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SECTA Administrative Procedures

ORGANIZATIONAL POLICY

1. Organization Fees

1.1. Membership Fees

a.
b.

EXECUTIVE POLICY

Membership fees will be approved at the Spring General Meeting.
Membership fees will be on members’ annual T4 statements provided by
the school division.
i.  These fees may be claimed for income tax.
ii. Listed on T4 as Union Dues which includes both SECTA and the
Federation (STF) fees.

2. Duties of Officers

2.1. President

a.
b.

Supervise, in general, the activities of the Association.

Has a minimum of 50% release time from teaching to perform duties
related to the Association. This release time is outlined in the local
contract and agreed upon by the Executive.

i.  After elections, the President in consultation with the
Vice-President and LINC Chair will notify the Director of Education
outlining this release time for the upcoming term.

ii. Release time should be used whenever possible, but meetings and
phone calls may occur at other times when needed.

Oversee the operations of all SECTA committees and work of the
Executive.

Call, schedule, and chair Executive meetings and meetings with the
membership. Members may request a meeting as outlined in the
Constitution.

Maintain communication with the Director of Education on a regular
basis.

Maintain communication with the Board Chair of the school division.

i.  The President will attend a fall SECPSD Board meeting and present
information on behalf of the membership.
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ii.  The President will arrange for one meeting of the Board with the
SECTA Executive per year.
iii. Other meetings may be called depending on need.
g. Invite the SECPSD Board, the Director, and Senior Leadership Team to
Teachers’ Convention.
h. Arrange for SECTA and STF gifts for superannuating teachers.
i. Take aleadership role in ongoing communication and liaison with the STF
staff.
j-  Automatically, upon election, be one of the STF Councillors representing
the teachers of the Association.
k. Coordinate the annual induction ceremony for new members to the STF.
I.  Provide, in a timely manner, all necessary information to the STF as
requested.
m. Oversee the development and implementation of a strategic plan in
consultation with the Executive.
n. Be the chief spokesperson making representations on behalf of the
teachers to the Board, the public, the news media, and other
organizations when necessary.

2.2.  Secretary
a. Keep accurate minutes of all meetings.
b. Minutes are shared digitally with the President to be sent to membership.

2.3.  Treasurer

a. In consultation with the President prepare an annual budget to be
presented at the Spring General Meeting for approval by the
membership.

b. Keep an accurate, up-to-date record of receipts and expenditures.

c. Prepare and present a financial report to be reviewed at Executive
meetings.
Prepare a financial report to be presented at the Fall General Meeting.
Act, with the President and the Vice-President, and Executive designate
as signing authority for the Association.

f. Record and store/archive the financial statements of the Association as a
permanent record for a period of seven years.

i.  After a period of seven years, records must be destroyed.
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g. Receive and deposit all monies payable to the Association and ensure
that all authorized payments.
i.  Payments by cheque are authorized by two signatures as
determined by the Executive.
ii. Payments by e-transfer are authorized by two signatories as
determined by the Executive.
h. Prepare an official expense form to be used by the Association to
maintain financial records.
i. Beresponsible for reimbursement for expense forms.
j.  Make available all information required by auditors/reviewers for
auditing/reviewing at the end of each fiscal year.
k. As per the LINC Agreement, contact the Human Resources department to
confirm authorization for automatic withdrawals of Association fees.

2.4. Members at Large
a. Attend all regular called meetings.
b. Assume duties as determined by the Executive.
c. Be a member of at least one Executive committee.

3.  Code of Conduct
3.1. Purpose

a. This policy sets forth the principles of conduct for members of the
Executive. It includes principles of good governance related to the
effective management of reports or disclosures of breaches of the
principles of conduct, breaches of trust and conflicts of interest, in order
to protect the legitimacy, integrity, trust and credibility of the Association
and its elected and appointed leaders in the performance of their duties
of office.

3.2. Definitions

a. Duty of Due Diligence - means to be informed, come prepared and
participate in discussions and decision-making.

b. Duty of Care - means to exercise the care, diligence and skill that a
reasonably prudent person would exercise in comparable circumstances.

c. Duty of Loyalty - means to act honestly and in good faith and in the best
interests of the members of the Association.
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d. Conflict of Interest - means a situation in which an individual has an
actual or perceived conflict between their duties of office as a member of
the Executive or committee and their duty to another organization,
executive, board or committee of which they are an officer or a member.
It can also be a situation when an individual Executive member or
committee member could benefit or be perceived to benefit, directly or
indirectly, from access to information or from a decision over which they
might have influence. This excludes decisions or situations that may
benefit all members of the Association.

e. Breach of Conduct - means an act, which need not be intentional or with
malice, that is in violation of the principles of conduct included in this
policy.

f.  Breach of Trust - means an act, which need not be intentional or with
malice, that is in violation of the duties of a trustee or of the terms of a
trust.

3.3.  Principles

a. Association members expect a high standard of ethical, moral and legal
conduct from Executive members and committee members including the
duty to act with due diligence, loyalty and care.

b. Executive members are trustees who act as stewards and representatives
of the Association, its members and the teaching profession in
Saskatchewan.

c. Indischarging the duties and exercising the powers of office or
appointment, an Executive member or committee member shall:

i.  Act honestly and in good faith.

ii. Exercise a degree of care, skill and diligence that a person of
ordinary prudence would exercise, having regard to their skill,
experience and qualifications.

iii.  Employ any particular level of knowledge or skill they possess or
ought to possess, because of their profession and business, to all
relevant circumstances in the governance of the Association.
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Put the interests of the Association and its members ahead of
their own or that of any other office they may hold or organization
of which they may be a member.

Represent and act in the best interests of the entire membership
of the Association.

d. Executive members or committee members will support, nurture and

model leadership that embodies social justice, inclusion and equity,

respectful relationships, and professional responsibility and stewardship

by:

Vi.

Vii.

viii.

X.

Attaining a keen sense of mutual obligation to those they serve
and with whom they serve.

Sharing leadership and responsibility for decision-making.

Maintaining confidentiality of privileged information necessary to
carry out their duties of office and avoiding any actual or
perceived conflicts of interest.

Avoiding any undue influence from any individual or group within
or outside the Association.

Ensuring that they are prepared for discussions and
decision-making and listening actively and respectfully.

Welcoming and cultivating different expertise, points of view and
constructive criticisms.

Participating in generative thinking and in the spirit of inquiry by
probing, testing and debating propositions.

Seeking to clarify, understand and respect the distinct roles and
responsibilities of the Association and committees.

Taking responsibility to bring issues to the attention of others
through appropriate avenues.

Self-managing and self-regulating.

e. The Executive and committees will create an environment of integrity,

transparency, openness, accountability, productivity, independence,

respect and trust by:
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i.  Assuming responsibility for and exercising whatever measures are

deemed appropriate to ensure excellence in governing.

ii.  Managing the conduct and conflicts of interest of individual

members appropriately.

iii.  Monitoring and evaluating the collective and individual

participation in and effectiveness of the work of the Executive or

committee.

iv.  Deliberating with many voices but governing with one voice.

v.  Practicing thoughtful and accountable decision-making by
ensuring:

All issues have been defined and framed appropriately.
All relevant facts have been sought and identified.

Collective understanding and insight have been integrated
into the process.

Focus on identified priorities.

Collective rather than individual decisions.

vi.  Practicing peer regulation and peer management.

f. In addressing a potential breach of the principles of conduct, breach of
trust or conflicts of interest the Executive will ensure fairness and due

process for those involved.

g. Removal from office will be considered on a case-by-case basis where
other methods to address inappropriate behaviours have failed or are

unavailable.

h. Non-elected committee members may be removed from office by a

decision of the Executive.
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OPERATIONAL POLICY

4, Committees

4.1. Purpose
a. This policy sets forth the purpose and responsibilities of Executive
committees. Each committee contributes to the operation of the
Association.
b. Committees shall provide reports during Executive, Fall, and Spring
general meetings.

4.2. Communications Committee
a. Communications Chair
i.  The President will chair the committee.
ii.  Responsible for collecting all personal emails of members.
iii.  Create email distribution lists for Executive, Councillors, Principals
and Vice Principals, SSRs, SSLs, all teaching staff, and SECTA
Alumni.

» At the beginning of the school year, members will
authorize the use of their personal email for SECTA
communications through their school’s SSL.

iv.  Responsible for sending SECTA Cards.

* SECTA Cards will be sent to members for congratulatory,
get well, or sympathy events.

V. Responsible for creating and sending the monthly SECTA Says
bulletin.

* The bulletin will be distributed to all SSRs to share with
their staff members.

* The bulletin will be distributed to SECTA Alumni.

* The bulletin will be distributed to SECTA’s STF Senior
Administrative Staff.

b. Social Media Chair
i.  This position will be appointed.
ii.  Responsible for sharing information through SECTA social media
regarding events and the goals of the Association.
c. Website Manager
i.  This position will be appointed.
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ii.  Responsible for maintaining and updating the SECTA website
regularly. www.cornerstoneteachers.ca

d. All committee members will:
i.  Encourage communication between schools.
ii.  Promote recognition of SECTA, its members, and its organization.
iii. Promote recognition of the STF, its members, and its organization.
iv.  Collaborate with the school division communications coordinator
or designate.
v.  Encourage collaboration with superannuated teachers.
vi.  Follow LAFOIP guidelines and STF code of professional ethics.

4.3.  Constitution & Administrative Procedures Committee
a. Will annually review the SECTA Constitution and Administrative
Procedures.

i.  Constitutional changes need to be reviewed by the STF and then
taken to the SECTA membership to be voted on during a general
meeting.

ii.  APscan be updated and approved at any time by the Executive.

= Executive will review APs at the Fall Strategic Planning
meeting.

4.4, Convention Committee
a. SECTA will host an annual teachers’ convention for all members of the
Association.
b. SECTA Executive will recruit members for the Convention committee by
the Spring General Meeting.
The chair (or co-chair) will be appointed by the committee.
The committee will not exceed ten members.
The committee will decide on the basic format for Convention day.

o o 0

The committee will follow the guidelines for Convention planning.

4.5. Nominations & Elections Committee

a. The chair will be appointed by the Executive.
The committee will consist of three members of the Executive.
Recruit candidates to fill the slate of positions open for election.
Present the slate of recruited candidates.

® oo o

Accept nominations from the floor for any open positions.
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f. Oversee and facilitate the election.
g. Ensure the election process is transparent and follows all policies and
established procedures.
i.  Access to digital elections and results must be shared amongst
three members of the Executive who are not running for office.

4.6. Resolutions Committee
a. Receive resolutions from members of the Association.
b. Outline the procedure for submission of resolutions.
c. Provide information regarding the deadline for the submission of
resolutions.
i.  This deadline should occur before the January SECTA Executive
meeting.
ii.  Resolutions that are supported by the Association are due to the
STF the first Friday in February.
Prepare resolutions to be submitted by the Association.
Prepare a Council report to be shared with members after the STF Annual
Meeting of Council.

4.7.  Scholarship Committee

a. The chair will be appointed by the Executive.

b. Recruit Association committee members.

c. Will update the Intern Scholarship application by the end of the current
school year.
Will update the SECTA School Award digital application.
The committee will approve the amount for the SECTA Intern Scholarship.
The committee will approve the amount for the SECTA School Award.
Prepare a Scholarship report for the Spring General Meeting.
Liaise with the communications committee for scholarship

S@ ~ o0 o

announcements.
Announce SECTA School Award winners at the annual Teachers’

Convention.

4.8. Social Committee
a. The social committee will organize and promote social activities for
members.
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4.9.  Superannuation Committee
a. The committee will promote the annual recognition of Association
superannuates.
b. The committee will follow the guidelines for Superannuation Celebration
planning.

4.10.  Truth & Reconciliation Committee
a. The committee will recognize and promote the Calls to Action.

5. Remuneration and Expenses

5.1.  SECTA Executive Honouraria
a. The amount of the honouraria shall be approved at the Fall Planning
Retreat and presented at the Spring General Meeting as part of the
budget.
b. Executive members must attend 2/3’s of meetings called to receive
honouraria.
i.  The President and Treasurer will record attendance for the year on
a shared spreadsheet.
ii.  All Executive positions not-defired-otherwise receive $300
annually.
iii.  Additional honouraria will be distributed as follows:
= Councillors will receive $150 for Councillor’s Conference
and $200 for Annual Meeting of Council.
* If there is a substitute councillor, they will receive
this honoraria.
= President will receive $1000 annually.
= Vice President will receive $500 annually.
= Treasurer will receive $1000 annually.
= LINC Chair will receive $400 annually.
* During a bargaining year, LINC Chair will receive
$500.
= During a bargaining year, LINC members will receive
$300.
= Social Media Chair will receive $300 annually.
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5.2.  Superannuated Teacher Gifts
a. Superannuated Teachers will receive a card and $100 gift card from
SECTA.
b. The gift may be presented at the SECTA Superannuation Celebration.
c. The President will contact the division for the list of superannuates in
April. There may be additional members after the SECPSD May 31
deadline.

5.3. Mileage and Expenses

a. SECTA expense forms will align with the STF mileage rate from your home
school.

b. Executive members are paid mileage to all in-person meetings called by
the President.

i.  This does not include Convention.

c. SECTA may also reimburse Executive members for meals, office supplies,
and other items while working for the Executive.

d. Members (not on the Executive) may be paid mileage for specifically
requested meetings (i.e. SSR meetings), at the discretion of the Executive.

e. Mileage will only be paid to the geographical borders of our school
division, unless otherwise approved by the Executive.

5.4. Teachers’ Convention
a. The budget for Convention is set by the Executive and approved by
members at a General Meeting.
b. Convention honouraria will be distributed as follows:
i. Committee members will receive $300.
ii. Convention chair will receive an additional $600.
* [f the position is co-chaired, this will be shared evenly.
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