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POLICY 9  
 

Board Operations 
 

The Renfrew County District School Board believes that its ability to discharge its 

obligations in an efficient and effective manner is dependent upon the development and 
implementation of a sound organizational design. In order to discharge its responsibilities 
to the electorate of the district, the Board shall hold regular meetings. The Board has 
adopted policies so that the business of the Board can be conducted in an orderly and 
efficient manner. 

 
The Board believes that a fundamental obligation is to preserve, if not enhance, the public 
trust in education generally, and in the affairs of Renfrew County District School Board 
operations in particular. Consistent with its objective to encourage the general public to 
contribute to the educational process, Board meetings will be open to the public. The Board 
believes its affairs should be conducted in public to the greatest extent possible. 

 
The Board believes there are times when the public interest is best served by private 
discussion of specific issues during closed sessions. A meeting of a committee of the Board, 
including a committee of the whole Board, may be closed to the public when certain 
matters, as outlined in the Education Act, Section 207 (2) (a) – (e), are discussed. 

 

A. TYPES OF BOARD MEETINGS  

Inaugural Meetings 

 
Prior to the inaugural meeting of an election year, the Director of Education shall 
convene an informal orientation session of all the trustees elected to serve for the 
ensuing four years. In non-election years, the gathering may be called at the 
discretion of the Chair. The purpose of the session is to provide orientation of 
new trustees and provide for preliminary organization of the committee structure. 

 

Following each municipal election, the Inaugural Board meeting (and in non-
election years, the annual meeting of the Board) shall take place in the board 
room at 4:00 p.m. to be held on the first Tuesday in December.   

 

It is the duty of the Director of Education to preside at the meeting until the Chair shall 

be elected. During an election year, the Director shall call the meeting to order and 

proceed to read the returns of election to the Board as certified by the municipal clerks. 

The Director shall officiate at the swearing of the Declaration and the Oath of 

Allegiance and shall administer these to all persons elected or appointed to the Board. 

 

1. Election of the Chair 

 
(a) The Chair shall be elected to office and can be removed by 

a simple majority vote.  
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(b) Nominations for the position of Chair of the Board shall be made 
orally by any trustee and seconded by another trustee. Each 
trustee may make only one nomination for the office of Chair. 

 
(c) After all nominations are made, each nominee shall state an 

intention to stand for office or to withdraw. 

 
(d) Each nominator or seconder shall be allowed one minute to 

speak on behalf of the nominee. 

 
(e) Each nominee shall be allowed three minutes to outline reasons for 

standing for office. When these remarks are completed, a ten-minute 
recess may be called to allow the trustees to weigh the alternatives. 

 
(f) Voting will then begin by closed ballot. 

 
(g) The Director of Education will name two scrutineers who are not 

trustees of the Board to distribute, collect and count the ballots and to 
report the result to the Director. 

 
(h) The candidate receiving the votes of the majority of the trustees 

present shall be declared elected. 

 
(i) If at the conclusion of any ballot no candidate has secured a majority 

of the votes of the trustees present, the Board shall proceed to another 
ballot from which the name of the candidate who received the 
smallest number of votes on the previous ballot has been dropped. 
This procedure shall continue until a trustee is elected. 

 

(j) In the case of an equality of votes, the drawing of lots will be used 
to determine the successful candidate. The name of each of the tied 
candidates will be placed on a separate ballot. The ballots will be put 
in the ballot box and the Director shall draw one ballot that will 
indicate the successful candidate and shall inform the Board of the 
name of the successful candidate. 

 

(k) The same process will be followed when the first candidate does not 
have a clear majority and the other two candidates are tied. The 
name drawn from the ballot box by the Director shall remain for the 
next ballot. 

 

(l) The newly elected Chair then presides over the meeting and shall 
proceed with the election of the Vice-Chair and other inaugural and 
organizational business. At the discretion of the Chair, a ten (10) 
minute recess shall be called to allow trustees to consider 
committee positions.   
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2. Election of the Vice-Chair 

 
The election of the Vice-Chair shall proceed in the same manner as that of the 
Chair. The Chair may vote with the trustees of the Board for this election. 

 
3. Term of Office 

 
The term of office for both the Chair and the Vice-Chair shall be for one (1) 
year. 

 
The term of office for both the Chair and the Vice-Chair is limited to twenty-

four (24) consecutive months. An exception will be made when a crisis 

situation exists and continuity is desired. The Board may extend the 

incumbent’s term to a maximum of six (6) months, terminating no later than  
June 30 following the end of the twenty-four consecutive month period. The 
total term of office will not exceed thirty (30) consecutive months. 
 

4.       Committees of the Board 
 

      Refer to Policy 10 for Committee structures. 

 

Meetings of the Board 

 

Regular Board meetings will be held at 4:00 p.m. on the last Tuesday of the month, 
preceded by the Committee of the Whole at 2:00 p.m. and Standing Committees will 
meet on the second Tuesday of the month beginning at 1:00 p.m., unless otherwise 
ordered by special motion. Meetings shall adjourn at 6:00 p.m. or earlier, unless a 
majority of trustees present resolve to extend the time. 

 

Regular meetings may be cancelled or rescheduled by Board resolution at a 
preceding regular meeting. In emergency situations, at the discretion of the Chair, in 
consultation with the Vice-Chair and Director, if required, a regular meeting may be 
cancelled or rescheduled to another date. 

 

The meetings of a Board and meetings of a committee of the Board, including a 
Committee of the Whole Board, shall be open to the public. No person shall be 
excluded from a meeting that is open to the public except for improper conduct. The 
Chair may expel or exclude from any meeting any person who has been guilty of 
improper conduct at the meeting. 

 

Board meetings are governed by parliamentary procedure as outlined in Robert’s 
Rules of Order, except when Board policy states otherwise. 
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Special Meetings of the Board 

 

A special meeting of the Board may be called at any time on the initiative of the 
Chair, in consultation with the Director, or in response to a requisition signed by a 
majority of the trustees of the Board. It shall be the duty of the Chair, or in the 
absence of the Chair, the duty of the Vice-Chair, or in the absence of both, the duty of 
the Director, to convene a special meeting. 

 

Closed Meetings 

 

A meeting of a committee of a Board, including a Committee of the Whole Board, as 
set out in the Education Act 207(2) (a) – (e), may be closed to the public when the 
subject matter under consideration involves: 

 

(a) the security of the property of the Board;  
(b) the disclosure of intimate, personal or financial information in respect of a 

member of the Board or committee, an employee or prospective employee of 
the Board or a pupil or his or her parent or guardian;  

(c) the acquisition or disposal of a school site;  
(d) decisions in respect of negotiations with employees of the Board; or 

(e) litigation affecting the Board. 

 

The Vice-Chair shall normally preside at a closed meeting. Decisions may be 
reached in a closed meeting. However, any actions evolving from the decisions must 
be enacted at the regular meeting of the Board. 

 

Where matters of a confidential nature are to be discussed, the following 
procedure will be used: 

 

(a) The motion will be “That this meeting now resolve itself into closed 
session for the purpose of considering…”.  

(b) The rules of the Board shall apply except the rule as to a recorded vote. 

(c) It shall not be necessary to second any motion in a closed meeting.  
(d) Following discussion, trustees rise from the closed session and report to the 

Board on any recommendations agreed upon. A trustee may at any time 
move that the closed session rise to report and the question shall be decided 
without debate.  

(e) If the recommendations are to become a resolution of the Board, there will be 
a motion in open session to adopt the recommendations from the closed 
session.  
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B. CONDUCT OF BOARD MEETINGS  

Agenda 

 
The Board meeting agenda will be prepared by the Director in consultation with the 
Chair and the Vice-Chair. Agenda items for the regular Board meeting will normally 
flow from the committee structure. 

 

A two-thirds (2/3) vote of the trustees present at a meeting will put any question on 
the current agenda. 

 

The Board agenda with supporting materials for all regular meetings should be 
electronically transmitted to the address of each trustee three (3) full days before 
the time of the meeting and forty-eight (48) hours before a meeting in the case of 
special meetings, except for emergencies. A revised agenda for a closed meeting 
will be distributed to Board trustees on the day of the meeting. 

 

Order of Business: The order of business shall generally be as follows: 
 

2:00 pm  Board in Committee of the Whole 

o the closed meeting for matters of a confidential nature; 

o the open session of the committee of the whole meeting for 

other agenda items that are not of a confidential nature. 

4:00 pm   Regular Meeting of the Board 

 

In the absence of the Chair and Vice-Chair, the Director shall call the meeting to 
order at the hour appointed and a temporary Chair shall be chosen. 

 

1) Call to Order: The Chair shall pronounce the Call to Order to begin 
each Board meeting.  

2) Invocation: The Chair or designate shall give the invocation at the start 
of each Board meeting as follows: 

 
May we who are assembled here, have a true understanding of the duties 
that are placed in our hands. We seek to have the wisdom to honour our 
obligations to the good of the residents of Renfrew County, to the parents, 
teachers, electors, and especially the students. May those who teach be ever 
inspired by goodness and may the wisdom and knowledge which they 
impart to our students ever serve as a beacon to lighten their way. As 
trustees and administrators, we will work together with integrity, 
perseverance and respect, to the fulfillment of the trust bestowed upon us. 

 
3) The Chair will ask for any Declarations of Conflict of Interest. 
4) Approval of Agenda and Minutes of the Previous Meeting.  
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5. Business arising from the minutes 

6. Presentations/Delegations/System Initiatives: 

 
(a) Student Presentations:  

Student presentations may be made to the Board at any regular 
meeting. Arrangements shall be made through the Director of 
Education who will have the presentation placed on the agenda. 
These presentations should be held to fifteen (15) minutes. 

 
(b) Delegations:  

A request for a delegation to come to the Board at a regular meeting 
shall be made in writing to the Director of Education. The written 
request shall state the topic to be presented by the delegation. 

 
The Chair shall decide whether or not to permit the delegation to 
be heard and may limit the number of delegates or delegations. The  
Chair shall limit the delegation’s presentation to fifteen (15) minutes 
and shall communicate this to the delegation in advance of the 
meeting. 

 
A copy of the presentation that shall contain the name of 
the spokesperson for the delegation will be forwarded to the  
Director’s Office prior to the Board meeting date. 

 
(c) Board-Initiated Presentations:  

Board-initiated presentations may be approved by the Board as an 
agenda item. The time allocation of twenty (20) minutes shall 
normally be subject to such increase as may be allowed by the Chair 
or the Board. 

 
If a presentation contains a request for funding or direction from the 
Board, it is advisable that the request be referred to the appropriate 
Board committee. 
 

7. Director’s Update  

8. Student Trustee’s Update 

9. Chair’s Update 

10.  OPSBA Update 

11. Recommendations from Standing and Ad Hoc Committees:  

          i) Reports to the Board for Action - System 

          ii) Reports to the Board for Action - Committees 

12. Other Business / Information Items 

13. Correspondence  

14. Adjournment 

 

The Board will follow the order of business set by the agenda unless the order 
is altered or new items are added by agreement of the Board.       

 
Renfrew County District School Board Policy Handbook November 2017 



7 
 

 

Minutes 

 

The Board shall maintain and preserve by means of minutes a record of 
its proceedings and resolutions. 

 

The minutes shall record: 

 

(a) date, time and place of meeting; 

(b) type of meeting (regular, special or committee); 

(c) name of presiding officer; 

(d) name of those trustees and administration in attendance; 

(e) approval of preceding minutes;  
(f) a brief summary of the circumstances which gave rise to the matter being 

debated by the Board;  
(g) all resolutions, including the Board’s disposition of the same, placed 

before the Board, should be entered in full;  
(h) names of persons making the motion;  
(i) points of order and appeals; 

(j) appointments; 

(k) summarized reports of committees; 

(l) recording of the vote on a motion when requested; and 

(m) trustee declaration of conflict of interest. 

 

The minutes shall: 

 

(a) be prepared as directed by the Director; 

(b) be reviewed by the Director prior to submission to the Board;  
(c) be considered an unofficial record of proceedings until such time 

as adopted by a resolution of the Board; and  
(d) upon adoption of the Board, be deemed to be the official and sole record of 

the Board’s business. 

 

The Director shall ensure, upon acceptance by the Board, that appropriate 
signatures are affixed to the concluding page of the minutes. 

 

The Director shall establish and maintain a file of all Board minutes. 

 

All committees of the Board, unless otherwise directed, shall prepare and submit 
minutes or a report to the Board. 

 

Upon adoption by the Board, the minutes shall be open to public scrutiny at the 
Board office. The minutes are available electronically. 

 

Electronic and print copies of minutes, audited financial reports and other public 
records of Renfrew County District School Board will be supplied, on request, as 
required, at a cost to cover the expenses of printing and distribution.  
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A copy of Committee and Board meeting minutes will be posted to the Board 
website. 

 

Motions 
 

1. Notice of Motion 

 
In order to bring a proposal to the Board, a Notice of Motion must be given. It 

must be submitted at a meeting, and may be verbal or written. This is to 

provide the Board with some prior warning of a matter that they are being 

asked to consider. A Notice of Motion will assure the appearance of a topic on 

the next agenda. 

 
2. Making Motions 

 

2.1       Motions should be phrased affirmatively even though the mover and 
seconder may speak and vote against the motion. Lengthy or complex 
motions may be set down in writing beforehand. 

 

2.2       Motions on which there is no debate are those: 

 

2.2.1 to close debate (requires a 2/3 majority); 

2.2.2 to lay on the table; 

2.2.3 to adjourn; 

2.2.4 to recess; 

2.2.5 to close nominations (requires a 2/3 majority); 

2.2.6 to take from the table; 

2.2.7 to count for a quorum. 

 

2.3 A motion may not be reintroduced at the same meeting if it has been: 

 

2.3.1 defeated; 

2.3.2 referred to a committee; 

2.3.3 tabled;  
2.3.4 postponed (unless preceded by a motion to rescind or 

reconsider). 

 

3. Speaking to Motions 

 
3.1    The custom of addressing comments to the Board Chair should  
         be followed by all persons in attendance. 

 
3.2    A Board motion or a recommendation from the Director must be  
         placed before the Board prior to any discussion taking place on an  
         issue. Once a motion is before the Board and until it is passed or  
         defeated, all speakers shall confine their remarks to the motion or to  
         the information pertinent to the motion. 
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3.3      A trustee may speak only when recognized by the Chair. The mover 
of a motion first and every trustee shall have an opportunity to speak 
to the motion before any trustee is allowed to speak a second time. 
Any trustee may speak as many as three times on any motion and for 
as long as three minutes each time. The Chair may allow for 
extended time or to close debate. The mover of the motion is 
permitted to close debate on the motion. 

 

3.4 A trustee may not be interrupted while speaking except: 

 

3.4.1 upon a point of order; or 

3.4.2 to appeal an immediately preceding decision of the Chair; or  
3.4.3 to call for a vote if such had been announced before the 

standing trustee began to speak. 

 

3.5 A trustee may make a motion to adjourn, to put the question, to lay on 

the table, or to postpone consideration to a fixed date without debate. 

 

4. Voting Procedure 

 
Normally, voting shall be through a show of hands. Ballot votes shall be 
used for election to office. At other times ballot votes may occur at the 
discretion of the Chair or on vote of the Board. 

 
A majority vote of trustees* is necessary to permit taking action or to 
appropriate money or to make commitments. A majority shall mean a 
majority of those who voted on a question. A tie vote defeats a motion 
except where the Chair’s ruling is being tested. 

 

After a motion is seconded, a two-thirds (2/3) majority of trustees attending 

the meeting is required: 

 

4.1 to close debate; 

4.2 to put the previous question; 

4.3 to refuse to consider a question; 

4.4 to suspend a rule; 

4.5 to close nominations; 

4.6 to expel a trustee; 

4.7 to approve, amend or rescind a policy of the Board 

                              4.8 to hold a recorded vote by roll call. 
  

*Please refer to Student Trustee Policy for student voting procedure. 

 

5. Motion to Rescind 

 

5.1       If advance notice is given at the previous meeting that a motion to 
rescind will be submitted, that motion may be passed by a majority of 
those present and voting. 

 
 

 
Renfrew County District School Board Policy Handbook November 2017 

 

 

 



10 
 

 

 

5.2       If prior notice has not been given, a motion to rescind requires 

an absolute majority of all trustees of the Board, that is, five 

votes. 
 

6. Withdrawal of Motion 

 
6.1       A proposed motion shall be withdrawn if it has not been seconded. It 

then goes unrecorded. A motion may be withdrawn after it has been 
seconded if the Chair has not announced, “It has been moved…”.  
After that, the permission of the Board is required to withdraw it, 
provided the result of the vote has not yet been announced. (Motions 
withdrawn without objections are not recorded.) 

 
6.2       Tabled or postponed motions can be withdrawn where there is no 

objection or where an objection is outvoted. 

 

7. Order of Precedence 

 
The order of precedence is as follows: 

 

7.1 to set time of next meeting; 

7.2 to adjourn; 

7.3 to recess; 

7.4 to lay on the table; 

7.5 to stop debate; 

7.6 to postpone to a definite time; 

7.7 to refer to a committee; 

7.8 to amend an amendment; 

7.9 to amend a primary motion; 

7.10 to postpone indefinitely; 

7.11 the primary motion. 

 

8. Appeals of the Chair’s Ruling 

 
8.1       A trustee wishing to appeal a decision of the Chair will state: 

“I appeal the decision of the Chair”.  
8.2       A trustee making an appeal should do so promptly after the decision.  
8.3       A trustee may interrupt a speaker when making an appeal. 

8.4      An appeal must be seconded to be considered.  
8.5      On an appeal of precedents of motions, the Chair quotes the rules 

and does not entertain the motion.  
8.6      Commonly, the Chair tests the vote by the question, “Shall the 

appeal of the Chair be sustained?”  
8.7      A tie vote sustains the Chair. 

8.8      On appeal votes, vacating the Chair is optional. 

8.9      Appeals are not amendable. 

8.10   Defeat of the Chair’s decisions on protocol does not signify lack of 

Board confidence in the Chair. 

8.11   Defeated appeals may be neither renewed nor referred to a committee.  
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Attendance, Quorum and Vacancies 

 

1. Attendance of all trustees shall be recorded in the minutes of all regular, 
special and closed meetings of the Board. The attendance, absence with 
regrets and absence without notice shall be recorded in the minutes. Trustees 
who are attending the meeting via electronic means will be recorded in the 
minutes and noted to the Board at the beginning of the meeting. The onus for 
providing notice shall be on the trustees who must advise the office of the 
Director during business hours prior to the meeting. 

 

2. The Renfrew County District School Board provides the trustees with the 
opportunity to join meetings through electronic means as set out in 
legislation. 

 

3. A quorum, which is a simple majority of the number of trustees of the 
Board, must be present for every duly constituted meeting. The vote of the 
majority of trustees shall be necessary to bind the Board. Unless there is a 
quorum present within thirty minutes after the time appointed for a meeting, 
the Director shall record the names of the trustees present and the Board 
shall forthwith stand adjourned until the next regular or special meeting. 

 
4. When a vacancy occurs in the Board within one month before the next 

election, it shall not be filled. 

 
5. If a trustee of a board does not meet his or her obligations for meeting 

attendance or qualifications under Section 228 and 229 of the Education Act, 
the trustee thereby vacates the seat and the provisions of the Education Act 
apply with respect to the filling of the vacancy. 

 
6. When the office of a trustee becomes vacant from any cause before the 

expiration of the term for which he or she was elected other than during the 
one month immediately preceding an election, the vacancy shall be filled by 
the appointment of a qualified person within ninety (90) days after the office 
becomes vacant as pursuant to Section 221 of the Education Act. 

 

7. A trustee appointed to fill a vacancy shall swear the Declaration of 
Office/Oath of Allegiance on or before the date of the first meeting that he 
or she attends. 

 
C. STUDENT REPRESENTATION ON THE BOARD 

 

Effective August 1, 2016, the Renfrew County District School Board shall have two 
student trustees on the Board to represent the interests of students within its school 
system. The student trustee position will be for two years and will: 

 

(a) provide greater insight into student activities, programs and needs; 

(b) encourage more student involvement in the Board’s governance activities; and  
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(c) provide a greater awareness and understanding of mutual issues between 
and among the Board, school staff and students. 

(d) be co-chairs of the Student Senate and be responsible for bringing 
information to the Board on their activities. 

 

The student trustees shall be qualified to serve and shall be elected by an equivalent 

number of student council members from each secondary school in accordance with the 

provisions of the Education Act (Section 55), Ontario Regulation 07/07 and Board  
Administrative Procedure 185, by 30 April

 
each year. 

 

The student trustees, although not members of the Board with a binding vote, receive 
agendas and participate in Board and committee meetings in accordance with the 
Education Act, regulations and Ministry guidelines. The student trustees shall 
comply with the expectations for trustees as outlined in Board policy, shall declare a 
conflict of interest where such conflict exists, and shall maintain confidentiality of 
items discussed at an in-camera meeting. 

 

The student trustees shall each receive an honorarium of $2,500 for a full year; pro-
rated for a partial year. The student trustees shall have access to professional 
development opportunities and be compensated for out-of-pocket expenses in 
accordance with Board policy. 

 

D. Student Trustees may claim a cell phone expense up to a maximum amount of $65 
per month. Student trustees who are designated as an Ontario Association of 
Student Trustees (OSTA) representative or who sit as a member of an OSTA 
committee may claim an additional $35 per month for a cell phone. The maximum 
amount a Student Trustee can claim in total for a cell phone is $100 a month. 

 

Additionally, each Student Trustee will be able to claim a per kilometer rate 
of $0.54 up to 5,000 km and $0.48 exceeding 5,000km for automobile travel. 

 

For meals, Student Trustees are a per diem, maximum meal rate (including 
gratuities not exceeding 15%) allowance for a member attending a convention 
or conference as follows: 

 

 Breakfast $12.00

 Lunch 18.00

 Dinner 35.00

 Full Day $65.00



E. TRUSTEE HONORARIA AND EXPENSES  

Honoraria 

 
1. The honoraria for members of the Board will be set in accordance 

with the Education Act and shall be as follows: 
 

 a base amount of $5,900, plus $5,000 for the Chair and $2,500 for the 
Vice-Chair; 

 100% of the enrolment amount permitted by regulation; 
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 an attendance amount of $50.00 per meeting for trustees appointed to 
the Special Education Advisory Committee (SEAC) and the 
Supervised Alternative Learning (SAL) in accordance with the 
regulations. Trustee out-of-pocket expenses will be provided for as 
outlined by Board / Ministry policy.  

 2. One-third of the honoraria paid to trustees and the Chair shall be 
designated as an allowance for expenses. 

 3. Trustees’ benefits will be provided in accordance with the 
Education Act for accidental death and dismemberment. 

 
 

Floral Tributes: Funerals and Illness 
 

1. The Renfrew County District School Board has made provision for: 

 
(a) flowers or an appropriate donation upon the death of a Board member 

or immediate family member; and  
(b) flowers or an appropriate donation upon the death of a former member 

of the Board;  
(c) flowers or small memento for the illness of a Board member. 

 
2. Upon the death of a Board member, flowers to the value of $75.00 plus taxes 

will be sent. In lieu of flowers, an equivalent cash donation of $50.00 will be 
made to a charity or church of the family’s choice. If the Board is requested 
to make the payment to a charity of its choice, the payment will be made to 
the Children’s Hospital of Eastern Ontario. 

 

3. Upon the death of an immediate family member of a trustee, arrangements 
will be made for the purchase of a floral tribute to the value of $75.00 plus 
taxes on behalf of the Board. Immediate family is defined as spouse, parents, 
and children. The following relations may also be recognized if they live at 
the trustee’s place of residence: brother, sister, or grandparents. Discretionary 
power is vested in the Chair or the Director of Education as to whether other 
persons can be recognized. 

 

4. In the event of the hospitalization or serious illness of a Board member, 
flowers to the value of $50.00 plus taxes will be purchased and sent to the 
hospital or home of the trustee. If flowers are inappropriate, a suitable 
substitution such as a fruit basket or small memento may be provided. If the 
illness is extensive, additional purchases can be made at the discretion of the 
Chair or the Director of Education. 

 

5. The Director’s Office will be responsible for deciding upon and 
making whatever purchase is appropriate and will also be responsible 
for notifying other members of the Board. 
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Reimbursement of a Board Member’s Expenses 

 

The Renfrew County District School Board shall include in its annual 
budget, an allotment for: 

 

1. travel expenses of Board members to attend meetings; 

2. a central fund for conventions and conferences; and 

3. a professional development fund for each individual member of the Board. 

 

The Board shall reimburse a member of the Board for expenses incurred for: 

 

1. travel to and from his/her residence to attend a meeting of the Board, or a 
committee of the Board, which is held within the jurisdiction of the Board; 
and; 

2. travel and related costs of “designated” business of the Board.  
 
“Designated” business shall include: 

 
(a) meetings of the Ministry of Education where the member’s 

attendance is requested by the Minister or the Board; 

 
(b) meetings of trustee associations or other organizations where the 

member is directed to attend by the Board; school graduations and 
other school functions where the member is invited by the principal to 
attend as a representative of the Board; 

 
(c) meetings of a School or Parent Council 

 
(d) meetings called by the Director of Education or designate where 

the member is requested to attend; 

 
(e) conventions and conferences where the member is requested 

to attend by the Board; 

 

(f) subject to the budget allotment, conventions and conferences of an 
educational nature that are charged to the individual member’s 
professional development fund; 

 
(g) 50% of the balance of an individual member’s professional 

development fund may be carried forward to the following 
year. At the discretion of the Chair, a member’s professional 
development fund may be expanded where special 
conditions or considerations may arise;  

 
(h) non-electoral meetings of municipal councils, other ratepayer 

associations, and other organized groups where the member is 
requested to attend as a representative of the Board; 
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(i) other meetings or functions where a trustee participates as a 
representative of the Board. 

 
3. The Renfrew County District School Board has established the following 

expenses and allowances: 

 
3.1 All trustees are eligible to claim a cell phone or landline expenses up to 

a maximum amount of $65 per month.  
3.2 All trustees are eligible to claim home internet service expenses up to a 

maximum of $100 per month.  
3.3 All trustees are eligible for one (1) Board issued printer/scanner. 

Replacement toner cartridges and maintenance must be requested 

through the Director’s office. Trustees who choose to use their own 
personal printer/scanner may claim up to a maximum of $50.00 per 
month for toner or printer cartridge expenses. The Board issued 
printer/scanner is to be returned to the board at the end of a trustee's term. 

3.4 All trustees are eligible for either a Board issued tablet or Board issued 
laptop. The Board issued tablet and laptop are to be returned to the board 
at the end of a trustee's term. 

 

4. The Chair and Vice-chair may claim an additional $35 per month to a 
maximum of $100 per month for a cell phone or land line expenses. The Chair 
and Vice-chair may choose the use of a Board provided cell phone in which 
case they forgo the monthly phone expense. The Board issued cell phone is to 
be returned to the board at the end of a trustee's term as Chair or Vice Chair. 

 

5. Trustees who are designated as an Ontario Public School Board Association 
(OPSBA) representative or who sit as a member of an OPSBA committee may 
claim an additional $35 per month for a cell phone or land line expenses. The 
maximum amount a Trustee can claim in total for a cell phone or landline 
expense is $100 per month. 

 
6. Reimbursement of office supplies incidentals (i.e. stationery, supplies, etc.) up 

to a maximum of $100.00 per year per trustee, where not already supplied by 
the Board. 

 

Rates for Travel and Meals 

 

The Renfrew County District School Board has established the following limits for 
reimbursement for travel expenses: 

 

1. a per kilometer rate of $0.54 up to 5,000km and $0.48 exceeding 5,000km for 
automobile travel. 

 
2. Meals - a per diem, maximum meal rate (including gratuities not exceeding 

15%) allowance for a member attending a convention or conference as 
follows: 

 

Breakfast $12.00 

Lunch 18.00 
Dinner 35.00 
Full Day 

   

 $65.00 
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Original, itemized receipts must be provided with claims for reimbursement of 
actual meal expenses. No alcoholic beverages will be allowed for 
reimbursement. 

      

The rates are not an allowance. Meals must be purchased individually. 
Trustees may combine individual meal rates when they provide receipts for 
each meal. For example, if you purchase breakfast, lunch and dinner, the 
combined rate is $65 regardless of how it is divided among the three meals.  
 
Where meals are provided, trustees will not be reimbursed for meal expenses. 

 

When arranging for trustee travel on Board business outside of the Board’s 
jurisdiction, consideration will be given to the most efficient and cost-
effective transportation and accommodation arrangements. 
Reimbursement will be based on this amount. Wherever possible, two or 
more persons travelling to the same destination shall use one car. 

 

Method of Travel 

 

1. Train, Bus or Air Travel 

 
Where the cost of train, bus or air travel is more economical than travel by 
automobile, the actual cost of economy fare shall be reimbursed with prior 
approval of the Chair of the Board or designate. Train or air travel is 
sometimes more economical as it eliminates the requirement for hotel 
accommodation and additional meals. 

 

2. Personal Use of Automobile 

 

 The Board shall not be responsible for any damages incurred 
to the trustee’s vehicle as a result of its use. 

 
 The automobile owner must carry a minimum of public liability and 

property damage insurance coverage of one million dollars ($1,000,000). 
Trustees must satisfy themselves whether their motor vehicle insurance 
coverage should include business use of their vehicles. Any additional 

cost of insurance is not the responsibility of the Board.

 

Travel Arrangements 

 

1. It is the responsibility of the individual trustee to make their own 
registration for seminars, conferences and conventions. Under 
special circumstances, arrangements may be made through the 
Director’s Office. 

 
2. Accommodation for trustees attending designated business of the Board will 

be made personally by the trustee. 

 
3. If a trustee determines that he/she will not be able to arrive at his or her 

prearranged accommodation, then the onus is on the trustee to telephone 
the hotel to cancel the night’s reservation. 
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4. Accommodation reimbursement shall be for a standard room - no additional 

reimbursement will be made for suites, executive floors, or concierge levels. 
A gift allowance of $50.00 per night shall be provided if a trustee is staying 
with friends or family in lieu of a hotel stay. 
 

5. Trustees must obtain approval from the Chair authorizing them to attend 
seminars, conferences or conventions. 

 
6. All trustee travel outside of the province or country for Board activities 

must be pre-approved by the Chair of the Board. 

 

Budget Allotments 

 

Expenses of members for attendance at conventions and conferences shall be charged 
to the central fund under the following conditions: 

 

1. the member is directed to attend by Board motion; 

2. the member is the Board representative of a trustee association 

and is attending an activity of the association; 
3. the member is summoned by the Ministry of Education or its officials. 

 

All other convention or conference expenses of members shall be charged 
to the individual member’s professional development allotment. A member 
who attends a convention or conference may be required to make a brief 
report (oral or written) to an appropriate committee of the Board following 
the convention or conference. 

 

Expense Claims 

 

1. Claims for reimbursement of expenses shall be submitted on a Board expense 

claim form, on a monthly basis, and shall include all original receipts.  
2. Where appropriate receipts, for out-of-pocket expenses, and details 

of expenditure are provided, the following expenses will be covered 
for trustees on Board business: 

   hotel room charges (standard room - no additional reimbursement will be 

  made for suites, executive floors, or concierge levels);

  meals (including tax and a gratuity not exceeding 15%) if not included in   

  the meeting/conference;

   business telephone calls;

  reasonable personal telephone calls;

  taxi costs;

  parking fees; 
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4. The following expenses will not be covered: 

   movies;

   charges for use of recreational/fitness facilities;

   charges incurred by a family member;

   parking tickets or Traffic Act violations;

   bar charges/LCBO receipts/alcoholic beverages;

   gifts for staff;

   
5. All claims for reimbursement of expenses for trustees require the 

authorization of the Chair of the Board. Expense claims of the Chair of 
the Board are approved by the Treasurer. 

 

 

Other Travel Expenses 

 

 
1. Hospitality Expenses 

 
Hospitality is the provision of food, beverages (bar charges, LCBO receipts, and 
alcoholic beverages are not eligible expenditures for reimbursement), 
accommodation, transportation, or other amenities at  
 
Board expense in the performance of official Board business. 
 
Hospitality at Board expense may only be extended by the Chair of the Board or Director 
of Education.  
 

Gifts of Appreciation  
 

Token gifts of appreciation may be presented to non-staff members on approval of the 
Chair of the Board or Director of Education.  

 

Avoiding Conflict of Interest 

 

For the purposes of this policy, a conflict of interest is any situation in which an 

individual has a personal or financial interest that may: 

 

 affect his/her judgement and/or the performance of his/her duties or 

responsibilities to the RCDSB; and/or 

 cause him/her to act, or appear to act, in a way that is not in the best interests 

of the RCDSB; and/or negatively affect the reputation of the RCDSB in the 

community. 

 An individual is in a conflict of interest when he/she gets, or hopes to get, 

personal gain by using his/her position, influence, RCDSB time, resources, 

facilities and/or student or staff information. 

 

Personal gain does not just mean something that an individual gains for him/ herself.  
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Personal gain from a conflict of interest could include something gained for a friend, 

family member or a business associate. 

 

An individual should not have, or be involved in, any direct or indirect personal or 

financial interest that would, or could, negatively affect the reputation of the RCDSB 

and/or interfere with his/her independent exercise of judgment on behalf of the RCDSB. 

 

E. BOARD’S SELF EVALUATION 

 

1. The purpose of the Board self-evaluation process is to allow for 
constructive dialogue and feedback. This process will confirm the 
Board’s commitment to, and congruence with, the Strategic Plan and 
its Guiding Principles as well as its adherence to Policy Governance.  

 
2. The annual Board self-evaluation process will complement the Director of 

Education evaluation process. The Chair of the Board will solicit 
responses from trustees at the end of the school year and report at the final 
June meeting.  

 
3. Here are some examples of questions that the Board may consider: 

 

(a) How well have we fulfilled each of our defined roles in relation to our 

mission, goals and objectives as a Board this year? 

(b) How well have we adhered to our annual work plan? 

(c) How well have we adhered to our governance policies? 

 

  

 

 

 

 

 

 

 

 

 

Legal Reference: 

 

  
Education Act S. 55, S. 176, S. 191, S. 207, S. 208, S. 209, S. 221 - 
S. 229 Ontario Regulation 7/07 - Student Trustees Ontario 
Regulation 463/9 - Electronic Meetings  
Municipal Freedom of Information: Protection of Privacy 
Act Municipal Elections Act S. 4.1 

Robert’s Rules of Order  
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