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PARK WEST SCHOOL DIVISION 

Introduction 
 

In Canada, education is a provincial responsibility.  In Manitoba, the responsibility for the 
delivery of public education to students in kindergarten through to high school graduation has 
been delegated to school boards. 
 
School boards are elected bodies responsible for the planning and delivery of educational 
services within geographic regions known as school divisions or school districts.  For practical 
purposes, there is no difference between a division or a district.  Provincial legislation in the 
form of the The Public Schools Act and The Education Administration Act defines the structure, 
obligations, and responsibilities of school boards; within the bounds imposed upon them by this 
legislation, school boards are themselves a law-making level of government. 
 
The key functions of Park West School Division are: the determination of policy; setting the 
strategic direction of the organization; developing the annual budget for the organization; 
ensuring policies and strategic direction are implemented.  In general, the Park West School 
Division Board focuses its energy on high level decisions rather than the details of daily 
activities and operations of the school division.  The board delegates managerial and 
administrative authority to the Superintendent/CEO. 
 
 
 
Vision Statement 
We will bring the world to our students to prepare our students for the world. 
 
 
Mission Statement 
The Park West School Division will work with communities to: 
 

• Provide innovative learning opportunities; 
• Challenge students to reach their potential as engaged citizens of the world; 
• Value, accept and nurture students. 

 
 
Values Statement 
Park West School Division values:  

• Our People  
• Our Partnerships   
• Our Practices 
• Our Programs 



   
 
 
 

1                        *Adapted from Park West School Division Policy 5 
 

PARK WEST SCHOOL DIVISION 

Role of the Board 
 

Preamble 
The board is entrusted to ensure that the values, aspirations and economic resource capacities 
of the jurisdiction are reflected within the actions of the division.  These are the key areas of 
responsibilities: 
 
Community Leadership 

• The Board strives to be visible within the community. 
• The Board makes decisions that reflect the values and anticipated educational needs of 

the communities of Park West School Division. 
• Board members show their support of school and divisional activities 

through physical attendance at school events.       
 
Accountability to the Provincial Government 

• The Board is responsible for adherence to governing legislation and regulation 
throughout Park West School Division. 

 
Accountability to the Community 

• The Board makes decisions that respect community values and are rooted in sound 
educational research.    

• The Board reports Division results to the community, as mandated by the provincial 
government. 

• The Board will act as the appeal body regarding decisions of Administration.  
• Board members are active within the Park West communities, building support for public 

education. 
• The Board approves the annual school calendar and length of the school day. 
• The Board grants final approval of newly constructed school and other Division-owned 

buildings. 
• The Board retains insurance to protect the public assets of the Division. 

 
Divisional Strategic Plan 

• The Board provides overall direction for the Division’s strategic plan through the 
identification of Board priorities.  
 

Policy 
• All policy is written. 
• Governance policy statements define Board expectations. 
• The Board monitors divisional progress toward the achievement of student outcomes 

and other stated desired results through the regular assessment of policy compliance. 
• Policy which is deemed by the Board to be no longer relevant toward the achievement of 

Board outcomes is evaluated and amended appropriately. 
 
Board Development 

• All Trustees engage in the pursuit of Board excellence through Board development and 
Trustee development training and education. 
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PARK WEST SCHOOL DIVISION 

• The Board regularly evaluates board effectiveness through monitoring of policy and the 
Board’s self-evaluation process. 

 
Fiscal Responsibility  

• Refer to Manitoba’s Public Schools Act 
 
Please refer to Appendix A: A Guide to School Boards and Trusteeship in Manitoba 
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PARK WEST SCHOOL DIVISION 

Trustee Code of Conduct 
 

Preamble 
Trustees serve as advocates for public education.  Trustees are seen as leaders within their 
community and the larger education community.  Given the importance of the position of a 
trustee, the behavior, conduct, and actions of trustees must be of the highest level.  This high 
level of conduct is also expected on all social media.  The following is the conduct expected of 
Park West School Division Trustees. 
 
A Trustee shall: 

• model integrity, respect, ethical behavior and life-long learning. 

• recognize that the responsibility of the board is to make policy and to give direction and 
that the day to day administration of the Park West School Division is the responsibility of 
the Superintendent/CEO and staff. 

• realize that a trustee has no legal authority outside the jurisdiction of the board, must 
abide by the lines of authority and communication in place between themselves and the 
staff and shall not obligate the board or staff in any way without specific authorization 
from the board. 

• work with fellow trustees and staff members in a spirit of cooperation regardless of 
personal differences of opinion; treating all with courtesy and respect, and encouraging 
the free exchange of diverse views. 

• make decisions based on the best interests of the entire division rather than an individual 
elector, school, ward or special interest group. 

• support a decision once it has received proper board approval.   

• respect personal information (FIPPA, PHIA) and all matters relating to sensitive and 
confidential matters including but not exclusive to in-camera discussion. 

• not use the position as a trustee for personal advantage or for the advantage of friends. 

• do everything possible to maintain the integrity, confidence, and dignity of the office of 
school trustee. 

• not discuss the confidential business of the board other than at board or committee 
meetings. 

• consider it unethical for an individual board member to disparage other board members, 
but reserve the right to make honest, respectful, and constructive comments. 

• follow the Conflict of Interest Policy #16. 
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PARK WEST SCHOOL DIVISION 

In the event of a possible breach of the Trustee Code of Conduct 
 
At the Board Table: 
Any trustee perceiving another trustee to be in possible breach of the Trustee Code of Conduct 
shall have the right to move that the board resolve itself into committee of the whole on a point 
of privilege, during which the trustee shall raise the perceived breach with the full board for 
consideration. 
 
On Other Occasions: 
Any trustee perceiving another trustee to be in possible breach of the Trustee Code of Conduct 
may raise the concern with that member or with the board chair or vice chair with the intent of 
resolving the concern.  Failing resolution the perceived breach shall be presented to the full 
board for consideration at a committee of the whole meeting. 
 
Response to Breach of the Trustee Code of Conduct: 
Where the board determines that a breach of the Trustee Code of Conduct has occurred, the 
board shall respond by taking a course of action that it deems to be appropriate.  Such actions 
may include but are not limited to the following: 

1. Censuring the trustee, including in cases of repeated or severe breaches, requesting 
the trustee’s resignation. 

2. Barring the trustee from attending all or part of a meeting of the school board or a 
committee of the school board. 

3. Suspending the trustee from the school board, including suspending all the trustee’s 
rights, duties, privileges and indemnities as a member of the school board, for up to 
three months. 

 
 



   
 
 
 

1                *Adapted from Park West School Division Policy 16 
 

PARK WEST SCHOOL DIVISION 

Trustee Conflict of Interest 
 

Preamble 
The holding of public office is a trust created by the confidence the public places in its school 
trustees elected in a free and fair election by community electors.  To preserve this confidence, 
it is the desire of the Board to operate under the highest ethical standards in accordance with 
the Public Schools Act. 
 
In carrying out his or her fiduciary duties, a Board member will not: 
 Disclose or use confidential information acquired in the course of their official duties to 

further their personal or professional financial interests, directly or indirectly; 
 Disclose or use confidential information acquired in the course of their official duties to 

further a family member, business partner, or a close personal associate’s personal or 
professional financial interests, directly or indirectly; 

 Accept a gift of substantial value or substantial economic benefit tantamount to a gift of 
substantial value which would tend to improperly influence a reasonable person in their 
position or which they know or should know is primarily for the purpose of rewarding 
them for official action taken; 

 Engage in substantial financial transaction for their private business purposes with a 
person whom they supervise in the course of official duties; 

 Perform an official act which directly and substantially confers an economic benefit on a 
business or other undertaking in which they have a substantial financial interest, or in 
which they are engaged in as a counsel, consultant, representative, or agent; 

 Use their position to the disadvantage or detriment of a third party with malicious intent; 
 Engage in circumstances that compromise, or appear to compromise, the ability of board 

members or staff to make unbiased decisions; 
 Be involved in the contracting, employment, supervision, grievance, evaluation, 

promotion, remuneration, or firing of a family member, business associate, or personal 
friend. 

The phrase “economic benefit tantamount to a gift of substantial value” ($250.00 or more) 
includes a loan at a rate of interest substantially lower than the prevailing commercial rate and 
compensation received for private services rendered at a rate substantially exceeding the fair 
market value. 

It is permissible for a Board member to receive: 
 An occasional non-pecuniary gift which is insignificant in value; 
 Non-pecuniary award publicly presented by a nonprofit organization in recognition of 

public service; 
 Payment or reimbursement for actual and necessary expenditures for travel and 

subsistence for attendance at a convention or other meeting at which they are scheduled 
to participate; 

 Reimbursement for or acceptance of any opportunity to participate in a social function or 
meeting which is not extraordinary when viewed in light of their position; 

 Items of perishable or nonpermanent value, less than $250.00 including but not limited to 
meals, lodging, travel, expenses, or tickets to sporting, recreational, educational or 
cultural events; 

 Payment for speeches, debates, or other public events reported as honorariums. 
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PARK WEST SCHOOL DIVISION 

Managing Conflict of Interest 
Even with the best policies and practices, conflict of interest issues will arise and need to be 
managed.  Below are some principles and procedures for managing conflicts of interests: 
 Board members should disclose conflicts of interests early and often; 
 In cases where a Board member may not perceive that a conflict of interest exists, it is 

the responsibility of other board members who are aware of a real, potential, or 
perceived conflict of interest on the part of a fellow board member to raise the issue; 

 If the Board is contemplating a financial transaction with a Board member, the process 
should be conducted through a fair and open process in which Board members who 
have no personal or business interests in the matter make the final decision about 
awarding contracts; 

 Park West School Division will report annually on our website all conflict of interest 
disclosures and dispositions in relation to any financial transactions. 
 

In the event of a possible breach of the Trustee Conflict of Interest: 
 
In the event of a possible breach of the Trustee Conflict of Interest policy, the Board will follow 
the guidelines set for the breach of the Trustee Code of Conduct Policy #6.  The guidelines are 
as follows: 
 
At the Board Table: 
Any trustee perceiving another trustee to be in possible breach of the Trustee Code of Conduct 
shall have the right to move that the board resolve itself into committee of the whole on a point 
of privilege, during which the trustee shall raise the perceived breach with the full board for 
consideration. 
 
On Other Occasions: 
Any trustee perceiving another trustee to be in possible breach of the Trustee Code of Conduct 
may raise the concern with that member or with the board chair or vice chair with the intent of 
resolving the concern.  Failing resolution the perceived breach shall be presented to the full 
board for consideration at a committee of the whole meeting. 
 
Response to Breach of the Trustee Code of Conduct: 
Where the board determines that a breach of the Trustee Code of Conduct has occurred, the 
board shall respond by taking a course of action that it deems to be appropriate.  Such actions 
may include but are not limited to the following: 

1. Censuring the trustee, including in cases of repeated or severe breaches, requesting 
the trustee’s resignation. 

2. Barring the trustee from attending all or part of a meeting of the school board or a 
committee of the school board. 

3. Suspending the trustee from the school board, including suspending all the trustee’s 
rights, duties, privileges and indemnities as a member of the school board, for up to 
three months. 

 
 
Please refer to Appendix B: Conflict of Interest: A Guide for Manitoba School Trustees 
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PARK WEST SCHOOL DIVISION 

Board/CEO Relationship 
 

Preamble 
The governance model utilized by Park West School Division delegates the day to day 
operation of the organization to the Superintendent/CEO.  The board directs and constrains the 
Superintendent/CEO through policy.  If the organization is to function effectively and efficiently it 
is important that the board and CEO have a clear understanding about the role each has as it 
relates to the organization.  The decision making matrix provides this clear direction. 
 

Superintendent has 
complete authority to act 

Superintendent has 
authority but must inform 

the Board 

Board decision; 
Superintendent may 

recommend 
 Evaluate staff 
 Evaluate programs 
 Administer collective 

agreements 
 Implement and approve 

professional 
development 

 Implementation of 
Board Policy 

 Implement and approve 
staff leaves up to 5 
days 

 Student overnight travel 
 Appoint Attendance 

Officer 
 Corporate sponsorship 

(under $5,000) 
 

 

 Evaluate principals 
 Staff hiring (non-

administrative) 
 Student suspensions 

(up to 6 weeks) 
 Grant applications 
 Crisis situation (e-mail) 

ex. lockdown 
 Emergency school 

closures 
 Superintendent PD (out 

of province) 
 Administrative 

procedures 
 Acceptance of 

resignations 
 Extension of medical 

leave 
 Maternity/parental 

leaves 
 Staff extended leaves 

(beyond 5 days) 
 Student/staff out of 

province/country travel 
 Corporate sponsorship 

($5,001-$9,999) 
 Transportation 
 

 Policy Development 
and approval 

 Employee termination 
 Student expulsion 
 Employee 

compensation/benefits 
 Approval of budget 
 Setting staffing levels 
 Special levies 
 Appeals to the Board 
 New programming 
 Over-expenditure of budget 
 School calendar 
 Hiring additional staff 

outside of formula 
 Hiring and assignment of 

principals and/or senior 
administration 

 Change the administrative 
organization chart 

 Approve tendered 
contracts or contractors 

 Corporate sponsorship            
(over $10,000) 

 Instances outside of matrix 
(so it can be assigned to 
the correct column) 

 Changing catchment areas 
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PARK WEST SCHOOL DIVISION 

Trustee Practices 
 
Mission Statement  
The Park West School Division will work with communities to: provide innovative learning 
opportunities; challenge students to reach their potential as engaged citizens of the world; 
value, accept, and nurture students. 
 
As we work toward making this core mission a reality we reflect upon the principles that guide 
our interactions with various people in our work as trustees: 

• While charged with the ultimate responsibility for the operation of the school division we 
work in equal partnership with the Superintendent/CEO; 

• While we value diverse points of view we honour the collective voice of the board; 
• While elected to represent our respective wards it is our duty to consider the needs of the 

whole division in every decision. 
 
In striving for alignment with our mission, these guiding principles and our actions, we agree on 
the following norms for how individual trustees conduct their working relationships with people 
throughout the school division as trustee practices: 
 
In relating to the board, we, as individual trustees: 

• Support the majority decisions of the board by providing to those who ask the rationale 
for such decisions; 

• Retain the right to a dissenting opinion and to seek changes to decisions of the Board 
through ethical and constructive channels; 

• Keep in confidence any personal or confidential information obtained in his or her 
capacity as a trustee and do not disclose the information except when required by law or 
authorized by the school board to do so. 

 
In relating to the Superintendent and members of the Senior Administration Team, we, as 
individual trustees: 

• Offer   information,   ideas,   or   suggestions,   without expressing   specific expectations 
for action; 

• Have the right to ask reasonable questions for information from existing reports and 
about policies, programs and services; 

• If information outside of normal reports is needed by individual trustees, that request for 
information from the Superintendent/CEO will come through the whole board; 

• Provide information about repeated commentary from the community regarding 
employee performance without becoming involved in the process of supervision; 

• Recognize that most direction to Superintendent/CEO will come through collective board 
decisions; 

• Observe telephone and email protocol (see attached). 
 
It is understood that the Chair of the Board and the Chairs of individual committees of the board 
may make requests of or provide suggestions to the Superintendent/CEO, where reasonable, to 
advance the work of the Board as a whole or its committees. 
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PARK WEST SCHOOL DIVISION 

In relating to School Administration and members of school staff, we, as individual trustees: 
• Generally   relate   information,   ideas,   or   suggestions   through the 

Superintendent/CEO members, never contacting staff directly; 
• Exercise caution in discussions with staff to avoid presenting individual ideas or requests 

as expectations for action; 
• Direct  complaints  through  proper  channels:  teacher,  principal,  Superintendent/CEO, 

and board, recognizing that it is not the role of an individual trustee to solve a complaint 
but to provide information and to make sure the individual knows the process; 

• Avoid discussing negotiations issues when away from the negotiations table, except 
during meetings of negotiations committee and committee of the whole. 

 
In relating to Parent Councils, Parents, and the Community, we, as individual trustees: 

• Agree that the Chair of the Board and/or the Superintendent is (are) the official 
spokesperson(s) for the board on divisional issues, especially to the media.   As 
individuals we can respond to straightforward questions on matters related to policies, 
programs, and services; 

• Direct complaints through proper channels, as listed above; 
• Ensure that written communication from an individual trustee that may be of a public 

nature (e.g. contributions to community publications) is vetted by the board or Board 
Chair; 

• Direct Parent Advisory Councils (PAC) to provide a written invitation to the whole board 
requesting a trustee to attend a PAC meeting.  The board will assign a board 
representative to attend the meeting. 

 



   
 
 
 

1 
 

PARK WEST SCHOOL DIVISION 

Trustee Telephone and Email Protocol 
 
Please note that all media requests should be referred to the Board Chair.  The Chairperson, or 
in his/her absence the Vice-Chairperson, or designate, is the official public spokesperson for the 
whole board. 
 
Telephone 

• Trustees to log telephone calls, noting the following information, and keeping the record 
for future reference: date, caller, content, response/action. 

• Recipient decides whether the content of the call is controversial (if controversial, refer to 
Superintendent/CEO) or non-controversial (answered by the recipient and shared with 
Board Chair when appropriate). 

• How to respond to anger?  Listen, de-escalate if possible, make notes on the content, 
decide whether or not the content (not the emotion) is controversial and refer or respond 
as above. 

• Superintendent determines (at times in consultation with the Board Chair) whether or not 
there is a need to inform the whole board of the content of referred calls. 

 
Email 

• Recipient decides whether or not email content is controversial.  When appropriate, 
recipient seeks permission from sender to forward the email.  If controversial, the email is 
referred by forwarding to the Superintendent/CEO and Board Chair.  Recipient replies to 
sender indicating email has been forwarded to the Superintendent/CEO and Board 
Chair.  If non-controversial the email is answered by the recipient and copied to the 
Superintendent/CEO and Board Chair. 

• If broadcast email is received, then the Superintendent/CEO at times in consultation with 
the Board Chair makes a decision regarding the response.  When the 
Superintendent/CEO is not copied on the broadcast email, the Board Chair forwards it to 
the Superintendent/CEO and in consultation makes a decision regarding the response.  
Superintendent/CEO or designate may need to clarify any misinformation and respond or 
act.  Copies for information of referrals or responses can be supplied to the board 
members when appropriate. 
 

Please refer to the Individual Inquiries Process Guide for examples.
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PARK WEST SCHOOL DIVISION 

Individual Inquiries Process Guide 
 

Individual trustee receives inquiry and decides if it is for information or specific concern. 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Information 

Caller is looking  
for information 

Trustee listens to caller 

Trustee provides  
answer or directs  
parent to proper  

divisional personnel. 
If unsure  

directs to CEO. 

Trustee records name,  
time, and content 

Caller has a concern 

Trustee informs caller 
of proper protocol 

(teacher, principal, CEO) 

Informs CEO and Board Chair 

Concern 

Trustee records name,  
time, and issue 

CEO follows up with caller 
reports back to  

Board Chair and trustee 

Board Chair may  
inform whole board 

Media 

Caller is 
for information 

Trustee refers caller to 
Board Chair or 

designate as the 
official public 

spokesperson for the 
board 
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PARK WEST SCHOOL DIVISION 

Individual Inquiries Process Guide 
 

Individual trustee receives meeting request or requests information from CEO. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Individual trustee requested  
to attend a meeting 

Trustee brings request 
to the whole board* 

Board approves  
request or selects  

another trustee 
 to attend 

Board  
denies  
request 

Meeting Request 

Trustee attends the  
meeting and reports  

back to the board 

CEO informs the  
group of the  

board’s decision 

CEO informs the  
group of the  

board’s decision 

If information already  
exists in current reports the  

trustee is provided the  
information and 

 Board Chair is informed 

If information requires  
additional work the 
trustee must make  

request to the whole board 

Board authorizes  
CEO to produce and 
provide information 

Board denies  
request 

Information is provided to  
the individual trustee and 

 to the whole board 

Individual Trustee 
Requests Information 

*Board Chair and Vice Chair may make decision if time is a factor 
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Park West School Division 
Learners Today, Leaders Tomorrow 

Public Concerns and Complaints 
 
Constructive criticism of the schools is welcomed by the Board whenever it is motivated 
by a sincere desire to improve the quality of the educational program or to equip the 
schools to do their tasks more effectively. Therefore, any person or group having an 
interest in the operation of the school division shall have the right to present a request, 
suggestion, comment, complaint, or concern relating to personnel, the programs, or the 
operations of the school division. This shall be done without fear of any reprisals from 
school division personnel. At the same time, the Board has a duty to protect its staff 
from unfair harassment and frivolous complaints. It is the intent of this policy to provide 
the means for hearing public complaints and concerns in a fair and impartial manner 
and to seek a just and equitable remedy. 
 
It shall be understood that complaints regarding personnel shall be investigated by the 
administration before consideration or action by the Board. All complaints shall be 
handled in confidence. 
 
Protocol for Handling Concerns 
The Park West School Division Board of Trustees is interested in sharing information on 
protocol regarding school concerns.  The following procedure should be followed to 
address issues of concern.  The protocol may start at the second or third step 
depending on who is involved.  Please use the following form as a reference sheet. 
 
Teacher 
Attempt to resolve concerns with the classroom teacher.  The best way to solve a 
problem is to get as close to it as you can.  Learn to see all sides of the issue.  This step 
is successful in alleviating concerns for most issues. 
 
Principal 
In the unlikely event that dealing directly with the classroom teacher still leaves you with 
concerns, discuss them with the principal.  A meeting with the teacher and principal may 
be necessary. 
 
Superintendent/CEO 
If, after seeking understanding and resolution from both the teacher and principal, you 
still have concerns, advise the Superintendent/CEO in writing.  Please complete the 
following form as the format for your written request for intervention by the 
Superintendent/CEO.  The Superintendent/CEO will respond to your written concerns 
and attempt to resolve the problematic issue. 
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Park West School Division 
Learners Today, Leaders Tomorrow 

Board 
If the intervention by the Superintendent/CEO is not satisfactory, you have a right to 
request a hearing by The Park West School Division Board of Trustees at a regular 
Board meeting.  Please review the below guidelines from the Procedural By-law which 
outlines how to be heard as a delegation. 
 
 The Board shall hold its Regular meetings openly, and no person shall be 

excluded or removed from any meeting except for improper conduct. (1)  
 
 Any resident elector of the Division shall have the right to be placed on the 

agenda of a regular board meeting to be heard under "Delegations."  Seven days 
prior to the meeting, they shall provide to the CEO a written brief or petition for 
inclusion in the agenda package and shall identify a spokesperson whom the 
Chairperson can address and to whom correspondence can be forwarded.  The 
delegation will present a written list of any questions they want answered.   

 
 The delegation will be heard in Regular session unless the Board determines that 

it needs to be held In-Camera. 
 
 The Board may hear delegations at its discretion. 

 
 The Board and Administration will not enter into debate on any issues in the 

presentation.  The delegation will be heard for information purposes only.  The 
Board will only ask questions for clarification.  In the event a decision of the 
Board is required, the matter shall be postponed to the next regular meeting for 
action.  All delegations shall be advised of acceptable procedures prior to their 
appearance at the Board meeting.  If a decision is required prior to the next 
regularly scheduled meeting, the Board may suspend the rules and consider the 
delegations request at the same meeting, the matter then being referred ("New or 
Unfinished Business") for decision-making. 

 
 The Chairperson may, at some point in the Agenda of a Special Board Meeting, 

permit visitors to the meeting to ask questions or speak to a matter on the 
agenda of which they are familiar for clarification purposes. 

 
References: 

              (1) P.S.A. Section 30 (3) 
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Learners Today, Leaders Tomorrow 

 
STATEMENT OF CONCERNS TO THE PARK WEST SCHOOL DIVISION 
 
PLEASE DESCRIBE YOUR SPECIFIC CONCERN: 
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________ 
 
STEP 1 - MEETING WITH THE TEACHER 
Teacher’s Name:_________________________  
 
Date: _____________________________  
 
Discussed:___________________________ 
 
Describe the result of your meeting with the teacher: 
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________ 
 
STEP 2 - MEETING WITH THE PRINCIPAL 
Principal’s Name:________________________  
 
Date: _____________________________  
 
Discussed:___________________________ 
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Learners Today, Leaders Tomorrow 

Describe the result of your meeting with the principal: 
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________ 
 
STEP 3 - MEETING THE SUPERINTENDENT/CEO 
Superintendent/CEO: ____________________________________________________   
Date concern was submitted in writing:  ______________________________________   
Date of Meeting with Superintendent: ________________________________________ 
Please note: The Superintendent/CEO will only look into concerns which indicate how 
Step 1 and Step 2 have been addressed.  Describe the result of your meeting with the 
Superintendent/CEO: 
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________ 
 
STEP 4 
Date of notification of the Superintendent/CEO that you wish to appear as a delegation 
before The Park West Board of Trustees: ____________________ 
 
 
_________________________ 
Name (Please Print) 
 
_________________________    _____________________ 
Signature       Date 
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Trustee Professional Development 
 
Trustee Professional Development Budget 
The role of the board is to set the broad vision and goals for Park West School Division.  It is 
important that trustees of the board are well aware of current and future trends in education.  
This requires trustees to be well informed in order to ensure that they are setting the 
organization on the correct path for the future.  Individual trustees can keep abreast of current 
and future trends in a variety of ways: attend conferences, read books, attend local professional 
development (PD) events, attend community learning opportunities, join organizations, etc.  The 
board supports individual trustee’s learning by providing a budget for each trustee.  This amount 
will be reviewed each year during the creation of the annual school division budget.   
 
Trustees may claim food, travel, lodging, registration, and time when attending a professional 
development opportunity.  These expenses will be reimbursed from the individual trustee’s 
professional development account.  
 
The cost for the annual Manitoba School Board Associations Conference (MSBA) and regional 
meetings will not come from this individual PD budget.  If the board requests a trustee to attend 
a conference, then those conference costs are covered by the board, not from the individual 
trustee’s accounts. 
 
There may be times that individual trustees are asked to attend a conference because of 
involvement on a provincial or MSBA committee.  In such instances, if the cost is not covered 
by the province or committee, they will be covered by the board.  This assumes that the board 
has approved the trustee’s participation on the committee. 
 
Individual requests can be made to the board for approval of a PD session that exceeds the 
yearly trustee budget.  An individual trustee’s PD funds may not be transferred to any other 
areas of the budget by the trustee. 
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PARK WEST SCHOOL DIVISION 

Trustee Compensation/Expenses 
 
Indemnity 
Trustees are paid an indemnity as compensation for their work on behalf of the board.  The 
indemnity is paid monthly and trustees are not expected to record the regular meeting hours. 
 
Expenses 
In addition to the indemnity, trustees are paid for mileage to and from meetings, conferences, 
and special events.  Trustees are paid an hourly rate (up to a maximum of 8 hours per day – not 
including travel time) to attend conferences, special meetings, and school events.  Trustees 
may not claim travel time to special meetings at Division Office as per 2018-2019 budget 
decision. The hourly rate is set at the Inaugural Meeting and the current rate is listed in the 
Indemnity Bylaw.  It is strongly encouraged for trustees to carpool when it is possible and 
practical.  In order to help in the tracking of the budget, expense claims must be handed in on a 
quarterly basis.  Monthly expense claim filing is strongly encouraged.  Below is a list of eligible 
items that trustees may claim for: 
 
Mileage  
-regular meetings (mileage to be claimed from place of residence to division office) 
-special meetings 
-conferences 
-events directed by the board/CEO (graduations, school events, MSBA) 
 
Trustees may not claim mileage for unofficial visits to schools or for non-board directed school 
events. 
 
Hourly Meeting Rate 
-special meetings away from Division Office 
-meetings and events directed by the board 
-conferences (maximum daily rate) 
 
Trustees may not claim an hourly rate or travel time for regular meetings.  The regular meetings 
are included in the monthly indemnity. 
 
Meals 
Trustees will be reimbursed for meals when attending conferences and meetings.  Receipts 
must accompany the expense claim which shows the purchased meals.  Below is a guideline to 
follow when claiming meal reimbursements: 
 
-Trustees may charge for meals when attending out-of-division meetings where no meals were 
provided 
-if meals are provided at a conference and a trustee chooses not to avail themselves of that 
meal then the trustee may not charge for other meals.   
-if a trustee missed a meal that was provided to attend to board business then they may charge 
for the missed meal. 
 
Regular Meetings 
-mileage to and from 
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PARK WEST SCHOOL DIVISION 

 
Special Meetings 
-mileage to and from  
-meeting time 
-travel time if meeting is away from Division Office 
 
 
Conferences 
-mileage to and from 
-travel time and conference time 
-registration, food, and lodging 
 
Committee Meetings 
-mileage to and from 
- meeting time 
-travel time if meeting is away from Division Office 
-if committee meetings occur before or after board meetings mileage and travel time can only 
be charged once - no meeting time can be charged for regular board meetings 
 
School and Community Events ( at the request of  the Board or CEO) 
-mileage to and from 
-travel time and event time 
 
School and Community Events (non-Board sanctioned) 
-no claims can be submitted for reimbursement 
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PARK WEST SCHOOL DIVISION 

School Catchment Areas 
 
School catchment areas in the Park West School Division are established to assist with 
planning and administration.  Students are expected to attend in their catchment area or 
designated school.  (Please see the maps on our divisional website at www.pwsd.ca in the Bus 
Information tab.)   
 
The Board will review the process for establishing the school catchment areas with the 
Transportation Supervisor after every Trustee election.  This will give new Trustees an 
understanding of the reasoning behind the catchment areas. 
 
Please refer to AP 115: School Catchment Guidelines for more information on catchment areas 
and school of choice guidelines. 
 

http://www.pwsd.ca/


PARK WEST SCHOOL DIVISION 
 

TRUSTEES – TAXABLE MEETINGS 
 

Month of                       20        . 
 

               Office Use 
Date Location Type of Meeting Travel 

 
Hrs of Meeting Total Wage 

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

 
I hereby certify that the foregoing is a true and correct statement of my meetings attended on Division business. 
 
 
____________________________                                                                                                 
  PRINT Name                                                                                                                             Signature      
 
          

 
PAYROLL INFORMATION 
 
 
Employee #         Date Completed    
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Mileage  
-regular meetings 
-special meetings 
-conferences 
-events directed by the board/CEO (graduations, school events, MSBA) 
 
Trustees may not claim mileage for unofficial visits to schools or for non-board directed school 
events. 
 
Hourly Meeting Rate 
-travel time to and from regular and special meetings 
-meetings and events directed by the board 
-conferences (maximum daily rate not including travel time) 
 
 
Trustees may not claim an hourly rate for regular meetings.  The regular meetings are included in the 
monthly indemnity. 
 
Meals 
Trustees will be reimbursed for meals when attending conferences and meetings.  Receipts must 
accompany the expense claim which shows the purchased meals.  Below is a guideline to follow 
when claiming meal reimbursements: 
 
-Trustees may charge for meals when attending meetings where no meals were provided 
-if meals are provided at a conference and a trustee chooses not to avail themselves of that meal 
then the trustee may not charge for other meals.   
-if a trustee missed a meal that was provided to attend to board business then they may charge for 
the missed meal
 
Regular Meetings 
-mileage to and from 
-travel time to and from (only) 
 
Special Meetings 
-mileage to and from 
-travel time and meeting time 
 
Conferences 
-mileage to and from 
-travel time and conference time 
-registration, food, and lodging 
 
 
 
 

Committee Meetings 
-mileage to and from 
-travel time and meeting time 
-if committee meetings occur before or after 
board meetings mileage and travel time can 
only be charged once - no meeting time can be 
charged for regular board meetings 
 
School and Community Events  
(directed by the Board/CEO) 
-mileage to and from 
-travel time and event time 
 
School and Community Events  
(non-Board sanctioned) 
-no claims can be submitted for reimbursement 

 



Month of: School:
Home Address:

Date To Reason One Way KMs
FALSE - 
FALSE - 
FALSE - 
FALSE - 
FALSE - 
FALSE - 
FALSE - 
FALSE - 
FALSE - 
FALSE - 
FALSE - 
FALSE - 

Date To Reason One Way KMs
FALSE - 

- 
FALSE - 
FALSE - 
FALSE - 

- 
0.38$           
-$             

Date Amount

-$             
-$             

Breakfast 10.00$     
Lunch 15.00$     
Dinner 20.00$     

Sec-Treasurer authorizing payment August 2017

Locations Not in Mileage Table

JMonthly Expense Voucher
Park West School Division

From

Employee Name:

From

Total Kilometres:
$ per Kilometre:

Total mileage claim:

Mileage Claim

Other Expenses (meals, etc)
Type of Expense

Supervisor Signature

Employee Signature

Meal Allowances (with receipts)I hereby certify that the foregoing is a true and correct 
statement of my expenses and mileage accrued on 
divisional business.

Total Other Expenses:
TOTAL VOUCHER CLAIM:



CITY

Bi
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ck

er

Ha
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ta
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in
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ta

M
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ne
do

sa

M
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ar
ch

N
ee
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Ro
bl
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Ro
ss
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Ru
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l

Sh
oa

l L
ak

e

St
ra

th
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ai
r

Sw
an

 R
iv

er

W
ay

w
ay

W
in

ni
pe

g

Birtle 66 287 396 72 131 150 63 192 27 249 208 106 104 68 101 454 124 613

Binscarth 66 333 329 141 177 82 131 237 54 295 141 110 35 120 147 387 102 663

Brandon 287 333 332 217 166 414 226 102 296 152 470 291 367 217 186 670 302 428

Dauphin 396 329 332 362 357 262 407 238 370 282 188 301 295 300 269 342 320 656

Decker 72 141 217 362 44 222 66 143 100 200 281 94 177 62 94 527 154 550

Hamiota 131 177 166 357 44 258 73 146 142 196 317 131 211 57 89 563 150 565

Inglis 150 82 414 262 222 258 213 319 124 376 74 126 46 201 229 320 120 742

Miniota 63 131 226 407 66 73 213 199 90 249 271 169 167 129 162 518 186 618

Minnedosa 192 237 102 238 143 146 319 199 202 60 378 192 272 122 91 578 210 432

Monarch 27 54 296 370 100 142 124 90 202 260 182 90 78 85 122 424 107 634

Neepawa 249 295 152 282 200 196 376 249 60 260 434 249 331 179 148 624 268 374

Roblin 208 141 470 188 281 317 74 271 378 182 434 185 106 260 290 242 176 808

Rossburn 106 110 291 301 94 131 126 169 192 90 249 185 78 74 104 431 18 617

Russell 104 35 367 295 177 211 46 167 272 78 331 106 78 154 182 353 72 695

Shoal Lake 68 120 217 300 62 57 201 129 122 85 179 260 74 154 32 506 92 548

Strathclair 101 147 186 269 94 89 229 162 91 122 148 290 104 182 32 536 120 516

Swan River 454 387 670 342 527 563 320 518 578 424 624 242 431 353 506 536 420 996

Wayway 124 102 302 320 154 150 120 186 210 107 268 176 18 72 92 120 420 636

Winnipeg 613 663 428 656 550 565 742 618 432 634 374 808 617 695 548 516 996 636

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19
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