BOARD MOTIONS FOR SUPPORT STAFF
Date: July 28, 2024

The school principal is responsible to ensure that support staff are voted and approved for
each position where they serve (Volunteer or Paid). If they are not approved for their existing
or new roles, they must be voted at the next board meeting. If they are needed right away,
CALL THE OE FOR ASSISTANCE. All support staff and volunteers must be approved by either
the local school board or the OE.

PAID EMPLOYEES

Support Staff:

Prior to voting any new support staff, double check the existing support staff lists to avoid duplication. When
voting new support staff, the board motion must include the following:

--legal first name (spelled correctly) --employment start date

--legal last name (spelled correctly) --employment end date

--position (hired role)

--hourly wage including number of hours per week, or monthly salary (still need estimated hours per week if the
person will be on salary—I think there is an Excel spreadsheet you can get from treasury for estimating hours).

Schools will need to provide the OE with a complete board motion. Any incomplete board motions or missing
information must be provided prior to placing any individual on payroll, and incomplete motions can delay
payment of wages.

Ask the person if they already work for another conference entity. If they do, we need to know. For example,
someone could be a full-time church secretary, and a school janitor a few times each week.

*Note on substitute teachers: do not vote a wage for substitute teachers. Those wages are determined by the
OE according to SDACC Education Code Policy and are already found on the sub teacher forms. To ensure
flexibility in teacher and support staff emergency coverage, please vote substitute teachers as both substitute
teachers and substitute teacher aides, and vote full time aides as substitute teachers.

*All paid employees must have a school declaration submitted to the OE AND a CRRP CRC processed through
the OE. Employees cannot report to work until the CRRP application has been received and submitted to the

CRRP by the OE. Principals and secretaries have the correct CRRP application form and they are also available
from the OE.

Sample Board Motion (one person - one position):
24/25—36 Motion to hire Mickey Mouse as school secretary from September 1, 20XX to June 30, 20XX at
the rate of $20.00 per hour for 30 hours a week.

seconded and carried

Sample Board Motion (multiple people — one position)
This is applicable for sub teacher and sub teacher aide roles.



24/25—18 Motion to approve the following people as sub teachers from September 1, 20XX to June 30,
20XX: Minnie Mouse, Donald Duck, & Daisy Duck.
seconded and carried

or
24/25—41 Motion to approve the following as substitute teacher aides from September 1, 20XX to June 30,
20XX with a wage of $20.00 per hour: Minnie Mouse, Donald Duck, & Daisy Duck.

seconded and carried

Student Employees

Student employees under the age of 12 must apply for a government permit from the Director of Employment
Standards. The Director will go through their application, and if they are granted a permit they may work, within
certain parameters. Students aged 12-14 are required to have a letter from parents granting permission to work
at the school, and certain work conditions must be met. These student employees must have a direct supervisor
aged 19 or over, and must be supervised at all times. | believe there is also a government form that needs to be
filled out. Students aged 15-18 years old do not need a parent letter or a CRC to work at the school. Student
employees 19 years old and older are required to complete a MOJ CRC and sign a school declaration through the
OE.

24/25—43 Motion to approve Bobby Jones and Billy Miller to shovel snow for up to 4 hours a week at
$20.00 per hour for the 20XX-20XX school year.
seconded and carried

Supplemental Employee Payroll Information

Once approved by the local school board, please coordinate with Julie Astleford for hourly employees
(jastleford@bcadventist.ca) or Animam Zingisi for salaried employees (azingisi@bcadventist.ca) to complete the
required payroll paperwork.

Note on courtesy - support staff payroll agreement forms (contracts): treasury has verified that board chairs,
principals, and treasurers can all sign these. But no one can sign their own.

VOLUNTEERS

All volunteers must be voted by the local school board for each school year. Volunteers must have a criminal
record check in process or completed (RCMP, Ministry of Justice Volunteer, or local police department CRC) AND
a school declaration on file in both the school office and the OE. Once volunteers are approved, they may begin
to volunteer.

Sample Board Motion:

24/25—56 Motion to approve the following people as volunteers pending a cleared CRC and signed school
declaration for the 20XX-20XX school year: Micky Mouse, Minnie Mouse, Donald Duck, & Daisy
Duck.
seconded and carried

e Conference pastors, Bible workers, and paid support staff do not need to be voted by the local school board
as volunteers.
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