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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 Viaing.

Shared Vision
Learning Together, Realizing Success for lEngage, Ignite, Empower

Goals
{1 Crease Student Succes8 All students realize their full potential.
1 Diversityd Honour and respect culture, diversity and inclusion
1 Organizational Wellnes$ Facilitate wellbeing across CMSD82.
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District Overview

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

The District encompasses three traditional Indigenous territorieshe Haisla, the Gitksan, and the
Tsimshian. The Haisla Territory is centered in KitamaatIMige. The Tsimshian territory has two
distinct Nations in the Terrace and Thornhill areasThe 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 Vagy.

Coast Mountains School District serves a student population of approximately 5000 students in
nineteen schools: one K3 school, six K6 schools, three K7 schools, one intermediate 46 school,
two grade 79 middle schools, two grade 1612 secondary stools, one grade 8L2 secondary
school, one K12 school, two alternate urgraded secondary schools, and a distance education
school.

Empl oyees of the district have a ohome basebd
Stewart. Although we hava few positions that are required to travel between communities for
work, most positions are based in one geographical location.
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Staffing Process

Internal Posting Process

wnN e

©

Staffing needs are identified by district staff.

Staff Request Forms are forwarded to ¢hDepartment of Human Resources

Requests are reviewed for appropriateness of classification as outlined the job
descriptions

A job is posted for a minimum of 10 working days on the CUPE Boarall sites and on the
district's website (www.cmsd.bc.ca During July and August on the website only.

At the close of the posting period, applications are reviewed by tHaman Resource Officer.
Where applicants meet the minimum qualifications as outlined in thjeb postings, seniority
shall be the governing factor in filling jolvacancies

The head of the department is contacted and arrangements are made fam interview wih
the candidate, if required

A job offer is made by the Human Resource Officer, or tresponsibility may be delegated
others (i.e. the school principal).

A letter of appointment is prepared angayroll records are set up, etc.

Begin the process again i& transfer is involved.

Open Competitions

Where there are no internal candidates, casual employees with no seniority and outside applicants
who have expressed interest in this position will be considered. A decision will be made by the
Department of Hunan Resources and the school principal regarding the need for further
advertisement of the position vacancy. The selection process for open competitions is as follows:

PN E

o

Application forms are received

Applicant files are reviewed (resume, other data reviewed

Shortlisting

Interview (may involve department head (i.e. principal), area support staff, Human Resources
Officer)

Selectiond offer made by Human Resources Officer, or is delegated to the principal
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Qualifications and Course Requirements

Basic qualifications and course requirements for the Coast Mountains School District School based
support positions are listed on our website at www.cmsd82.bc.ca.

Typically, there are a number of ways that a candidate may meet the courseflwqualifications. No
particular educational plan is the Obest oneo.
be tailored to the individual.

Employees who wish to review career plans before progressing with academic upgrading may
consult the Dgpartment of Human Resources

PLEASE NOTE

All employees are required to undergo a Criminal Records Review perform
by the Ministry of Public Safety. Employees are responsible for all charg
associated with the review. Reviews must be renewed every five yeal
Clearanceby the Ministry of Public Safety is a condition of employment
Employees are obligated tanmediatelyreport any incidents that may affect
their criminal record status.
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Orientation

It is important for new staff members to understand the workings ofir district, as well as their role
and responsibilities. Orientation should be considered a process that takes place over time. It can
be divided into three phases the hiring interview, the district orientation session and the job site
orientation sesson.

At the hiring interviewemployeeswill be given an employment package that contains the following:

employee information forms

tax forms

bank deposit form

internet/email use agreement
consent to a criminal record check
employee orientation confirm#éon form

E R N

A tour of the school may be part of the hiring interview.

The district orientationvideowill be provided to you prior to your first shift with the districthevideo
may be viewedon site,or at home If you wish to view the video at a worksi, please contact Human
Resources. This session will cover policies and procedures, email and internet access, union
information, health and safety, pay periods and vacations.

On you first shift, you will also receive site orientation where you will meet the staff you need to
know, find where to put your personal belongings, ask questions, and tour the school if you have not
already done so.

The following topics may be discussed:

A time sheetd school handAbmakl box
A parking r uBle bssHedule A designated staff «con
A school entAywork schedAl anion contract

During the first week, you will have even more of an opportunity to familiarize yourself with the
school. You can ask a teacher or the administrator any questions you may wish to identify a
Obuddyo6 on staff with whom you can share your

Aconfidentiality A staff meetingd how to run the ph
A student infAoewmatuahi on prédcemsrgency procedu

It is a good idea to ask the supervisor you are working with for feedback about how the first week
has gone.

A checklist for your first day and first week follows:
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Your First Day Checklist

R Arrive at least 15 minutes early.
R Report to your supervisoand introduce yourself.

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

R Anticipate that your supervisor may introduce you to the staff and expect a brief response
from you.

R Observe the worksite organaion and get a feeling for the climate.
R Determine the timing of your breaks.
R Try to utilize the staff room during breaks in order to meet the other staff members.

R Try to meet with the staff you will be working with during the day to review ajuestions
you may have.

R Adopt a positive attitude towards all staff members in order to foster a collaborative working
environment.

R Dress for comfort and safety, keeping in mind the School Code of Conduct, dress code and
the requirements of your particidr assignment. Serve as a positive role model,
exemplifying appropriate attire for a workplace.

sometimes alcohol
is the answer
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Your First Week - Checklist

Your job will be a lot more manageable if you take the time to ask the following questions:
R Do lunderstand my job description and expectations?
R Do I understand the board's policies and procedures? Do | have access to them?

R Do | have a timetable or do | need to devel
how will my time be divided?

R Dol know how to complete my timesheet? Do | know which computer | can use to access my
email and payroll information?

R Have | learned emergency procedures in case of events such as a fire?
R When does the health and safety orientation take place?

R Do | know vino to phone if | am going to be absent or late? Should a casual be called if | am
unable to go to work?

R Do | know what records | am to keep and where to file them? (e.g., daily communication log,
attendance records, collecting and recording data).

R Do I know what other activities | am responsible for? (e.g., relief duties)
R Do I know where supplies are kept and where to obtain equipment

R Do I know how to operate applicable equipment?

R Am | familiar with health and safety procedures?

R If applicable, am lfamiliar with the school policy concerning releasing a student to a parent
or other adult who comes to pick up that student early?

R Do I understand the policy regarding reporting suspected cases of child abuse or neglect?
R Do I know who | should go to whelnhave a question or a problem?

R Which meetings am | permitted or expected to attend?
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Canadian Union of Public Employees (C.U.P.E.)

Unions exist to solve problems for workers and to give workers the ability to exercise some power
and control in tre workplace. The collective bargaining system offers the best way for workers to
gain a voice. The outcome of collective bargaining is a written agreement between the union
(C.U.P.E.) and the employerh@ Board Education School Distric82) that is referred to as the
collective agreement

The collective agreement remains in effect for a specific period of time or term. The term of the
agreement must by law be at least one year, but many contracts have terms of two or more years.

A copy of the current Gllective Agreement can be found on our website at: cmsd.bc.ca/human
resources underCollective Agreement: CUPE 2052@19-2022). A hard copy is available at all
worksites. You should familiarize yourself with the contents of this document as it definesuy legal
rights regarding wages, benefits, seniority and bumping rights.

@o&st Mountains Board of Education School District 82
3211 Kenney Street - Terrace BC VIO JE9 - Tel: 2506354931 « Fax: 1.808-200.4700
Toll Freo: 1-350-636-4031 (BC Only) * www.cmad be ca

Sehool Dimtrict

and  Negotiaton
dapatch of casunl  minployess,  conft Coming ¥ vents

W Asmstance In dhange  management  andd

J

Jn )
Jon. 1% - €
1

Do tor of Human Rosources

Agrievanceis a difference arising out of the interpretation, application, administration or an alleged
violation of the collective agreement, or a situation where the employer is perceived to have acted
unjustly, improperly or unreasonably. If the employer has noti ol at ed anyoneds r
grievance.

A list of shop stewards should be posted on the C.U.P.E. bulletin board at your school, or contact the
C.U.P.E. office at:

#212-4546 Park Ave
Terrace, B.C.

V8G 1V4

Phone: 250635-3000

The C.U.P.E. Presadt can be reached at 250635 -3000.
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Payroll & eServe

Casual oncall employees are paid based on timesheets. If you are called in as a casual employee,
you must ensure that you complete the timesheet correctly. Timesheets are located in the office
and are often used as sigAn sheets as well. You will need to enter your name, employee number

and the employee you are filling in for. Please ask the school secretary or principal if you require
assistance completing the timesheet.

Employees who have pdsd into a Continuing or temporary position witle required to use the on

ineel ectronic timesheet software known as eSer
website at www. cmsd.bc.cainder the Quicklinks section:

ﬁ .« oast Mountains Board of Education School District 82

3211 Kenney Street - Terrace BC V8G 3E9 - Tel: 250-635-4931 - Fax: 1-888-290-4786
Toll Free: 1-855-635-4931 (BC Only)  www.cmsd.bc.ca

ell Schedule Micro

Quicklinks

* 1. Teacher (CMTF) Job

Postings
Principal/Vice-Principal &
xempt Staif lob Postings

* Bus Routes/Schedules

Ak b = ' Coast Mountains Board of Education School District 82
sctrict Video Gallery 3211 Kenney Street, Terrace, B.C, V8G 3E9
Tel: 250-635-4931 / Toll Free: 1-855-635-4931 (B.C. only)

Student Enralment: 4,500 students

To login to eServeyou will need your employee number and a system generated password which
will be provided to you upon processing of your completed employment forms.

Your employee number will be you
username, and your password wil
be system generated and cannot®
changed. If you have problems

1) logging in, please contact Payroll &
250-638-4419.
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Once you have logged in, you will be brought to your home screen. Click Hourly Timesheet:

e Gl Cafbmam

Profile Hourly Timesheet
Open the empuyee profie o view persoral Qper the Rhourty timeshest folin 1o revew your
THOTMAtON O CAANYE COMACE indormaton ymesheats and suterst % yoff

Here is where you will review, update and submit your timesheet to ysupervisor. It is advised
you complete this task daily, however you must submit your timesheet prior to the last Friday of the
payroll period in order for your pay to be processed.

o ; Oucgupation  Mours Prwm  Type Location g
CLPE -
Men, Sep 08, 2014 100 Reg Mours  Uplands Jd

NHS
Py Pasiod ] TS s 100 Reghours Lpsoss | 7 _ :
] e e e neen oea 3o | ok EdiTo make
Tha Sep 11,2014 NS - Reg Hours  Liplance "l e, changes, mCIUdmg
Select the Augut 3014 | f ab
Current ENT WY : : Fri Sep 1. 204 NS 100 Reg Maurs  Lplands 4 €aves o1 absence
pay perlod Je50T AN Mon. Sep 15, 2014 NS 100 Rog Mo Lplance 7
rdifpeinte O T R S
:.’ﬂ.'. Wed Sep 17,2014 NS 1.00 Reg Hours  Uplandhs y 2
Boptember 2014 ™ Sep 10 2014 NS 1.00 Reg Hours  Uplancs "
“,';:::: Fii. Sep 15, 2014 NS 1.00 fleg Maurs  Llanch 4
THI MR
ArRI S RSN P ]
hmNMBNT 1
noN Once you are certain you
timesheet is correct, click
o Submit to Supevisor
Burtod — 00000 My 3000
vl —reg Total Howrs: 10,00 0.00 !
Ve Py OF — 3000
Lo o e

Click Edit to make any changes to your timesheet, including reflecting any absences:

300y bors o LA« JTACRAN g 001 oL Irmesat Laphrae

1. Note reason Sick P' 2. Choose
for absence if e - correct leave
required

Sick Child

\ Strike Day -
[kt Chid N |Reconstruc Fwen ok [u

e
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If you did not work a paid day, ensure you delete the day by clicking the trash can icon:

Men, Sep 08. 2014 Rlog Hous ' Click to delete
Py Pecnd Tue_ Sep 06, 2014 s 100 Reg Moy Uplandy Jq
Seg G7 - Sep 200V v
’" < Ji Mm ;m; Wed, Sep 10, 2014 e 160 Neg Hous  Uplands d
Oate o
A 044 Thu, Sap 11, 2014 NS 100 Aeg Hous  Uplands Jg ¢
FMTWTES Fil, Sep 12. 2014 S 1.00 Aeg Hows  Uplanss
12
345686788 Mon. Sep 15 204 NHS 100 Reg Hous  Uplands
W12 T MMIE N6
R R P Pibrer] Tue. Bep 10, 2014 NHS 100 RejHous  Uplands
i:lﬁﬂ!?ll!’!o Wed Sep 17, 2014 NS 100 Reg Howrs  Uplanshy
Geptereher 2004 Tha Sep 14, 2014 s 100 Reg Hows  Uplanads
EMTWT D 2
123435¢ Fri, Sep 19, 2008 NHE 100 Rug Hous  Uplands 4
TEBWNEYD

Please note that you must ensure your timesheet is accurate. Submitting an inaccurate timesheet
may begrounds for discipline up to and including termination.

Your pay will be deposited electronically into your bank account according to the information you
provided us from your employment package. Paystubs are also sent out electronically to your
Outlook email account. For a payroll schedule, please call 25688-4419.

Schootbased positions are employed on a Ihonth basis from September to June of each year.
These positions are paid for 10 of 12 monthsof a year and are therefore eligible to apply for
Empoyment Insurance in the summer months.

During the periods of Christmas and Spring Break you may use your accumulated vacation hours to
make up your pay for this time off. During these periods you will be paid only for eligible statutory
holidays that occur. The balance of the time is leave witht pay, unless you choose to use your
vacation. In June, you will receive the balance of your vacation pay as a-@atyof dollars.

New employees to the district will accumulate sick leave hours at the rate of 1.5 days peonth
and vacation hours at goercentage in accordance with the Collective Agreement based on years of
service. This time is prorated by the percentage of your assignment. Casual employees are not
entitled to paid vacation time, rather are paid each pay period at a rate of 4%.
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Benefits

As you may be aware, our district is among 44 school districts mandated to participate in the Public

Education Benefits Trust (PEBT). The PEBT was created as a result of the last round of bargaining

and the recommendations of the Industridinquiry Commissioners. The PEBT is operated by a Board
of Trustees representing both school districts and CUPE support staff workers. The major purpose

of the trust is to provide a vehicle for employee benefits for support staff.

The insurers for this Prgram are:

Benefit Carrier Policy Number
Basic Life BC Life and Casualty 53737

Basic AD&D American Home BSC 9104906
Core Long Term Disability | Desjardins Financial Security | 64090L
Extended Health Pacific Blue Cross 53737

Dental Pacific Blue Cross 53737

Medical Travel Referral Pacific Blue Cross 53737

To be eligible for benefits, you must be working in a continuing or lelegm temporary position with

more than 15 hours per week, and you must have completed your probationary or trial period in that

position.

A package containing forms and information will be sent to you by the Payroll Department.

The PEBT has developed a website for both benefits administrators and employees covered for

benefits through the PEBT Benefit Program. This site will pads/employees with:

Policy numbers

E N R

website

We encourage you to familiarize yourself with the website by visiting www.pebt.ca. The first screen
ei ther
required to choose your District from the dregown list. Please ensure that you choose our District

wi || ask you

Benefit plan information
Information to answer most of your benefits related questions
Information on how to submit claims

Access to printable claim and application forms

Links to other related websites
Glossary of termsthat may be helpful when reviewing benefit information on the PEBT

to select

as information may differ between Districts.

0 E mpnd then eaa avill fwer

You will be receiving avallet card that will providethe policy numbers for easy refenace.

Shouldyou have any questiongabout any aspect of your employee benefits program, please contact

the payroll department.
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Performance Evaluations

New employees to the school district who are appointed to posted C.U.P.E. positions serve a
probationary period of sixtyfive scheduled working days in the same position. During the
probationary period, a performance appraisal is completed by the school principal, in consultation
with the c¢classroom teacher and t heignmemtpriayohee e .
terminated at any time during the probationary

C.U.P.E. employees of the school district who are appointed or transferred to a new position serve a
trial period of thirty scheduled working days in that positio In the event that an employee should,

by agreement, utilize earned vacation or otherwise be away from work during the trial period, the
trial period shall be adjusted to comply with the thirty day requirement.

During the trial period, a performance gpraisal is completed by the school principal, in consultation
with the classroom teacher and the employee. An evaluation may be completed at any point after
the employee has completed thirty scheduled working days.

If an employee proves to be less than sigfactory during the trial period, she shall be returned to
her former position at her former salary. Any other employee appointed or transferred because of
the rearrangement of positions shall also be returned to her former position at her former salaki}.
returns to former positions, and layoffs if required, will normally be completed within five days of the
employee receiving notice of performance that is less than satisfactory. An employee required to
return to her former position may, instead, eledayoff without bumping rights.

An employee who works one day per week could have a probation or trial period that lasts for thirty
five or forty weeks. Employees who are transferred to new assignments have the option of returning
to their previous job,without penalty, provided that it is done within thirty working days of
appointment to the position.

An example of the Performance Appraisal form follows on the next page.
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Internet, Email and Software Use

As an employee of thalistrict, 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 emailternet and
software use. A copy of the policy can be found on our website unde©ur Board / Policies and
Bylaws.
Policy 1305:  Staff Network and Acceptable Use and
Software Code of Ethics.

Password Utility

It is important that you register witlthe 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 yougmployee 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:

My Info Changs Passwocd -
BRI
B =l SO

User Registration

The information you provide here »ill be used to authenticate you when you attempt to reset your password ar unlock your account

Becurtty Questionse Verification Code

Length Specification

* The minimum langth of tha answar(s) should ba 5 charecters and maximum allowad is 255 characters

Register Yowr Secunty Question R Answer

What is your mother's maiden name =

What is the fest namae of your matecnal grandmethet ?

] Hide Answarls

Update
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Enter your user name (employee number) and password into the Sign in area

“ =2 0O m ‘ ) ‘hltps://pmwordrcsot.msd.bc.ca/:hawl.ogin.cc T~ < ‘ ™ 4

@-

[ Sign in
Update Your Profile Efficiently :
User Name: |
User Registration Password: | |
Extablish your iduntity vie registretion p— [.CMHD =
Self Update
Update your contact information D

Change Pagsviord
Change your password using current password

Reset Password
Reset your forgotten password

| |d|] Unlock Account

Unlock your locked out account

[Bnghsh |

>

@ Coast Mountains - Pass X

&~ = O 0 l& 1https;//passwordreset.cmsd.bc.ca/SelfService.do?methodToCaII=selfService&seIecte m *’ = 7 &

! This portal offers you the power of password self-service!

* Password self-service: Reset password yourself when you forget it! Don't wait for the helpdesk!
* Self-service Account Unlock: Unleck the computer, when you are locksd out of it.
* Self-service Directory Update: Update the changes in contact details yourself! And mare..

Enroll now to enjoy these benefits! T
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2. On the Security Questions tab select challenge questions that you atiswer if you have
forgotten your password and the answers you will provide when asked

< — ) o £y | https://passwordreset.cmsd.be.ca/Enroliment.do?selected Tab=Enroliment jk 'ﬁ.‘E g‘Z\, =
Welcome, John Doe
7 Sign Out , Personalize
My Info Change Passwaord D Mabila Access @ Help |

User Registration

The information you provide here will be used to authenticate you when you attempt to reset your password or unleck your account.

Security Questions Varification Code

Length Specification

# The minimum length of the answer(s) should be 5 characters and maximum allowed is 255 characters

Register Your Security Question & Answer

Question: | ---—---Fleasa Select 2 Question------- <

Question: | -------Pleass Select 2 Question---——---

-

Hide Answer(s)

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 aresing 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 praase

Welcome, John Doe
o Sign Qut , Personalize

My Info Change Passwaord D Mabile Access ':-:_5::' Help

User Registration

The information you provide here will be used to authenticate you when you attempt to resat your password or unlock your account.

Security Questions Verification Code |

Register Your Mobile Number(s) Register Your Email Address{es)

| ¥ | #

3. Select the Enroll button

4. You will get a confirmation of successful enrolment
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Password Reset
To reset your password:
1. Go t he di st rhitpd/tnsdbc.oag b page (

2. Select Password Utility from the Quicklinks sectio
3. Select the Reset Password link
4

Follow the prompts

Microsoft 365 Mail 8 Outlook

Once you haveegisterwith the Password Utility and chosen a passworghu will be able to login to
your email account.Each worksite in the district has a designatedomputer 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 stat 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. SeMigrosoft 365 Mail from

the QuickLinks menu:

3211 Kenney Stroot = Terrace BC V8G 3E® - Tel: 250-635-4931 - Fax: 1-888-290-4786
Toll Free: 1-855-635-4931 (BC Only) - www.cmsd.bc.ca

=< oast Mountains Board of Education School District 82 Q‘ &
g

Board schools School District District Calendars 2 Bell Schedule Microsoft Office 365 COVID

Quicklinks ABOUT US

L. Teacher (CMTFE) Jol

sLriet Calien k
veclule Coast Mountains Board of Education School District 82
Vil Gallesry 3211 Kenney Street, Terrace, B.C. VBG DE9
Tel: 250-635-4931 / Tol Free: 1-855-635-4931 (B.C. only)

St £ T Student Enrolment: 4,500 students
Support Staff; 277

Casual Employees: 1035
lealthy Scho letw Excluded/Exempt Staff: 53

Number of Schools: 19 schools

* 11 primary/elementary schools Including French Immersion
Tk oIt 365 Mall ® 1 kindergarten to grade 12 school
licrosoft 365 SharePoint * 1 middie school
* 1 middie/secondary school
1y, OF Educaton Parent ® 2 secondary schools
® 2 alternate schools
10 OF Education Staden ® 1 trades learning centre encompassing dual-oredit, distance learning and continuing
education programs

tudent Info Systesr Coast Mountains School District s located n the northwest of pritsh Columbla and
ard Uity encompasses the traditional terrtories of three aboriginal nations: the Gitksan, the Haisla, and
OOl NewsleLe the Taimshian. The Gitksan-Wet'suwet'en Nation of the Hazelton area is made up of seven
IELFINC E X press band communities consisting of Gitanmaax, Gltanyow, Gitsegukla, Gitwangak, Glen Vowel,
Udent Learning Surve Hagwiiget and Kisplox located through the Hazelton communities and on up the Kisplox
Valley. The Hasla Nation s centered in Kitamaat Vilage and the Tsimshian Nation has two

distinct band communities in the Terrace and Thornhil areas
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Confidentiality and Ethical Considerations

Confidentiality and ethics are important aspects of any work carried out in schools. All employees
are expected to observe the following guidelines:

A Do not discuss students / staff membersn public places.

A Respect the confidential nature of i nfor
progress, limitations, and/or educational program only with the supervising teacher
unless directed otherwise (e.g., school based team meetings).

A Always refer any question/comment/observation about students back to the teacher or
supervising principal.

A Access student files only through the school administrator or his/her designate. Do not
divulge any information that you may read or be a party to ungemstructed to do so.

A Engage in strategies which are consistent with the philosophy and standards established
by the school/classroom. Serve as a positive role model.

A Express differences of opinion only when the students are absent from the rodRespect
the authority of the teacher and administrator.

The Freedom of Information and Protection of Privacy Act has been in effect for school districts since
October, 1994. The objective of the Act is to make public institutions more open and accountable

and to protect individual privacy. For specific information about the Act, contact your supervisor,

school principal or the district's FOIPPA Officer.

In addition to School District No. 82 guidelines the Child and Youth Care Association of British
Columbia (CYCABC), outlines a code of ethics and standards of practice for its membership

INTRODUCTION

The key to quality of work in any profession is the commitment to ideals for which that profession
stands.

It is commitment based not on rules of do anda@n 6t , but rather on expi
professional attitude. This commitment to ideals is set out in a Code of Ethics (or Conduct) to which

the members of that profession, and the professional association governing those members,
subscribe.

PREANBLE

Child and Youth Care Practitioners provide or facilitate the provision of supportive supplemental,
substitutive or reeducational care to children and youth, for whom the usual agents of development
have proven to be inadequate or inappropriate. Thisecessitates a consistent, holistic team
approach with the Child and Youth Care Practitioner frequently being the coordinator in employing
a variety of resources.
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Child and Youth Care work is a profession based on the interaction between the child, the
practitioner and the systems they both exist within. It must be the goal of all child and youth care
services and practitioners to provide the physical, emotional, social and spiritual environments
which will optimize the developmental opportunities for thehild in her / his milieu, as well as for
the practitioner in his or her work environment.

Throughout, there shall be recognition of status for the child or youth and the Child and Youth Care

Practitioner as developing people and of the basic human rightf all individuals to the respect and
growth accorded each member of our society.

RELATIONSHIP OF THE PRACNHRO'O THE CHILD/YOUTH/FAMILY
THE TOTAL CHILD

The child or youth is never an isolated being; he or she is always a part of a fafdiéfined as those
persons that have potential impact on that child or youth within the immediate milieu). The aim of
the Child and Youth Care Practitioner and the agency or program is to adopt effective practices
toward familyoriented care and involvement

1 We understand and respect the UN Conventions on the Rights of the Child with respect to
each child or youth.

1 We respect the privacy of each child/youth/family.
1 We respect the uniqueness of each child/youth/family.

1 We acknowledge that maximizing thefiectiveness of all services and resources aids the
child/youth/family to reach their potential.

1 We are aware that acknowledging and supporting the family in the total treatment program
of the child/youth/family contributes to the growth of the child orguth.

1 We respect the unique difference in culture, religion and race of each child, youth and family.

1 We recognize the importance of questioning all behaviour as a meaningful attempt to have
needs met, and only when i titydowkinterierg.es upon

1 We acknowledge that a child has a personal perspective of his or her environment and that
our relationship with that child depends on our understanding of that perspective.

1 We recognize the importance of being empathic rather thanmspathetic in order to maintain
our objectivity.

1 We encourage risk taking opportunities within a safe and stimulating atmosphere in order
for the child or youth to discover and learn about her or himself and her or his environment.

1 We encourage the supping of special equipment for all special disabilities and needs of the
child/youth/family.

1 We recognize the importance of constantly reassessing the ongoing growth of the child, youth
or family and applying new approaches where needed.
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1 We have a workindknowledge and understanding of all laws pertaining to children in care
and child advocacy insuring that no chil dos

1 We have the ability to assess our own personal strengths and weaknesses and transform
these into successfulChild and Youth Care skills and strategies.

1 We are willing to recognize when it is in the best interests of our clients to release or refer

them to another program or helping professional.

Relationship of the Child and Youth Care Practitioner to our opnofession and other
professions.

1 We are aware of our responsibility to maintain professional objectivity and s#icipline, to
maintain competence and high standards.

1 We are aware of our responsibility to further our knowledge of the profession tingb reading,
research and further discussion.

1 We will respect the rights and views of our fellow Child and Youth Care Practitioners and other
Professionals.

1 We have a continuing commitment to assess our own personal strengths, limitations, biases
and resulting effectiveness.

1 We are aware of and sensitive to the profound social responsibility involved in our work due
to the fact that we touch deeply the lives of those we serve.

1 We are aware of and promote the moral and legal standards of our work.

1 We atempt to rectify any violations of ethical, moral or legal standards by other human
service professionals of which we become aware.

1 We do not use our professional position or relationship for purposes that violate our ethical
principles.
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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 exniority. All absences and leave of

absence requestsmust be logged inSmartFind or with the Help Desk.In cases of
emergencyonly, contact your school principal.

You will receive a welcome email to your school district email account with information o
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 registerenithe phone: (employee #) Your Temporary PIN: (employee #)

Please do not respond to this message. It is an automatadiegenerated by the system.
Contact your SmartFind Express system administrator if you have additional questions.

Once you have regtered 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:

3211 Kenney Street Torrace BC V8G 3ED - Tel: 250-635-4931 - Fax: 1-888-290-4786
Toll Free: 1-855-635-4931 (BC Only) - www.cmad be.ca

\F=_ < oast Mountains Board of Education School District 82 ? 4
>

Quicklinks
Coast Mountains Board of Education School District 82
3211 Kerney Street, Terrace, 8.C. VAG 369
Te: 250-635-4931 / Yol free: 1-855-635-4911 (B.C only)
Stuoent Enrolment; 4,500 students
Teachers: 375
Support Staff: 277
Casual Empioyees: 103
Excuded/Exempt SGIT: 55
Number of Schook: 19 schoos
b Franch Imimerson
ntre encompassng duskoredt, dstance iearning and continuing
o~ N progran
Coast Mountars School Destrict 8 located n the norhiwest of Brksh Cournbe andd
encompasses the tradiional terrkones of three aborginagl natons: the GEksan, the Hash, and
Tamshian. The Giksan-Wet'suwet'en Natica of the Hazelton area € made up of seven
communtes conssting of Gtanmaax, GRanyow, Gisegukia, Gtwangak, Gen Vowel,
Badget and Kipox ocated through the Harston comemunies and on up the Kspox
Valey, The Mash Nation & centered n Ktamaat VRsoe and the Tamshian Nation has two
dstnct band communities n the Termace and Thomhd areas
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Then click the link as below:

SMARTFIND EXPRESS AUTOMATED DISPATCH SYSTEM

SmartFindExpress is the automated dispatch system utilized by Coast Mountains
School District 82. This system is used by employees to log absences and is used to
place substitutes into vacant positions.

Employees MUST register with the system by phone at 1-855-454-4008. The access ID
is your employee number. Once registered, vou can login via the website at:

https://coastmountain.sfe.powerschool.com

Please find below reference guides and links to help videos ... please click on the
following links to view orientation wvideos on how to register and use
SmartFindExpress. Nofe that QuickTime is needed to view the videos — please
doumload here.

® Employee Orientation Video
@& Syubstitute Orientation Video

For additional support or information .... employees are encouraged to
contact the Automated Dispatch Help Desk at (250) 638-4439 or
1-855-635-4931, Local 4439 (Richard Anderson).

There are also orientation video links for youmformation.

You will now be taken to the login screen. Click on the Microsoft icon:

Sy Unified Taient

|~ SmartFind Express

All on-call employees are required to wear masks
as per school protocols. Masks are provided at eath
sthool If reguired
Please click on the following links to view GGN N WITH
orientation videos on how to register and use
SmartFindExpress:

] i B¥  \icrosoft
Employee Orientation Video u

Substitute Orlentation Video

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.
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Employee Homepage

T, Wilied Talent
p" SmartFind Express

v ] Absences Augisst 07, 1027 06:22 P
]
Create Absence
21
Wy (e Stann  Reawen Leeavaniy Classficationis| Start Dutafs) End Datnial Sutmaruts  imatrucyans
T [] CMTF - Famuly (Bness Leme Mourt Hizabain Middie & Secondary Scnool  Teadher Middie . Core Ny 0 ROV 5 >
Fegmor Sxar
/] CMTF - Personal Leawe Mourt SRaveth Middie & Secondary Scnool  Teadhse Middle - Core OENER2022 ON0B2022
-
- (7] CUPE Compasaonars Leaye Caledonia Secondary Educanen Assstant Ungual  O815/200 72020 legs0n plans
Wy Scheduk
(/] CMTF - Ledve 1o Recetve & Degree  Caledonis Secondary Tescner Intermedise - Core  11/1NVN20 NMANNX

Employee Profiles

Employees can view their profike change your online password and telephone PIN by clicking your
initials in the topright corner.

Quick surveyaugust 03, 2022 09:52 AM

Personal Information

Employee

Email wor verified Edit Email

Password I Edit Password I PIM (Phone Password) I Edit PIN I

Address

District Code (Mobile App)

SDNX

Identity Providers

=. Microsoft LINKED (,
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1.

Employee Absences

To create a new absence clickreate Absence

Unified Talent
m@ SmartFind Express

[ | Absences
Absences
Create Absence
My Calendar Status Reason
T (/] CMTF - Workshop/Conference & Other

Reason Balances

- -

My Schedule

Enter Leave request information:

Basic Information

Absence Reason

20 CUPE Workshop/Meeting/T - SE'ECt Reason

Approval Comment

Absence Dates

Date selection options

Does Not Repeat ; For individual dates sefection

<! sep 2022 7) ‘

“ 5 & 7 & 9 Select All Dates

Select your reason from the reasor]
drop-down menu. Some leave
reasons will require a comment to
be added. For example, ¥&orkshop
leave will require the name of the
workshop ya are attending in order
for the leave to be approved.

Ensure you select all the dates if yol

are requesting more than one day.
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3. Customize leave details

Mount Elizabeth Middle & 5econdary 5chool - Teacher

Middle - Core

Schedule

Advanced Absence

Chonse this i pour ansance wiy need diffenanr reguirsments oo differant doys

Thursday : 0eM5/2022

0 rullDay

() Half Day-aM

Select Full or Part Day

() Half Day-PM

() Custom Day

L

Substitute

() Best Matcn
) Specify

Selected Substitute:

Class Instructions

Support staff areunable to specify
substitutes. | 4
Mat cho6 accor di ng

Agreement.

Add Instructions

Characters Remaining: 1000

Add Flles

Add Files

Q Absence created successfully. (Job 1D 101019

4. Leave Approval

Submit Leave

Ensure you receive a
confirmation and Job #
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If you leave type requires approval, your leave must be approved by your Principal and/or Human
Resources. Once your leave is approved it will be displayed with a green check mark on your home

page:

1} Unilied Talunt :
PD SmartFind Express

[ | Absences
Absences
Create Absence
(23]
My Calandar Status Reason Location|s}

T CMTF - Family Nlness Leave Mount Elizabetn Middie & Secondary School

Reasan Balnoes

CMTF - Personal L2ave Mount Efzabeth Middie & Secondary School
Y
-
> by L] CUPE Compassionate Leave Caledonla Secondary
My Schedule
2 CMTF - Leave to Receive 3 Degree Caledonla Secondary
2 CMTF - Court Duty Caledonla Secondary
2 CMTF - Court Duty Caledonla Secondary

5. Review Absences

Your absences will be displayed on your homepage. To see the leave details and/or to cancel the
leave, click on the leave.

5 Unilied Talunt :
PD SmartFind Express

[ | Absences
Absences
Create Absence
(23]
My Calendar Status Reason Location|s}
T ] CMTF - Family Niness Leave Mount Elizabetn Middie & Secondary School
Reasan Balnoes
CMTF - Personal L2ave Mount EXzadbeth Middie & Secondary School
- CUPE Compassionate Leave Caledonla Secondary
My Schedule
2 CMTF - Leave to Recelve 2 Degree Caledonla Secondary
o CMTF - Court Duty Czledonla Secondary
2 CMTF - Court Duty Caledonla Secondary

Clicking on the leave will open up the details and allow you to cancel the leave
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6. Cancel or Edit a Leave

To cancel a leave request, click th€ancel Absencéutton. To Edit your leave, clicEdit

Mount Elizabeth Middle & Secondary School - Teacher
Middle - Core

Job ID: 101023 & Approved (Automatically)

Reason: CMTF - Family lliness Leave

Schedule

Thursday : 09/15/2022

Absence Schedule Substitute Schedule
08:47 AM - 03:13 PM 08:47 AM - 03:13 PM
Instructions

Class instructiog

|Ca ncel Absence

Ensure youreceive a confirmation of the cancelled absence:

ﬂ The absence was cancelled successfully.

You can also review your absence in a calendar format:

[? smartFing Express

o Wy Calerdar

= cckay ‘e Seplember 2022
o Mae
Ligerw

[Oramarmmn.  [Ovamom . Ot o
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7. Review your Schedule

Ensure you review your schedule by selectiMy Schedulefrom the menu:

M@ SmartFind Express

a My Schedule
AUSHICE:
m Caledonia Secondary : Teacher Secondary - Fine Arts
Al
: Monday
-+
= Stact Thme - 08:45 AW AM Half 12:00 PM (Locotian nime P Maif 1245 PM (Locomion time End Time 03:21 BM
ason Ealances
.-
B
My Schedule
Tuescay
Start T D545 AM A Half 1200 PM (Looatan timed P el 12:45 PM (Cocamion time End Time C3221 M

It is important that your schedule isorrect, in order to call out a substitute for the correct times. If
your schedule is incorrect, contact sullispatch at 250-638-4439.

8. Switch to Substitute Profile

If you are also a substitute employee, you can view your substitute page by clicking on your initals,
then selecting o0Switch t odounersit i tute Profilebod

&

Quick St 2 switch To Substitute

@ :
@ Personal Information

[ signout

Substitute IS ULUUNS
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Substitute Homepage

23 DalNast Nt

I“ SmartFind Express

Job Search AugusT a7, 2022 0624 BT My Calendar n Hegister for 1he Molsile Apg
Finee Mo Sters sppeey My current | active jobs 4 v t f t v it o Add Unavailabliey
> Date ot Dww Time Duration Fmphges Ossiticasion(s] Loscanhens)

* Duratian

0 You have no achive or upcoming jobs

» Locationis)
» Cliksification|s)
» Employee

b instructions

Substitute Profiles
Substitute profiles canbe accessed by

licking your initials in the tegght corner:

[> signout

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 wogkecSPersonalfrom the
menu:

(_ Back to My current /

active jobs

Shedue  Netfigtions lomions  Classifetoes [ Personal

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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