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YORK CATHOLIC DISTRICT SCHOOL BOARD 
 

 

 

POLICY TITLE COMMUNICATION PROTOCOL: TRUSTEE/ADMINISTRATION 
 
SECTION A 
 
 
1. PURPOSE 

 
The York Catholic District School Board is committed to its vision of a Catholic Learning 
Community of collaborative partners.  An integral component of collaboration is a protocol of 
effective interaction characterized by open, timely and appropriate communication among 
trustees, senior administration and school administrators about important matters or issues 
relating to or impacting on staff, schools and the community.  The purpose of the 
communication protocol is to provide direction to trustees and administration for maintaining 
effective interaction in order to avoid confusion, miscommunication or lack of awareness, 
and to provide guidance for responding to issues and complaints in a consistent, fair and 
reasonable manner. 

 
 

2. POLICY STATEMENT 
 

It is the policy of the York Catholic District School Board that an efficient communication 
protocol be implemented and maintained among trustees, senior administrators and school 
administrators to ensure mutual awareness on important matters. 
 
 

3. RESPONSIBILITIES 
 

3.1 Director of Education or designate: 
To establish administrative measures necessary for compliance with this policy. 

 
To advise the chairperson/vice chairperson of the Board on matters requiring the 
attention, understanding and sensitivity of the Board. 
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3.2 Superintendents of Education: 
 
  To maintain ongoing communication with trustees; 
  

To notify the local trustee of: 
a) an unresolved school issue e. g. a parental concern; 
b) Catholic School Council concerns; 
c) school related incidents including: 

 Injuries requiring medical services 

 safety Issues, i.e. bomb threats, health issues, evacuations; 

 bereavements of staff, students or parents; 

 safe school concerns, e.g. bullying, violent acts, police involvement; 
d) community concerns, e.g. busing, boundaries; 
e) suspensions over 5 days (elementary); 
f) a letter addressing any incident/concern being sent home. 

 
3.3 School Administrators: 
 

To maintain ongoing communication with their superintendent and school trustee 
on matters that impact the school and the community; 
 
To inform the superintendent of schools in a timely manner on issues (as noted 
above); 
 
To provide school trustee with copies (preferably electronically) of newsletters, 
Catholic School Council minutes, community letters etc. on an ongoing and 
timely basis; and 
 
To inform and invite the local trustee to all events at the school which are open to 
parents/community. 

 
3.4 Trustees: 
  

To seek information from the Director of Education or designate or school 
superintendent on matters related to a school or school community. 
 
To communicate with superintendents on a regular basis including the resolution 
of complaints. 
 
To respond to invitations from a school to special events. 

 
4. CROSS REFERENCES 
 

YCDSB Policy #108 - Investigation of Complaints against Senior Administration or Trustees 
YCDSB Policy #415 - Disposition of Complaints about Staff  
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POLICY TITLE COMMUNICATION PROTOCOL: TRUSTEE/ADMINISTRATION 
 
SECTION B 
 
GUIDELINES  
 
The following guidelines will assist Trustees in their efforts to have issues addressed and 
resolved by the most appropriate individual. 
 
Parental Concern - Academic 
  

a.   Suggest the parent contact the teacher of the student; 
b. If the issue is not resolved after discussion with the teacher, the trustee will, direct the 

parent to contact the principal.  If the issue is still not resolved, the trustee will facilitate 
contact with the school superintendent for the parent, who will be responsible for 
resolving the issue and reporting back to the trustee. 

 
Parental Concern - Non-Academic 
 

a. Suggest that the parent contact the principal to discuss and resolve the issue; 
b. If the issue is not resolved or dealt with satisfactorily at the school level, the trustee will 

bring the matter to the attention of the appropriate superintendent who will oversee the 
resolution of the issue. 

 
Note: At any time the trustee may refer to the Director of Education for advice. 
 
When a concern is received about a policy or procedure, trustees are requested to refer the 
concern to the Executive Committee of the Board. 
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