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ADMINISTRATIVE PROCEDURE 410 
 

ADDRESSING STAFF CONCERNS AND COMMUNICATION 
 
BACKGROUND 

The District believes that concerns and complaints should be dealt with in a manner that reflects mutual 
respect, in a confidential setting, and at the point closest to where the concern first arises.  
 
All school and District staff should be protected from unnecessary, inappropriate, or malicious criticism. 
In the process of resolving a concern or complaint, hearsay and rumour will be discounted in favour of 
considering facts directly related to the matter.  
 
The key principles for raising and addressing concerns or complaints include that: 

• They are addressed with the individual, wherever possible. 
• They are made, and dealt with, in a courteous and constructive manner.  
• Personnel against whom concerns or complaints are made have an opportunity to respond.  
• They are handled in a timely, objective, and fair manner.  
• Persons who have brought forward concerns or complaints will be kept informed of the status 

of their inquiry in a timely manner.  
 
PROCEDURES FOR ADDRESSING CONCERNS OR COMPLAINTS 

1. Persons receiving or hearing concerns or complaints, other than bullying and harassment, 
should encourage the complainant to follow the processes outlined in this procedure. 
 

2. Complaints that relate solely to an employee's assigned duties, responsibilities, or expectations 
as outlined in their job description, and where there is no allegation of misconduct, breach of 
policy, or failure to perform those duties, will not be considered under this Administrative 
Procedure. 
 

3. Anonymous concerns and complaints may be raised; however, they are limited in how they can 
be addressed, as follow-up clarification is often not possible. 

 
4. Anyone reporting a concern or complaint should do so in good faith without fear of retaliation 

or reprisal.  

4.1. Vexacious reports may result in discipline. 
 
5. Every effort should be made to resolve the matter at the earliest possible stage.  

5.1. When the concern involves a CUPE staff member, the following would apply: 

5.1.1. CUPE Protocol. 

5.1.2. NOSTA-CUPE Protocol. 
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5.2. When the concern involves a NOSTA staff member, the following would apply: 

5.2.1. BCTF Code of Ethics 

5.2.2. NOSTA-CUPE Protocol 

5.3. When the concern involves a Principal or Vice Principal, the following would apply: 

5.3.1. Schedule a meeting to speak directly with the Principal or Vice Principal, who 
may wish to be accompanied by a member of the Senior Leadership Team.  

5.3.2. NOSTA members may share recommendations or matters of concern with their 
Staff Representative or Staff Committee. 

5.3.3. CUPE members may share their matters of concern with their Shop Steward or 
Unit Chair.  

5.3.4. If a resolution is not achieved, the matter may be referred to Union 
Representative or Senior Leadership, as appropriate.  

5.4. To address a concern or complaint involving Exempt staff and Senior Leadership: 

5.4.1. With the support of Union Leadership, arrange a meeting with the person 
involved, who may choose to be accompanied by District representation.  

5.4.2. If a resolution is not achieved, the matter may be referred to Human Resources.  

5.4.3. To address a concern or complain involving the Assistant Superintendent of 
Human Resources: 

5.4.3.1. Arrange a meeting with the Assistant Superintendent of Human 
Resources.  

5.4.3.2. If the matter is not resolved, arrange a meeting with the 
Superintendent or Secretary-Treasurer. 

5.4.4. To address a concern or complaint involving the Secretary-Treasurer: 

5.4.4.1. Arrange a meeting with the Secretary-Treasurer. 

5.4.4.2. If the matter is not resolved, arrange a meeting with the 
Superintendent.  

5.4.5. To address a concern or complaint involving the Superintendent: 

5.4.5.1. Arrange a meeting with the Superintendent. 

5.4.5.2. If the matter is not resolved, arrange a meeting with the Secretary-
Treasurer.  

5.5. When a complaint is made regarding the conduct of a Trustee or Trustees, the Board 
delegates authority to the Chair to conduct an initial assessment and attempt an 
informal resolution between the complainant and the trustee(s) who are subject of the 
complaint. Refer to Board Policy 133 Trustee Code of Conduct.  
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6. Process for Communication with Trustees 

6.1. Any written correspondence shall include all trustees and the Superintendent. 

6.2. Correspondence with trustees shall be limited to governance responsibilities such as 
budget development, policy, and/or strategic planning. 
 

7. Process for Communication with the Quelmúcw Education Council 

7.1. Any written correspondence shall be directed to the Secretariat of the Quelmúcw 
Education Council to be shared with all members at the next meeting.  

7.2. Correspondence with the Quelmúcw Education Council shall be limited to Indigenous 
Education in the District, Indigenous Education budgets, and as a conduit for 
consultation with local Indigenous Bands.  

 
8. Respectful Communication 

8.1. District employees are free to comment but must exercise caution to ensure that they 
do not jeopardize the public’s confidence in the District or damage the District’s 
reputation.   

8.2. Care is to be taken in making comments or entering into public debate regarding District 
policies, administrative procedures, concerns, or complaints.  

8.3. Employees shall not use written communication, verbal communication, or social media 
to express personal concerns about the District, colleagues, or students. Written or 
verbal communication may be used when raising such concerns through the processes 
outlined in this Administrative Procedure.  

8.4. District employees have a duty of loyalty to the District as their employer. The duty of 
loyalty requires employees to serve the District to the best of their ability. Employee 
conduct must instill confidence and trust and must not bring the District into disrepute.  
 

9. Confidentiality 

9.1. Confidential information that employees receive through their employment must not be 
divulged to anyone other than persons who are authorized to receive the information.  

 
10. Non-Compliance 

10.1. Non-compliance to this Administrative Procedure may result in corrective or disciplinary 
action in accordance with applicable collective agreements, District policies, and 
relevant employment standards.  

 
References:  Policy 133 Trustee Code of Conduct; Policy 150 Public Interest Disclosure, Administrative Procedure 400 Public 

Interest Disclosure, NOSTA Collective Agreement; CUPE Collective Agreement; BCTF Code of Ethics; NOSTA-CUPE 
Protocol 
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