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	AP-B-401.1 Being Heard

	
	Administrative Procedures

	
	Revised Oct. 3, 2011




BACKGROUND & RATIONALE 
This document, “Being Heard”, is meant to reflect the ways in which individuals will work together within FFCA. 

PROCEDURES
1.  When making suggestions or raising concerns:
a. Focus on achieving a positive outcome.  (We are all in this together!)  Remember that resolving issues does not imply “getting your own way”.

b. Assume that everyone is acting out of good will and doing their best.

c. If you are displeased by someone’s performance, speak directly to the person. If you are unsatisfied with the person’s response, you might wish to address your concerns to the person’s supervisor.

d. Be specific; describe the problem and identify your underlying concern.

e. Be practical; make suggestions; seek resolution.  

2.  Who to talk with:
The table below indicates the person to whom you should initially address your issue. (If you are not satisfied with the response you receive, you may contact the next person listed.)
	AREA
	PERSON(S) TO WHOM YOU SHOULD SPEAK or WRITE

	 TEACHER ISSUES

concerns or questions regarding your child

general questions and concerns about curriculum, homework, rules and regulations, discipline in the classroom etc.

problems with another student in the class;

problems on the playground concerning your child

field trips and activities

a concern about a teacher’s performance

	1.  TEACHER

2.  PRINCIPAL EDUCATOR




	 PRINCIPAL EDUCATOR ISSUES

general discipline problems within the school

general educational / curricular concerns within the school

general questions and concerns about the functioning of the school as a whole

a concern about the principal’s performance

	1.  PRINCIPAL EDUCATOR 
2.  SUPERINTENDENT



	
 ADMINISTRATIVE ASSISTANT ISSUES
the school building, playground and facilities

community use of facilities

collection of school fees

school equipment and supplies

	
1.  ADMINISTRATIVE ASSISTANT

2.  PRINCIPAL EDUCATOR 

	 BUSSING ISSUES
 student discipline
	PRINCIPAL EDUCATOR or 
ASSOCIATE PRINCIPAL



	 BUSSING ISSUES
routes and schedules

driver behaviour

	1.  DIRECTOR OF TRANSPORTATION

2.  SECRETARY-TREASURER 

	 SUPERINTENDENT ISSUES

general performance of the Superintendent
	1.  SUPERINTENDENT

2.  BOARD CHAIRPERSON


	 SCHOOL COUNCIL ISSUES

specific school council conduct and responsibilities: fundraising, homeroom parents, volunteer coordination, community services

input on general school-wide issues

	1.  SCHOOL COUNCIL CHAIRPERSON 

2.  PRINCIPAL EDUCATOR



	 BOARD ISSUES

compliance with by-laws, policies and Charter documents

board governance and strategic direction

confidential concerns that cannot be raised any other way

	
BOARD CHAIRPERSON AND SUPERINTENDENT


IF YOUR ISSUE OR CONCERN DOES NOT FALL INTO ANY OF THE CATEGORIES IN THE TABLE ABOVE, OR IF YOU ARE UNCERTAIN ABOUT WHOM TO CONTACT, PLEASE DIRECT YOUR ENQUIRY TO:  MEREDITH POOLE, EXECUTIVE ASSISTANT (520-3206, ext. 154).

3. Names and Numbers - Administrative Teams: 

FFCA High School (403-243-3316)

Principal Educator


 
Kurtis Leinweber (ext. 226)

Associate Principal



Preston Lowther (ext. 222)

Administrative Assistant


Lynn Masikewich (ext. 223)

South Middle School (403-259-3175)

Principal Educator



John Picard (ext. 222)

Associate Principal



Susan Boyd (ext. 223)

Administrative Assistant


Trish Mazzei (ext. 224)
North Middle School (403-253-9257)
Principal Educator



Lorne McDonald (ext. 102)

Associate Principal



John Deines (ext. 103)

Administrative Assistant


Kim Burroughs (ext. 101)
Southeast Elementary (403-258-2728)

Co-Principal Educators



Karen Wesley/Judy Gray (ext. 222)

Associate Principal 


  
Amy Donovan (ext. 225)

Administrative Assistant


Sally Clancy (ext. 248)

Southwest Elementary (403-259-3527)

Principal Educator



Justin Kool (ext. 104)

Associate Principal 



Joan Burke (ext. 103)

Administrative Assistant


Irene Montgomery (ext. 101)

Northeast Elementary (403-520-5456)

Principal Educator



Midge Levson (ext.125)

Associate Principal



Krista Lee (ext. 127)
Administrative Assistant


Susan Oseen (ext.128)

Northwest Elementary (403-282-5202)


Principal Educator



Denise Budgen (ext. 225)


Associate Principal



Sandra Berner (ext. 231)
Administrative Assistant


Lee Nickel (ext. 223)


Central Office (403-520-3206)
Superintendent




Jay Pritchard (ext. 155)

Secretary-Treasurer



Reta Morgan (ext. 151)

Coordinator of Instruction


Lorie Skaper-Burtch (ext. 152)
Coordinator of School Improvement         
Cathy McCauley (ext. 163)
Executive Assistant



Meredith Poole (ext. 154)

Director of Technology



Jeff Cullen (ext. 156)
Network Analyst 

                     
Will Fast (403-852-2731)
School Software Analyst


George Kunchandy (403-852-1926)
Technology Support Specialist


Chris Crandlemire (403-813-7013)
Curriculum Technology Integrator

Salima Hudani (ext. 190)
Payroll Administrator



Bev Martin (ext. 150)
Human Resources Administrator

Cheryl Stephens (ext. 153)
Director of  Facilities



Ken Dewald (ext. 157)
Accounting Assistant



Dawn Riplinger (ext. 159)

Director of Transportation
  

Susan Goldsmith (ext. 158)
Student Services Assistant


Wanda Olson (ext. 160)

Board Chairperson

Bill McGregor (℅ 403-520-3206, ext. 154)                          
School Council Chairs

  

FFCA High School – Jason Cenaiko
(Contact information may 



South Middle School – Laura Freeman
  be obtained from campus)                                      
North Middle School – Key Dang






Southeast Elementary – Tara Seaborn
                                                                              
Southwest Elementary – Joy Whitbread






Northeast Elementary – Laura Matechuk
                                                                               Northwest Elementary – Pamela Wilson








[image: image1.jpg]