2 to Set temporary Do Not Call  
2. If you pressed 1 to Hear the job offer 

PRESS 1 to Hear the job description 
PRESS 2 to Decline the job (without hearing the description)  

Before any features are available, you must register with the system and create 
a PIN. The Access ID and PIN are used for all interactions with the system. 
 

https://coastmountain.eschoolsolutions.com/
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Enter the decline reason from page 1 followed by the star (*) key  
3. If you pressed 1 to Hear the job description 

PRESS 1 to Accept this job 
Record the Job Number. You are successfully assigned to the job. 

PRESS 2 to Repeat the job description 
PRESS 3 to Decline the job 

Enter the decline reason from page 1 followed by the star (*) key  
PRESS 1 to Accept 

4. If you pressed 2 to Set temporary Do Not Call, hear a time offered 
PRESS 1 to Accept the time offered 
PRESS 2 to Enter an earlier time in HH:MM format.  

 

HEAR THE CANCELLATION 
1. Hear “This assignment has been cancelled” and the job information 
2. PRESS 1 to Repeat the job information 
 

CALLING THE SYSTEM 
MENU OPTIONS 
1 - Review or Cancel Assignments 
2 – Hear Available Jobs 
3 - Change your Callback Number  
4 - Review or Modify Temporary Do Not Call Time 
5 - Review or Modify Unavailability Dates 
6 - Review or Modify Daily Availability 
7 - Change PIN or Re-record Name 
9 - Exit and hang-up 
 

REVIEW OR CANCEL ASSIGNMENTS 
1. Hear assignments in chronological order 

PRESS 1 to Hear assigned job information again 
PRESS 2 to Cancel this assigned job 

2. If you pressed 2 to Cancel assignment 
PRESS 1 to Confirm cancellation (Enter cancellation reason followed by the * key) 

 

HEAR AVAILABLE JOBS 
1. Hear assignment information 

PRESS 1 to Repeat assignment 
PRESS 2 to Accept assignment 
PRESS 3 to Decline assignment 

2. If you pressed 3 to Decline assignment 
Enter decline reason from page 1 followed by the star (*) key  

 
CHANGE YOUR CALLBACK NUMBER 
1. Hear the Callback telephone number 

PRESS 1 to Modify callback telephone number 
2. Enter new telephone number followed by the star (*) key. **Ensure you enter 11-digit number: 

1-area code + number** 
 

TO CHANGE PIN or RE-RECORD NAME  
1.  PRESS 1 to Change your PIN 
 PRESS 2 to Change the recording of your name 
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WEB BROWSER ACCESS INSTRUCTIONS 
SIGN IN 
Open your browser and access the SmartFindExpress Sign In page. Enter your Access ID and 
Password.  
 

PIN REMINDER 
The “Forgot your Password?” link supports users who want to log into the system, but have forgotten 
their Password. When this link is selected, the system sends a password reset email to your District 
email account. Note: You must be registered with the system to use this option. 
 

PROFILE 
INFORMATION - REVIEW PROFILE STATUS AND ADDRESS INFORMATION. 
CALLBACK NUMBER – VIEW/UPDATE CALLBACK NUMBER; SPECIFY A DO NOT CALL TIME. **ENSURE YOU ENTER 
11-DIGIT NUMBER: 1-AREA CODE + NUMBER** 
CHANGE PASSWORD - ENTER YOUR CURRENT PIN FOLLOWED BY A NEW PIN TWICE AND CLICK SAVE 

 

SCHEDULE 
GENERAL 

• Modify an Availability Schedule 
° Choose day or days of the week you want to delete by checking the boxes by that day 

and select the Delete button 
° Select the New button to add a new day of week or time. Follow the steps for “Create 

a New Availability Schedule” as outlined above 
Temporary Do Not Call 

• Enter the telephone number where you can be contacted by the system. Include the ‘1’ 
(long distance indicator) and area code. 

• Specify a temporary “Do Not Call Until” time if you do not want to be called by the system.  
 
CLASSIFICATIONS AND LOCATIONS 

• Review classifications and locations you have chosen for assignments 
UNAVAIL DATES TAB 

• Create Unavailability Schedule 
° Select the New button 
° Enter Start and End Date Range (MM/DD/YYYY) or use the calendar 
° Select the All Day check box or enter the time range in HH:MM am or pm format 
° Select the Call for Future Assignments checkbox, if during the unavailable time period 

entered you would still like to receive calls for future assignments.  Leave box 
unchecked if you do not want any calls during this time 

° Select Save button 
 
 

REVIEW ASSIGNMENTS 
Choose the Review Assignments link to review past, present and future assignments or to cancel an assignment 
Follow these steps: 

• Select format for Assignment display.  List or Calendar view 
• Search for assignments 
• Press the Search button to display the list of assigned jobs  
• Choose the Job Number link to view job details 

° Select the Return to List button to review other jobs assigned to you 
° Select the Cancel Assignment button to cancel your assignment. Enter a reason for 

canceling from the pull down list. Wait for the “Job was cancelled successfully” 
notification. You cannot cancel an assignment within 1 hour of the start time. 
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° An assignment may contain file attachments. To view or download a file attachment, click 
on the file name. 

 

SIGN OUT AND WEB BROWSER INFORMATION 
At any time during the session, the Sign Out link can be selected to end the session and disconnect 
from SmartFindExpress. Selecting the browser's back button or going to another site on the Internet 
does not disconnect the session from SmartFindExpress.  
 
To ensure security and privacy of information, use the Sign Out link to disconnect from 
SmartFindExpress, and close the web browser when you finish with your session.  
 
You can click the Help link to access Help Guides and How-to videos. 
 
Important Note: Do NOT use the browser's BACK button to navigate to screens. 
Navigation buttons are on the bottom of SmartFindExpress screens, such as the Return to List and 
Continue buttons. 

 
Unavailability/Removal from On-Call List 
 

It is important for us to keep our lists up to date. If you are unavailable (or going to be) or wish your 
name off the list please update the SmartFind Express system.  If you require assistance with this, 
please contact Richard at 1-855-635-4931 local 4439. 
 
At the beginning of each school year you will be contacted to see if you wish your name to be kept 
active and to ensure that all phone numbers are in service. 
 

 

 

 

 

 

 

Arrival at the School 
 

 Arrive at least 30 minutes early (late callouts are an exception, arrive as soon as 
possible) 

 
 Report to the office and introduce yourself.  Indicate the name of the teacher for 

whom you are substituting.   
 
Each school has routines or expectations for Teachers-Teaching-on-Call/Non Certificated Substitutes 
that pertains to its organization or schedules.  The School Secretary or the School Principal will 
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provide you with this information and be able to tell you where to find the lesson plans, keys, schedule 
of classes, etc. 
 

 Ask for directions to the staff room in order to find out where your personal 
belongings should go. 

 
 Check the teacher’s mailbox for daily messages. 

 
 Review the students with medical problems in any of your classes. 

 
 Determine the supervision duties assigned to the teacher you are replacing. 

 
 Inquire about fire drill procedures as well as any other emergency information. 

 
 Adopt a positive attitude towards all staff members in order to foster a collaborative 

working environment. 
 

 Dress for comfort and safety, keeping in mind the School Code of Conduct, dress 
code and the requirements of your particular assignment. 

 
 Some schools have developed a hand-out for Teacher-Teaching-On-Call/non-

certified substitute teachers.  Request a copy before your start your day. 
 

The teacher is expected to provide you with: 
 

 A teacher’s plan of work for the day which has clear and specific lesson plans 

 A seating plan(s), timetable and bell schedule; a list of pupils in regular groups 

 An attendance register 

 A general list of classroom routines/expectations. 

 Copies of textbooks, teacher’s guides and workbooks (if used) 

 
 

 
 
 
 
 
 

The Classroom Notes 
 

 
In an elementary school, your day will follow the schedule of the classroom teacher.  In a secondary 
school, you could be in several classrooms so you will need to find out where each of your teaching 
areas is located.  A floor plan is available in the office. 
 
You should have allowed sufficient time before classes begin to go over the Daybook and find 
required materials needed to carry on as effectively as possible.  It is also a good idea to take a bag 
lunch as you may need the time to prepare for afternoon classes. 
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There should be a completed Daybook or some form of teaching plan for you to follow.  This plan is 
usually found on the teacher's desk or in the teacher's box in the office.  In the event that there is no 
Daybook or outline for you to follow, please let the Principal know immediately and ask for assistance 
in outlining activities for the day.   
 
In some schools, registers are kept in the office.  If this is the case, an absentee/late slip will be sent 
to the office.  In other schools, registers are done by the teacher.  Simply note the absentees/lates 
on a piece of paper and clip it to the register, or make a note in the Daybook. 
 
If you have to leave the room for some reason, ask the teacher in the next room or across the hall to 
keep an eye on your class until you return. 
 
Early dismissal of classes is not permitted. 
 

 
BE PREPARED 
 
It is a good idea to have some “emergency” lessons prepared in case there are problems.  Although 
the Daybook should be followed as closely as possible, there could be occasions where you feel the 
planned lesson is not appropriate or you have completed all the planned work.  You will have to use 
your own discretion and common sense.  In elementary schools, reading (good literature) to the class 
has a calming effect and most students enjoy having someone read to them. 
 

 

 
 
 
 
 

District Expectations 
 
Elementary Teacher-Teaching-On-Call/Non Certificated Substitute Teachers are usually expected to 
teach all subjects including Physical Education.  You should bring a pair of running shoes for use in 
the gym.  Also, you are expected to complete the marking of all assignments given during the day.  If 
it is an on-going type of assignment, your job is to monitor the work and assist the students.  At the 
lower elementary level, please watch to see that assignments are done in appropriate exercise 
books.  Insist upon a high standard of written work from all students. 
 
At the secondary level, if you are familiar with the subject matter or, if an answer key is available, you 
should mark all in-class assignments and monitor on-going ones.  If you are not familiar with the 
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subject matter and there is no answer key, then leave a note for the teacher indicating you were not 
able to mark the assignment. 
 
Unless the Principal has approved your absence, please do not leave school during a prep. 
 
You are expected to complete the Daybook for the teacher for the following day, including the 
necessary blackboard work and/or materials. Please include notes on what was taught.  
 
Leave the classroom and desks neat and tidy.  The desks should be left in a similar design to the 
way they were when you arrived.  
 
Leave a brief written report for the teacher on how your day went: highlights, problems, if any. 
 
 *NOTE: The use of corporal punishment is a violation of the School Act and the use of physical 

force on students may be considered assault. 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Suggestions for Classroom Management 
 
 
Classroom management includes everything teachers do to secure and maintain control in 
classroom activities.  Successful management involves not only responding effectively to problems 
when they occur, but also preventing problems from occurring in the first place. 
 
It is of vital importance for a Teacher-On-Call/Non Certificated Substitute Teacher to quickly establish 
and maintain control in the classroom.  This may be accomplished in many ways.  The following are 
a few ideas you may wish to use: 
 
1. Arrive in good time.  You should allow sufficient time before classes begin to go over the 

Daybook and find required materials needed to carry on as effectively as possible.  Before the 
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class arrives, it is a good idea to write or print your name on the chalkboard so that after you 
have introduced yourself, the students may refer to it. 

 
2. Greet the students at the door as they enter the class. 
 
3. Take five minutes or so at the beginning of the day or at the beginning of each period to 

discuss your expectations with the students.  Get some feedback from the students so that 
they feel they are contributing (general routines, hands up for questions and answers, 
movement about the classroom, bathroom, dismissal procedures, etc.) 

 
4. Knowing the names of students is one of the most powerful control mechanisms at your 

disposal.  Ask the students their name or you may (depending upon the age group) have 
students put small name cards on their desks so you may call each student by name. 

 
5. Follow the classroom routine established by the regular teacher as closely as possible.  The 

maintenance of classroom routines will greatly ease the task of the substitute. 
 
6. Follow the classroom teacher's plan book as closely as possible.  Make note of areas 

completed, areas changed and reason for change. 
 
7. Ensure that your instructions are clear and easily understood. 
 
8. An effective Teacher-Teaching-On-Call /Non Certificated Substitute Teacher quickly establishes 

appropriate expectations for student performance, arranges appropriate student activities, 
continually monitors student performance and establishes a positive rapport with the 
students. 

 
9. The first student that disrupts in any way must be dealt with immediately.  This may be 

accomplished by a variety of methods: 
a) eye contact 
b) go up to the individual and speak quietly to him/her about the behaviour 
c) isolate the disruptive student 
d) separate a “social” group of youngsters 
e) take the individual out into the hall and discuss his/her unacceptable behaviour 
f) as a last resort, take the student to the office. 
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CONFIDENTIALITY 
 
Confidentiality is of vital importance.  As a Teacher-On-Call/Non Certificated Substitute Teacher, you 
will sometimes have access to confidential information about a child.  You may hear remarks or 
comments that should not leave the four walls of the classroom or the school.  You must be 
professional and ethical in your work and actions both in and out of the school. 
 
 
BEFORE LEAVING THE SCHOOL 
 
The teacher expects a short written summary of how you felt the day went.  Include what was taught, 
the names of students who may have been particularly helpful or those who may have been a 
problem.  Please make sure that all the necessary marking is done or arranged for. 
 
 
 
ATTIRE 
 
Clothing should be comfortable but appropriate.  Remember, you are setting an example for students 
with whom you come in contact. 

 
 

 
EVALUATION REPORTS 

 
An Administrative Officer may enter the room at any time.  Often it will be to ensure that things are 
proceeding smoothly, but they may do so for the purpose of completing a Performance Appraisal.  If 
a Teacher-On-Call Teacher Performance appraisal is completed, you will be given a copy. 
 
A Teacher-On-Call may request a performance appraisal.  Such a request would normally be 
completed within the next five (5) substitute assignments in the school.  The appraisal should only 
be done in the area for which you are qualified. 
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Concerns Regarding Teachers Teaching-On-Call or Non 
Certificated Substitute’s Work 
 

Procedure for expressing concern regarding the work of Teachers-Teaching-On-Call (TTOC)/Non 
Certificated Substitute: 
 
1. A teacher who wishes to express concern about the work of a TTOC /Non Certificated 

Substitute must first verbally communicate the concern to the TTOC /Non Certificated 
Substitute within a week.  If the teacher is not satisfied with the explanation given by the TTOC 
/Non Certificated Substitute and wishes to refer the matter to the Principal, the teacher is 
required to inform the TTOC /Non Certificated Substitute Teacher of their intent before doing 
so. 

 
2. Any Administrative Officer who has a concern about the work of a TTOC /Non Certificated 

Substitute or who has had a situation referred to him/her pursuant to #1 above, shall follow 
the procedures listed below: 

 
a. An Administrative Officer who has concerns will first communicate verbally with the 

TTOC /Non Certificated Substitute expressing their concerns or the concern cited by 
the teacher.  (A TTOC request to have a representative of their choice present.) 

 
b. The TTOC /Non Certificated Substitute will be given an opportunity to explain what 

they believe to be facts related to the situation brought to their attention by the 
Administrative Officer. 

 
c. If the Administrative Officer is not convinced that the explanation provided by the 

TTOC/Non Certificated Substitute answers the concerns to their satisfaction, the 
Principal will state their concerns in writing to the TTOC/Non Certificated Substitute 
and inform the TTOC /Non Certificated Substitute that a copy of the letter is being 
sent to the Superintendent or a designate. 

 
d. A TTOC /Non Certificated Substitute is entitled to submit to the Superintendent's 

Office, with a copy to the Administrative Officer, a statement giving their view of the 
situation referred to by the Administrative Officer. 

 
*NOTE: Any concern of a serious nature involving misconduct relating to students or staff shall 

be immediately referred to District Personnel in accordance with Board Policy.  
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Payroll  
 
Payroll information is uploaded through the SmartFind Automated Dispatch System.  Days of work 
that have been confirmed by SmartFind should be reflected on your paystub.   
 
In all areas of the District, direct deposit will be used for pay.  Pay stubs will be sent electronically to 
your district email address on the 8th and 23rd of each month. 
 
Should you have any concerns about your pay you should make inquiries to Connie Lindsay at 250-
638-4404, 1-855-635-4931 local 4404.   Pay stubs are emailed to your school district email account 
(see the following page for more information). 
 
RATE OF PAY FOR SUBSTITUTE TEACHERS 
 
Coast Mountains Teachers’ Federation: 
 

• A Teacher-On-Call who holds a valid B. C. Teacher Certificate shall be paid 1/189 of 
his/her category classification and experience, to a maximum of the rate at Category 5 
Step 8, for each full day worked. 
 

• In addition to above Teacher-teaching-on-call will also receive $11.00/day in lieu of 
benefits. 

  
• A Non Certificated Substitute will be paid at a rate of $177.08 per day plus 4% holiday 

pay. 
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Internet, Email and Software Use 
 
As an employee of the district, you will be assigned an account allowing you access to the Internet 
and email.  Much of the communication in the district takes place via email, including payroll 
information.  The district has a policy in place governing employee use of email, internet and software 
use.  A copy of the policy can be found on our website under:  Our Board / Policies and Bylaws. 

Policy 1305:     Staff Network and Acceptable Use and 
Software Code of Ethics. 

 
 
 
Microsoft 365 Mail – Outlook  
 
Each worksite in the district has a designated computer for employee use.  You will be assigned a 
login and password that will allow you access to a district computer and to Outlook. 
 
To access Outlook from a district computer, click on the icon (located on the computer desktop) or 
select from the start menu: 

  
 
Your User ID is your employee number.  Please select a secure password of at least 6 characters, 
and do not share your password with anyone. 
 
Outlook can also be accessed from our website at www.cmsd.bc.ca.  Select Microsoft 365 Mail from 
the QuickLinks menu: 
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Password Utility 
It is important that you register with the Password Utility in order to manage your profile and reset 
your password and unlock your account.  To register, start by selecting Password Utility from the 
QuickLinks on the Coast Mountains School District 82 website.  
 
From here, login in using your employee number as the User Name, and either your new password, 
or if you have not yet chosen a new password, then default password you have been assigned.   
 
Once you have logged in, select the Enrollment tab at the top, and choose your security questions 
and answers and click update:  
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Enter your user name (employee number) and password into the Sign in area: 
 

 
 

1. On the welcome screen click on the Click Here link 
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2. On the Security Questions tab select challenge questions that you will answer if you have 
forgotten your password and the answers you will provide when asked 
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3. If you wish to provide a mobile number and/or an email address that will be used to send a 
verification code to you that is used to reset your password instead of answering challenge 
questions click on the Verification Code tab and enter your Mobile number (as a 10 digit 
number) and/or email address.  This information will be used for no purpose other than 
sending a verification code as part of the password reset process 

 
 

4. Select the Enroll button 

5. You will get a confirmation of successful enrolment 

 
 
PASSWORD RESET 
To reset your password: 

1. Go the district’s web page (http://cmsd.bc.ca) 

2. Select Password Utility from the Quicklinks section 

3. Select the Reset Password link 

4. Follow the prompts 

 
 

 

  

http://cmsd.bc.ca/
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SECTION TWO 
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Your Health & Safety 
 
Occupational health and safety is your responsibility. Your school has a Health and Safety Committee. 
You may find your health and safety representative on the designated bulletin board, or by asking 
your Administrator.  You are obligated to report all safety concerns to your administrator and advise 
your Safety Committee members. A person must not carry out or cause to be carried out any work 
process or operate or cause to be operated any tool, appliance or equipment if that person has 
reasonable cause to believe that to do so would create an undue hazard to the health and safety of 
any person. Also, you immediately report the situation to your Administrator. 
 
Know who the designated first aid person is in your school and where the first aid record book is 
kept. Record all injuries and advise your Administrator if you are injured. Know your responsibility in 
case of fire.  
 
You face special challenges when working with students with different abilities. Know their history 
and regard safety as a priority. Inquire where you can get assistance should you be required to do 
wheelchair lifting or other such tasks. 
 
What Initiates the Reporting of an Accident? 
 
Sample Situation 1: 
 
If • an employee incurs an injury or near miss 
and  • there is no need to take time off work beyond the day of injury 
or  • there is no need to seek medical attention beyond site based first aid 
then • record in first aid record book at site and notify building administrator 

• initiate investigation if potential for re-occurrence 
 

Sample Situation 2: 
 
If  • an employee incurs an injury 
and  • there is no need to be off work beyond the day of injury 
or  • the employee receives medical attention from a physician 
then  • record in first aid record book at site and notify building administrator 

• have the injured employee fill out form 6A 
• fill out an EIIR accident investigation 
• send all forms to Blanche Olson-Wight 
 

The Human Resources Officer will contact persons involved if more information is needed. 
 
Sample Situation 3: 
 
If  • there is an incident that causes serious injury or death 
then  • WCB and Supervisor must be notified immediately. 
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General Hygiene 
 
Handwashing 
 
It is always important to stress the importance of hand washing as a method of avoiding the spread 
of disease. Careful hand washing technique is an effective and reliable precaution. 
 

• Wet hands. 
 

• Apply soap thoroughly; spread it under nails and between fingers. 
 
• If necessary, use a brush to remove any substance offering particular 

resistance. 
 

• With a rotating, frictional motion, rub the hands together while you count 
to 20. Wash at least two or three inches above the wrist. 
 

• To wash fingers and spaces between them, interlace the fingers up and 
down. 
 

• Rinse well with warm water. 
 
• Dry hands thoroughly and turn off faucets with a used towel. 
 
• Make certain that the sink is cleaned before and after you use it. 
 

 
 
 

Wearing of Disposable Gloves 

 
Disposable gloves should be worn when dealing with any body fluids such as blood, urine, etc. The 
gloves should be available in each school.  
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Disinfection of Soiled Objects and Surfaces 
 
Objects or surfaces which are visibly soiled with blood or body fluids (mucus, semen, urine, stool, 
vomit) of any persons, should be wiped clean with soap and water and then disinfected with a 
designated disinfectant.  
 
A freshly prepared 1:10 dilution of household bleach in water (or a commercial product approved by 
the Medical Health Officer) is recommended as the disinfectant. The person doing the cleaning 
should wear disposable gloves to avoid exposure of open sores and/or broken mucous membranes 
to blood/body fluids. Disposable materials such as paper towels should be used. If a mop is used, it 
should be rinsed in a disinfectant before being used again.  
 
Clothing and linens visibly soiled with blood/body fluids should be rinsed in cold water and then 
machine washed in hot water and ordinary household laundry detergent. Disposable gloves should 
be worn by the person washing the clothes. All disposable articles soiled with blood/body fluids 
should be placed in a plastic bag, closed with a twist tie, and then placed in a regular garbage 
container. 
 
 
 
Giving First Aid 
 
As situations arise, you may be required to give general first aid to a student. Know where the first 
aid supplies are kept. As soon as possible after administering first aid, all blood/body fluids should 
be washed off in hot, soapy water. It should be emphasized that careful handwashing is an effective 
and reliable precaution. Disposable gloves should be worn to avoid exposure to open sores. If 
blood/body fluids do come into contact with an open sore, the sore should be washed promptly. 
 
 
Cuts Exposed to Blood 
 
If a person is cut or has a recent open area of skin exposed to blood, the event should be reported 
to the supervisor immediately. The supervisor should ensure that thorough washing with soap and 
water has been performed. A cut suffered as part of the job activity should be reported in the same 
manner as other job related injuries. 
 
The brochure entitled “Acquired Immune Deficiency Syndrome: AIDS Prevention in the School 
System” is available in all schools.  
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Safe Lifting 
 
 
Back injuries are one of the most common workplace injuries, and may be long and painful to recover 
from. Unfortunately, suffering one back injury puts you at a greater risk of suffering another. The 
most important thing you can do to prevent a back injury is to use proper lifting and material handling 
techniques. (If you are suffering back pain, contact your physician for more information).  
 
This section discusses why back injuries occur, and how to prevent them. 
 
Lifting Hazards: 
 

 
 

 
 

• Awkward / Sustained posture - Improper lifting technique is the largest cause of lower 
back injuries. For example, bending at the waist, or twisting while holding anything greatly 
increases the stress on the muscles and joints of the back. 
 

• Forceful exertions - There is a limit to the amount of weight the back can lift; this limit is 
different for each person. Know and respect your limits. Use mechanical aids wherever 
possible, i.e. cranes, carts, dollies, etc. 

 
• Repetitive movements - Repeated actions cause fatigue; fatigue reduces the amount of 

weight the body can safely lift. Be sure to give the back adequate rest between lifts. 
 
 
Preventing Back Injuries: (S.A.F.E.) 
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Spot the hazard – What conditions prevent you from using safe lifting techniques? 
 

– Is the load heavy, awkward or hard to hold? 
 
– Is your back tired before the end of your shift? 
 
 

Assess the risk  – Test the weight of the load before lifting 
 

– Is your back sore or tired before the lift? 
 
– Did you clear your path of obstacles and debris? 
 
 

Find a safer way  – Always use good lift techniques 
 

– Never twist your back with weight in your hands 
 
– Use or ask for a mechanical lift 
 
– Ask for help with the lift 
 
 

Every day   – It is your right to be safe at work 
 
– Taking short cuts increases the chance you will be hurt 
 
– Think about lifting safely 
 

 
Lifting and Transferring Techniques 
 
A good lift depends on four things: the appropriate choice of lift, correct positioning, equipment, and 
the object to be lifted. The following points are important to remember: 
 

• Keep yourself fit. 
- This should include core strengthening such as 
exercises for abdominals, 

back and side trunk muscles, ensuring balance 
between all muscle groups. 

 
• Wear loose clothing and safe, flat shoes. 

- Remove high heels or ill-fitting shoes. 

- Remove all watches, jewellery that may scratch. 

 
• Prepare the area. 

- Clear away all hazards. 

- Check height of furniture. 
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• Before the lift: 
- Test the weight of the load. If it is too heavy, ask for help or use a 

or use a lifting device. 

- It is your legal right to refuse to lift anything that might be a danger to you. 

 

• The lift: 
- Never rush. Position your body close to the load. 
- Stand with your feet apart and keep your back upright, with pelvis tucked 

and stabilized. BEND YOUR KNEES 
 

- When reaching down to hold the load, bend your hips and knees to use 
your strong leg muscles for lifting. 
 
 

• NEVER: 
- Bend at the waist 

- Rush through the lift 

- Twist your body - even light objects 

- Try and catch a falling load 

 

Transferring 
 
It is important that students experience activities while out of their wheelchairs. Some students are 
able to develop the skill and technique required to transfer independently while others will always 
require adult assistance.  In each instance, however, it is important that the student participate as 
much as possible. Therefore, the adult involved in the transfer must verbally prepare the student for 
the upcoming movement.  This is best facilitated when the adult gives a consistent count for the 
transfer, i.e., “One, two, three, up.” Consult the student’s parents and/or physical therapist to 
determine the most appropriate transfer method and to learn how to teach the student to transfer 
independently. 
 
 

Accident Reporting 
 
All accident or safety incidents, including near misses where an injury could have occurred must be 
reported.   
 
If medical attention is required, contact the first aid attendant and report the injury.  If you see a 
doctor, you will need to complete forms for WorkSafe BC.  You must always contact you supervisor 
and report the accident or near miss. 
 
 
 
 
 



TTOC/Non Certificated Substitute Handbook Page 42 
Coast Mountains Board of Education 

 
 
 

Fire Alarm Procedure 
 
 

The following procedure has been approved by the Fire Commissioner: 
 
1. When the fire alarm is given, the teacher shall give the warning FIRE DRILL.  All instruction and 

activity shall cease immediately, machinery should be shut down, gas and oil-burning apparatus 
and appliances, other than those used for heating the building, should be shut off.  The pupils 
should remain still and quiet to await further orders. 

 
2. The teacher shall give the command STAND.  Pupils should stand and remain silent.  The teacher 

shall then take the class register or such other record of attendance as may be available and 
keep possession of it until the end of the drill. 

 
3. The teacher will open the classroom door, determine the route to be taken, and give the 

command MARCH.  The teacher will then supervise the class out of the building in an orderly 
manner to a predetermined point of safety.  Pupils will remain in formation until dismissed by 
the Principal or person in charge. 

 
4. Pupils outside the classroom and still in the building shall go to the nearest corridor and join 

with any class or, if close to an exit, shall leave the building and report to their particular class 
outside the building. 

 
5. Once assembled at the predetermined point of safety, the teacher shall check the names and 

the number of pupils.  If there are any missing or additional pupils, the teacher shall report this 
to either the Principal or person in charge, giving the names, the classroom numbers and the 
location. 

 
6. The Principal or person in charge shall make every effort to ensure that no pupil remains in the 

school. 
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Earthquake Drills 
 

DRILLS: 
 
The following are recommended drill procedures for a teacher and class of students: 
 

• TAKE COVER under desks or tables 
• FACE AWAY from windows 
• ASSUME “CRASH” POSITION on knees, head down, hands clasped on back of neck or 

head covered with book or jacket 
• COUNT ALOUD to 60; earthquakes rarely last longer than 60 seconds and counting is 

calming. 
 
The teacher should: 
 

• issue the TAKE COVER order 
• also take cover for 60 seconds 
• review evacuation procedures 

  
If the teacher is injured, two student monitors should have designated authority to give instructions. 
 
In other areas of the school, at the first sign of an earthquake, occupants should: 
 

• move away from windows, shelves and heavy objects that may fall 
• take cover under a table or desk, in a corner or doorway 
• in halls, stairways and other areas where no cover is available move to an interior wall, 

kneel with back to wall, place head close to knees, clasp hands behind neck, cover 
side of head with arms. 

• in the library, move away from where books and bookshelves may fall; take cover 
• stay inside; usually the most dangerous place is just outside where building debris may 

fall; exit only after shaking has stopped 
• in science laboratories, extinguish all burners, if possible, before taking cover; stay 

away from hazardous chemicals that may spill 
• in other areas, such as gymnasiums, auditoriums, music rooms, and industrial 

education shops, the district or school committee should prepare appropriate 
guidelines based on the above. 

  
Simulation exercises should occur outdoors as well as inside the school.  Students and teachers 
should move to an open space away from buildings and overhead power lines;  lie down or crouch 
because legs will be unsteady, and look around to be aware of dangers that may require movement. 
 
Indoors or outdoors TAKE ACTION AT THE FIRST INDICATION OF AN EARTHQUAKE. 
After an earthquake, building evacuation should occur as soon as possible, due to the possibility of 
aftershocks, building collapse, fires and explosions. 
 
 
 
 
Students should: 
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• evacuate the building in single file when instructed by the teacher or monitor 
• keep calm 
• wear shoes 

 
Teachers should: 
 

• instruct students to evacuate when all shaking has stopped 
• lead class to the designated assembly area 
• be prepared to choose alternative escape route in case of fire or exit blockage 
• take class list, i.d. tags, first aid kit 
• apply i.d. information to all primary and injured students 
• give first aid, if necessary 
• do not re-enter the building unless instructed by the Principal 
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Harassment 
 
Below is the Coast Mountains School District Harassment Policy.  It is very important that you familiarize 
yourself with the policy and the definitions of harassment.  It is the expectation of the district that employees 
refrain from any and all behaviour defined as harassment in this policy, and to report to their immediate 
supervisor any behaviour they may witness that is defined by this policy as harassment. 
 
 

2010 Harassment Date Adopted:  Nov. 2013 

Responsibility Centre: 
 
Director of Human Resources 
 

 

 
Policy 

The Board recognizes the right of all employees to work, conduct business and otherwise interact (associate) 
free from harassment or sexual harassment. 

The Board encourages employees to resolve complaints of harassment at the work  

Definitions 

• Harassment includes any offensive statement or behaviour which falls under one of the prohibited 
grounds of the Human Rights Act, specifically: race, national or ethnic origin, colour, religion, age, 
sex, sexual orientation, marital status, family status, disability and conviction for which a pardon 
has been granted. 

 The definition of sexual harassment includes: 

• Any comment, look, suggestion, physical contact, real or implied action of a sexual nature, which 
creates an uncomfortable working environment for the recipient, made by a person who knows, 
or ought reasonably to know such behaviour is unwelcome; or  

• any circulation or display of visual material of a sexual nature that has the effect of creating an 
uncomfortable working environment; or  

• an implied promise of reward for complying with a request of a sexual nature; or 

• a sexual advance made by a person in authority over the recipient that includes or implies a threat, 
or an expressed or implied denial of an opportunity which would otherwise be granted or available 
and may include a reprisal or threat of reprisal made after a sexual advance is rejected. 

 The definition of personal harassment includes: 

• Any improper behaviour that is directed at or offensive to any person, is unwelcome, and which 
the person knows or ought reasonably to know would be unwelcome; or 

• objectionable conduct, comment, material, or display made on either a one time or continuous 
basis, that demeans, belittles, intimidates, or humiliates another person; or 

• the exercise of power or authority in a manner which serves no legitimate work purpose and which 
a person ought reasonably to know is inappropriate; or 

• such misuse of power of authority as intimidation, threats, coercion, and blackmail.  

The definition of harassment, both personal and sexual, does not include:  

• routine supervision 

• performance evaluations 

• imposition of appropriate discipline 
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• a request or directive to do something that a reasonable person would consider reasonable as 
part of a job function 

• lack of friendliness 

• an apparent grumpy response 

• denial of a request for time off 

• other routine day-to-day interaction between an employer and an employee. 

A complainant is the recipient of, and makes a complaint of, harassment. 

A respondent is the alleged harasser. 

Procedural fairness means that all employees have a right to: 

• make complaints 

• be informed of complaints against them 

• be informed of remedial actions taken 

• a fair hearing 

• a full investigation of complaints 

• confidentiality 

• a representative of their choice when they are in the position of complainant or respondent 

An investigator is normally a management individual. This person will have training or experience in 
investigating complaints of harassment and is well respected by both management and union members.  

Confidentiality: Every effort will be made to keep the details of the complaint and subsequent records of an 
investigation confidential. One year after all actions following the investigation are complete (i.e. discipline, 
grievances, arbitration) the file of interview notes will be destroyed.  

Freedom of Information Legislation requires that any person who requests information has the right to—  

• all information said by him/her  

• anything said about him/her but not who said it.  

Mediation occurs when a neutral third party (not the investigator) provides a structured process to assist the 
complainant and respondent to arrive at a mutually acceptable resolution to the complaint. Mediation can be 
successful if—  

• there is not a power imbalance between the two parties (either or both parties can have a silent 
advocate to ensure a balance of power)  

• both parties are willing to mediate and agree on a mediator.  

Vexatious complaints occur when an individual makes a complaint with malicious intent or when a complaint 
is made that the person knows or ought reasonably to know is neither personal nor sexual harassment.  
 
Process of Making a Complaint 

Any employee who reasonably believes that he/she has been harassed, either personally or sexually, has the 
right to make a complaint. The complaint process follows three steps: 
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Step 1:  Informal Resolution Procedure 

1. The complainant, if comfortable with an informal resolution procedure, may choose to speak to or 
correspond directly with the alleged harasser to express his/her feelings about the situation.  

2. Before proceeding to Step 2, the complainant may approach his/her administrative officer, Union 
rep or other contact person to discuss potential means of resolving the complaint and to request 
their assistance in mediating the complaint.  

3. If the matter is resolved to the complainant’s satisfaction the matter is deemed to be resolved.  

4. All discussions at Step 1 are completely off the record. Discussions during Step 1 cannot lead to 
any disciplinary action against the complainant or the respondent.  

5. If resolution is reached between complainant and respondent in Step 1, the resolution should be 
written up and signed by both who will be the only parties to retain copies of the resolution.  

6. The Board may advise the respondent of the expectations of behaviour outlined in Board policy in 
a neutral, non-disciplinary manner.  

7. This correspondence will not form part of the respondent’s personnel file. Sending of the 
correspondence can be referred to as proof that the respondent has been advised about the 
standard of conduct.  

 
Step 2:  Filing of a Complaint 

8. If a complainant chooses not to meet with the alleged harasser, or no agreement for resolution 
has been reached, or an agreement for resolution has been breached by the alleged harasser, a 
written complaint may be filed by the complainant with the Superintendent of Schools. In the event 
the Superintendent of Schools is involved either as the complainant or alleged harasser, the 
complaint shall be filed in writing with the Chairperson of the Board of Trustees. 

9. The form of the complaint of Step 2 should include specific behaviours which form the basis of 
the complaint and the definitions of sexual/personal harassment that may apply. The form of the 
complaint will in no way restrict the investigation or its conclusions. 

10. The employer shall notify in writing the alleged harasser of the complaint and provide notice of 
investigation. 

11. In the event the Superintendent of Schools is involved either as the complainant or alleged 
harasser, the complainant shall, at the complainant’s discretion, be immediately referred to either 
BCPSEA or a third party who shall have been named by prior agreement of the employer and the 
individual or their local as the case may be, who shall proceed to investigate the complaint in 
accordance with Step 3 and report to the Board. 

 
Step 3:  Investigation of a Complaint 

1. The Superintendent of Schools will appoint a member of management personnel who has training 
and/or experience in investigating complaints of harassment. Where, in the opinion of the 
Superintendent of Schools, a suitably trained and experienced member of management personnel 
is not available, an outside third party suitably trained and/or experienced in investigating 
complaints of harassment may be appointed. 

2. The complainant may request that the investigator be of the same gender as the complainant and 
where practicable the request will be honoured. 
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3. The complainant and respondent have the right to representation when being interviewed as part 
of the investigation.  

4. The complainant has the right to a thorough and unbiased investigation, which shall take place 
within ten working days of the time of filing of the complaint, unless otherwise agreed to by the 
parties (the complainant and the Superintendent of Schools or designate). 

5. The complainant has the right to be informed of remedies taken.  

6. Where remedies involve disciplinary action against the respondent the complainant has only the 
right to be informed that disciplinary action was or was not taken.  

 
 
Step 4:  Remedies 

1. Where the investigation determines that harassment has taken place remedies available to the 
complainant include but are not limited to the following: 

a) reinstatement of sick leave used as a result of the harassment; 

b) any necessary counselling where Employee Assistance Plan (EAP) services are fully utilized or 
where EAP cannot provide the necessary services to deal with the negative effects of the 
harassment; 

c) redress of any career advancement or success denied due to the negative effects of the 
harassment; 

d) recover of other losses and/or remedies which are directly related to the harassment. 
 
Vexatious Complaints 

When the investigation determines that harassment has not taken place and the complaint was 
made vexatiously, the investigator will report to the Superintendent of Schools. The investigator may 
make recommendations to the Superintendent of Schools regarding appropriate disciplinary action 
to be taken. 

 
Harassment and Sexual Harassment Awareness Programs 

The Board will make available to all new employees (both those covered by Collective Agreements 
and excluded staff) a workshop in recognizing and responding to personal and sexual harassment. 
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Child Abuse and Neglect 
  
No issue in education is more sensitive than that of child abuse and neglect. The public has become 
increasingly aware that all adults have a responsibility to recognize signs of abuse or neglect in 
children and to report suspected cases. Adults in a school system play a vital role in detection and 
reporting because they come into regular contact with children. Discuss any significant changes in a 
child’s behaviour and/or well-being with the classroom teacher or administrator. The following 
definitions of abuse and neglect are quoted from the B.C. Handbook For Action On Child Abuse and 
Neglect, published by the Ministry of Children and Family Development, 2017. The handbook may 
be viewed in its entirety at:  
 
https://www2.gov.bc.ca/assets/gov/public-safety-and-emergency-services/public-
safety/protecting-children/childabusepreventionhandbook_serviceprovider.pdf 
 
Child 
A person under 19 years of age. 
 
Physical Abuse 
A deliberate, non-accidental physical assault or action by an adult or significantly older or more 
powerful child that results, or is likely to result, in physical harm to a child. It includes the use of 
unreasonable force to discipline a child or to prevent a child from harming him/herself or others. The 
injuries sustained by the child may vary in severity and range from minor bruising, burns, welts or 
bite marks to major fractures of the bones or skull, and, in its most extreme form, the death of a 
child. Physical assault is a crime.  
 
Sexual Abuse 
Sexual abuse generally means any sexual use of a child by an adult or a significantly older or more 
powerful child. There are many criminal offences related to sexual activity involving children. The 
Criminal Code prohibits: 
 

• any sexual activity between an adult and a child under the age of 14 – a 
child under 14 is incapable in law of consenting to sexual activity (s. 150.1 
of the Criminal Code). The criminal law recognizes that consensual “peer 
sex” is not an offence in the following situation: if one child is between 12 
and 14 years and the other is 12 years or more but under the age of 16, less 
than two years older, and not in a position of trust or authority to the other. 
 

• any sexual activity between an adult in a position of trust or authority  
towards a child between the ages of 14 and 18 years 

 
•  any sexual activity without the consent of a child of any age. (Depending on 

the activity non-consensual sexual activity may constitute the criminal 
offence of sexual assault.) 

 
• use of children in prostitution and pornography. 
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The Ministry of Children and Family Development states that sexual abuse is any behaviour of a 
sexual nature toward a child, including one or more of the following: 
 

• touching or invitation to touch for sexual purposes, or intercourse (vaginal 
or anal) 

 
• menacing or threatening sexual acts, obscene gestures, obscene 

communications or stalking 
 
• sexual references to the child’s body or behaviour by words or gestures 
 
• requests that the child expose their body for sexual purposes 
 
• deliberate exposure of the child to sexual activity or material. 
 

 
The Ministry of Children and Family Development states sexual exploitation includes permitting, 
encouraging or requiring a child to engage in: 
 

• conduct of a sexual nature for the stimulation, gratification, profit or self-
interest of another person who is in a position of trust or authority, or with 
whom the child is in a relationship of dependency 
 

• prostitution 
 
• production of material of a pornographic nature. 

 
Sexual aspects of organized or ritual abuse should be considered a form of sexual exploitation. 
 
Sexual activity between children or youth may constitute sexual abuse if the difference in age or 
power between the children is so significant that the older or more powerful child is clearly taking 
sexual advantage of the younger or less powerful child. This would exclude consensual, 
developmentally appropriate sexual activity between children where there is no significant difference 
in age or power between the children. 
 
 
Emotional Abuse 
Emotional abuse is the most difficult type of abuse to define and recognize. It may range from 
habitual humiliation of the child to withholding life-sustaining nurturing. It can include acts or 
omissions by those responsible for the care of a child or others in contact with a child, that are likely 
to have serious, negative emotional impacts. Emotional abuse may occur separately from, or along 
with, other forms of abuse and neglect. Emotional abuse can include a pattern of: 
 

• scapegoating 
• rejection 
• verbal attacks on the child 
• threats 
• insults 
• humiliation 
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Emotional Harm 
When emotional abuse is persistent and chronic, it can result in emotional damage to the child. A 
child is defined by the Child, Family and Community Service Act as emotionally harmed if they 
demonstrate severe: 
 

• anxiety 

• depression 

• withdrawal 

• self-destructive or aggressive behaviour 

 

If a child is emotionally harmed by the parent’s conduct, as demonstrated by these severe 
behaviours, the child is in need of protection. This must be reported to a child protection social 
worker. 
 
 
Neglect 
Neglect involves an act of omission on the part of the parent or guardian that results or is likely to 
result in physical harm to the child. It generally refers to situations in which a child has been, or is 
likely to be physically harmed through action or inaction by those responsible for care of the child. 
This may include: 
 

• Unattended needs (immunizations, glasses, dental and medical care) 

• Poor hygiene 

• Begging or stealing food 

 
Abuse must be reported to the Ministry of Children and Family Development. The duty to report is set 
out in legislation called the Child, Family and Community Service Act.  
 
Key factors to note include: 
 

• A student support worker should inform his/her immediate supervisor prior to 
making a report of abuse or neglect. Reporting to a supervisor or building 
administrator does not remove the requirement to report to MCFD. However, it 
does prepare the supervisor or building administrator for additional actions that 
may take place. 
 
Once the report is made, your involvement ceases. Do not contact the parent or 
guardian. However, you may be asked to provide information at a later date. 
 

• If the child is “at risk”, an investigation is started as soon as possible (usually 
within 24 hours). The primary concern is the safety of the child. 

 
• A Ministry social worker will conduct the interview of persons involved. A police 

officer may attend the initial interview. 
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• When a report is received, the social worker will decide if an investigation is 
needed. The social worker may conclude: 

 
- the child is not in need of protection and the investigation 

goes no further 
- the family is in need of assistance in some form 
- there is reason for further investigation 
- the child may be able to stay within the family if supervision 

is provided, or the risk is eliminated 
- the child is in need of protection and may be removed from 

the home (apprehended) 
 
The Ministry’s goal is to help families while ensuring that children’s needs are being met. The basic 
philosophy of the Ministry is that children function best within their own home. The intent is not to 
break up families, but to help families heal. 
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SECTION THREE 
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School Information 
 

TERRACE/THORNHILL AREA SCHOOLS 
 

SCHOOL 
 

GRADE ADMINISTRATION ADDRESS PHONE  

Caledonia Secondary 10 -12 Keith Axelson (P) 
Joe Dominguez (VP) 
Cheryl Skender (S) 

3506 Munroe Street 
V8G 3C4 

250-635-6531 
  

Cassie Hall Elementary K - 7 Annette McAlpine Krumins (P) 
Cindy Nunes (S)  

2620 Eby Street 
V8G 2X3 

250-635-5646 
  

Suwilaawks Community 
School  

K - 7 Pam Kawinsky (P) 
Joel Ewald (VP) 
Christina Gagne (S) 

3430 Sparks Street 
V8G 2C3 

250-638-0306 
  

Distance Education 
School 

K - 12 Geoff McKay  
Carrie Hobenshield (S) 

3211 Kenney Street 
V8G 3E9 

250-635-7944 
  

Ecole Mountainview  K - 7 Steve Wallace  (P) 
Caitlin Preston (S) 

3505 Bailey Street 
V8G 5P5 

250-635-3115 
  

Parkside Secondary  Alternate Jane Arbuckle (P) 
Nicole Boivin (S) 

3824 Eby Street 
V8G 2Z8 

250-635-5778 
  

Skeena Middle 8 - 10 Darlene Bragg Hounsell (P)  
Sonja Donnan (VP)  
Renna Marcotte (S) 

3411 Munroe Street 
V8G 3C1 

250-635-9136 
  

Thornhill Elementary 4 - 7 Surinder Dhaliwal (P) 
Sandra Kenmuir (VP) 
Tamara Swanson (S) 

2906 Clark Avenue 
V8G 4S1 

250-635-5082 
  

Thornhill Primary K - 3 Surinder Dhaliwal (P) 
Sandra Kenmuir (VP) 
Angela Lewis (S) 

3860 Paquette Avenue 
V8G 3S8 

250-635-7066 
  

Uplands Elementary K - 7 Cory Killoran (P) 
Teri Davey (S) 

4110 N. Thomas Street 
V8G 4L7 

250-635-2721 
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KITIMAT AREA SCHOOLS 
 

SCHOOL 
 

GRADE ADMINISTRATION ADDRESS PHONE 

Kildala Elementary K-6 Janelle Hittel (P) 
Vicky Ventura (S) 

803 Columbia Avenue 
V8C 1V7 

250-632-6194 
  

Kitimat City High Alternate Nancy Tormene (P)  
Jasmine Medeiros (S) 

1426 Cormorant Street  
V8C 1R8 

250-632-2811 
  

Mount Elizabeth 
Middle/Secondary 

7-12 Julia Jacobs (P) 
Stacey Rodriguez (VP) 
Carrie Brousseau (S) 

1491 Kingfisher Avenue 
V8C 1E9 

250-632-6174 
  

Nechako Elementary K-6 David Mills (P) 
Gregory Judas (S) 

61 Nightingale Street 
V8C 1M9 

250-632-2912 
  

 
 
 

HAZELTON, KITWANGA, STEWART AREA SCHOOLS 
 

SCHOOL 
 

GRADE ADMINISTRATION ADDRESS PHONE  

Hazelton Secondary 8-12 Christine Duncan (P) 
Helene Paranich (S) 

Box 300 
Hazelton  V0J 1Y0 

250-842-5214 
  

Majagaleehl Gali Aks 
Elementary  

K-7 Mark Newbery (P) 
Theresa Jack (S) 

Box 240 
Hazelton   V0J 1Y0 

250-842-5313 
  

Kitwanga Elementary K-7 Jaclyn Wells (P) 
Dawn Hippisley (S) 

Box 88 
Kitwanga   V0J 2A0 

250-849-5484 
  

New Hazelton 
Elementary 

K-7 Jan Thorburn (P) 
Thelma Marsden (S)  

Box 220, New  
Hazelton    V0J 2J0 

250-842-5777 
  

Bear Valley School K-12 Jocelynn Drew (P) 
Andrea Thomsen (S) 

Box 218 
Stewart    V0T 1W0 

250-636-2238 
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Current School Calendar  
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Current Bell Schedule 
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Map of Terrace Area Schools  
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Map of Kitimat Schools 
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Map of Kitwanga School 
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Map of Hazelton Area Schools 
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Hazelton Schools (Continued) 

 

 

 

 

 

 

 

N
ew

 H
azelton 

Elem
entary  



TTOC/Non Certificated Substitute Handbook Page 63 
Coast Mountains Board of Education 

Contact Information 
 
Coast Mountains School District 
3211 Kenney Street 
Terrace BC  V8G 3E9 
 
Phone: 250-635-4931 
Toll Free: 1-855-635-4931 
  
 
Human Resources: 
 
Kiran Bath, Director:   250-638-4441 
   Of Human Resources      
Kyla Magnusson, HR Officer:   250-638-4440 
Jennifer Connor, HR Officer:  250-638-4403 
 
Email: hr@cmsd.bc.ca 
  
 
 
Payroll 
 
Clarissa Wight, Payroll Clerk:  250-638-4404 
 
 

Sub Dispatch 
 
Richard Anderson, Sub Dispatch:  250-638-4439 
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