Business Administration Section

Instructions and Procedures

Due Date
Business Administration Section (includes Payroll forms)

As required
FORM14 - Expense Claim Form


- To claim expenses when required to be away from place of work.  This form must be sent to your Superintendent of Education for approval.  Mileage rates effective February 1, 2007, are $0.43/km (excluding Maintenance Staff).

As required

FORM15 - Moving Expenses



- See Section 4.5-4.7 – 2005-2008 Teachers’ Local Agreement.

- To claim expenses that accrue as a result of Section 4.5-4.7 of the 2005-2008 Teachers’ Local Agreement please use this form. This form must be sent to your Superintendent of Education for approval.  (Reference:  2005-2008 Teachers’ Local Agreement.)

As required

FORM16 - Application for Housing Subsidy


- See section N22.11 – N22.15 of the 2005-2008 Teachers’ Local Agreement.  A housing subsidy may be paid to teachers who provide their own housing.  This application for housing subsidy must be signed by the teacher and sent to Payroll.

As required
FORM17 - Banking Services Authorization (Direct Deposit Information)


- In accordance with Section 2.2 of the 2005-2008 Teachers’ Local Agreement, teachers in the employ of the Board shall have their salary deposited to a bank of their choice.


- The teacher will provide the payroll supervisor with the required account information at least fifteen (15) working days prior to the next scheduled payment date by attaching a voided cheque to the “Banking Services Authorization Form”.  Please note that the information that the teacher provides must be accurate, if not it may result in not getting paid.

- Only one (1) change of banking information will be allowed in each teaching year.

As required

FORM18A – Requisition Form 

- To requisition materials and supplies, please use this Form.  All requisitions are to be coded.  Please review the ”Information on Budget Codes” on pages 82 & 83.

- The requisition form must be approved and signed by the Principal.  Principal must ensure that there are funds for the expenditure available in the school’s budget category before the requisition is signed.  The form is then faxed or mailed to Superintendent of Education for authorization.  Keep a copy for your files.  Faxed requisitions must be followed-up with signed and approved originals.  Originals must indicate that they have been faxed and date stamped to avoid duplicate purchase orders.


- When the approved requisition is received at Central Office from the Superintendent of Education a Purchase Order is issued, approved by the Superintendent of Business Administration or his delegate and faxed to the supplier.  The blue copy of the purchase order will be mailed to your school for your records.


- Invoices are received by Central Office and a copy is kept while the original is sent to the school for authorization by the Principal.  When you have received all the items listed on the invoice, indicate your approval for payment by signing the invoice; the signed invoice is then sent to central office in La Ronge for payment.  If you have a problem with your order, (items not received or damaged, etc.), please let Central Office know so that payment can be withheld until a credit note is received.  In all cases, invoices must be signed before being returned to Central Office.  

Note: goods will be assumed to have been received in good order if no report is received by central office within 21 days of shipping.  Late charges as a result of failure to report are the responsibility of the school.




- Contact people are:




  * Requisitions/Purchase Orders:  Kyra Storozuk




  * Invoices:  Penny Towill and Annmarie Marinuk




  * Complete Account Definition Information:  Charlie McCloud

As required

FORM19A - Application for Accountable Advance and

As required
FORM19B – Conditions of Acceptance of Accountable Advance Fund
- These forms must be sent to Superintendent of Education by the Principal for approval, along with all pertinent supporting documentation.

- Please review carefully the Conditions of Acceptance of Accountable Advance Fund, which will appear on the reverse of the application.  Be aware that you are accepting personal responsibility for any funds you apply for.

As required

FORM20 - Request for Reimbursement of Accountable Advance


- This form must be sent to the Superintendent of Education for approval, along with all pertinent supporting documentation.  Please review conditions of Acceptance to determine what constitutes acceptable documentation.  NOTE:  Debit slips and payments on account are not acceptable supporting documentation.

As required

FORM21 - Insurance Claim Form

- When damage is caused to school division property, an insurance claim must be filed.


- Under the Statutory Conditions of Insurance Policies, the insured is required to make notice as soon as possible following the loss.  Upon receipt of notification of a loss, central office will notify the adjuster immediately by telephone and confirm the same in writing to our broker.  By following this procedure and this condition of the policy there would be no grounds for criticism from our Insurer, or any other parties concerned.

*Please note* that the school division does not carry property insurance on teacherages.




Claims reporting procedures are as follows:



1.
As soon as loss is discovered, notify the police and provide them with all pertinent details, as well as an itemized list of property damaged, stolen, etc. (retain the police report number for reference purposes).



2.
Notify the Superintendent of Business Administration as soon as possible using this Form (FORM21.A-M - Insurance Claim Form), including the police file number, again providing as much detail as possible that will assist the insurance company in determining whether or not it is necessary to dispatch an adjuster to the site for investigative purposes.



3.
Obtain handwritten statements from any witnesses and, in the case of break and enter and theft claims, advise who the last person was on the premises prior to the discovery of the loss, the person who discovered the loss, along with other pertinent information relative to the loss.



4.
Forward this information to the Superintendent of Business Administration’s office. In turn this information should be provided to the attending adjuster.  It can then be determined whether further information is required and also, with facts fresh in the individual’s mind, makes the task of providing information much easier.



5.
With respect to equipment damaged or thefts, it is vitally important to provide serial and model numbers, and, should this not be possible, a detailed description of the item destroyed or lost, which will again assist in the assessment of the loss.



6.
In the event of damages to property where it is not possible to determine whether or not the item is a total loss or repairable, it would be advisable to obtain estimates for repair as quickly as possible, which again will assist in determining the route of settlement taken on this type of loss.



7.
It is a stipulation in the policy conditions that the insured must protect property to the best of their ability in order to prevent further loss and damage and this must be done at the discretion of the Principal or appointee on site; i.e. act of vandalism wherein windows and doors are broken; temporary repairs must be undertaken immediately so as to avoid further loss such as freezing of water lines, etc. within the confines of the building.  The costs incurred for such temporary repairs are considered part and parcel of the loss.



8.
In the event of a major loss, or a loss where an adjuster attends, the adjuster in all probability, will arrange for repair specs to be drawn up and tenders called for the repair or replacement of the damaged property.  This matter will be discussed with all parties concerned, as well as the Superintendent of Business Administration at the division office and the route of repairs or replacement will be agreed to at that level.


- We cannot stress enough that it is vitally important to provide details of a loss as quickly as possible in order to expedite settlement and avoid any criticism on the part of the insurer, broker or adjusting firm.


- Even though a claim may appear minor, we strongly recommend that it be reported to the Superintendent of Business Administration at the division office so that a record can be made.

As required


FORM22 - School Accident Insurance Form (School Incident Report Form for Insurance Purposes)


- The school incident report form is used to inform the insurer of any “incident” which might result in an insurance claim.  It should be filed out whenever something happens which could result in an insurance claim or a lawsuit.  This is in addition to the “Standard Claim Form” (FORM23.A-M), which may need to be submitted.

As required

FORM23 – Standard Claim Form


- The Division has insurance coverage for staff, students and liability.  Appropriate forms are provided by the insurer and a supply should be kept at the school.  If a student is injured, you should fill out a ”School Incident Report Form for Insurance Purposes” (3-part long white form, sample provided on page 88).  An injury is defined as anything other than a minor bruise or scrape.  For example, if a student injures a leg while at recess, an incident report should be filled out even though the injury does not appear to be significant.  Later on, the leg may require additional treatment and if the incident report was not filled out, further expenses may not be paid.  It is better to have filled out the report and not need it than not to fill it out and find out the coverage is required later.  Injuries to the back and head, no matter how minor, should always be reported on the incident report form.


- If any expenses were incurred by the parents in regard to the injury, ”FORM23 – Standard Claim Form” (sample included on page 89) should be given to the parents to fill out and submit along with receipts for reimbursement.  If the injury results in a loss of, or permanent, total loss of use of a body part, the parent should fill out the claim form as indemnity for the loss may be paid.


- After the forms are filled out, please send them to Central Office in care of the Superintendent of Business Administration.  Do not send them directly to the insurance company.  Please note, all forms must be filled out and submitted within 90 days after the accident.  Failure to do so may result in coverage being denied.


- Both forms may be obtained from the Executive Secretary to the Superintendent of Business Administration, Central Office, La Ronge.  (Also see NLSD #113 Board Policy G-6.0 (D).)  (The student Accident Insurance Standard Claim Form can also be found on line at http://www.iapkidsplus.com/pdf/6021-PDF1.pdf)

As required
FORM24A – E1 (Workers’ Compensation Board – Employer’s Initial Report of Injury)

- This form is for the school to fill out when a non-teaching staff member has an accident or is injured.


- Even if the injury is minor the form should still be filled out in case the small injury leads to something bigger in the future.


- If an accident or injury occurs please fill out promptly and forward to Karen Olson in the Human Resources department at Central Office.

As required 
FORM24B – W1 (Workers’ Compensation Board – Worker’s Initial Report of Injury


- This form is for the employee to fill out when a non-teaching staff member has an accident or is injured.


- Even if the injury is minor the form should still be filled out in case the small injury leads to something bigger in the future.


- Please fill out promptly and send to Karen Olson in the Human Resources department at Central Office.


Note:  Teaching staff are not covered by WCB, but have an income continuance program.

Submit with 
FORM25 - Record of Long Distance Telephone Calls

Sasktel 

- Instructions on back of form.

monthly

billing

September 30 
FORM26 – Conveyance – Projected Bussing Days
of each year

- This form must be handed in by September 30.

- The academic school year for 2006-2008 does not coincide with the actual days the school buses are required to run due to the conventions, inservices, etc.  Please submit the actual days that the school bus service will be required in your area for each individual month.

Immediately

FORM27 - Monthly Report on School Bus Operation
following the
- Must be completed and submitted to Central Office the first 

last day of 
day of each month.

the month

As required

FORM28 - Notice of Hire


- Newly appointed teaching and non-teaching school-based staff are recorded on the Notice of Hire Form.


- This form is to be completed for all new hires and recalls from layoff.  Please attach employee’s resume and forward as soon as possible to the Human Resource Office, La Ronge (Fax: 425-2555).


- The budget to be charged for this position must be clearly identified in the “program(s) to charge” section of the form.


- If the salary is to be charged to more than one budget category the percentage to be charged must be clearly indicated.

As Required

FORM29A – Police Record Check

- A Police Record Check is required for all new hires – if the new employee is a substitute teacher or temporary staff, please see “FORM29B – Police Record Check for Substitute Teachers and Temporary Staff”.


- Once the form is completed, it should be sent to the Human Resources Department in the Central Office.


- If a fee is incurred for the Police Record Check, the receipt must be submitted to the Human Resources Department in the Central Office to be reimbursed.


-
Some detachments will provide their own Police Record Check forms.

As Required
FORM29B – Police Record Check for Substitute Teachers and Temporary Staff


- A Police Record Check is required for all new hires.


- Substitute teachers are now required to have a Police Record Check along with a School Community Council Motion approving their hire.  If they are applying for a Probationary Certificate, the Motion Number/Date must be recorded on the form (see “To Be Completed by Principal” at the top of the form).  The Police Record Check Form will be securely filed at the school.  Principals will be responsible for ensuring that the Police Record Check does not contain anything questionable.  If Principal is not sure, they should consult their Superintendent of Education.  (See NLSD #113 Board Policy F-3.4.)


- If a fee is incurred for the Police Record Check, the receipt must be submitted to the Human Resource Department in Central Office in order to be reimbursed..


- Some detachments will provide their own Police Record Check form.

As Required
FORM29C – Note to File For Substitute Teachers and Temporary Staff
- The Note to File Form is filled out, signed and dated by the Principal then attached to the completed Police Record Check Form.

- If the Principal is not sure how to proceed with a Police Record Check form that indicates a criminal record, they should consult their Area Superintendent of Education.

- Both the Note to File Form and Police Record Check Form will be securely file at the school.

The last

FORM30A - Monthly School-Teaching Staff Attendance Report
working day
- Complete both sides of form according to instructions 

day of each 
listed below.

month

- This form is to be completed and submitted to your Superintendent of Education on the last working day of each month.



INSTRUCTIONS
- If there is sufficient space, please leave a line between each employee group.





Number of School Days

- This column is for the actual number of days that School was open for that particular month.

Acting Principal Allowance

- In the absence of the Principal this column will be used to report acting pay for non-administrators.





Days in Classroom

- This column is for the actual number of days teachers spent in the classroom. Any days out of the classroom, with or without students, will then be shown elsewhere on the form.

- For other school-based personnel, this column is to be used to indicate the number of days at work.





Sick Leave

- This column is used when an employee is absent from work for reasons relating to health.

Maternity Leave - Section 9; Adoption Leave - Section 10; or Paternity Leave - Section 11.

Compassionate Leave - Section 12

- This column is used for absences from the classroom as a result of death, serious injury or illness in the teacher’s immediate family. 

(Reference:  Sections 9 – 12 of the Teachers’ Local Agreement for the above).

Negotiation Leave - Section 13

- This column is used for teachers that are absent due to negotiations between the Board and NATA.

Other Leaves - (See 2001-2004 Teachers’ Local Agreement Section 14 for details)





- 14.2 - Professional Leave





- 14.3 - Funeral Leave





- 14.4 - Medical Leave *




- 14.6 – Jury Duty




- 14.7 - Other Leave *





* These Leaves must have Board approval





Personal Leave
- This column is used to record the two (2) personal days negotiated in the 2001-2004 Teachers’ Local Agreement, Section 14.5.





Administrative Days

- This column is for indicating days that are used for administration purposes.  Principals who are full time administrators would use this column for most of their days. If the Principal or Vice Principal has only partial administration time, then the days should be prorated and indicated here.  (i.e. 25% = 4 days per month).  Teacher administration days should be included in this column.





Sports Tours

- All regular school days taken for sports trips beyond the community are to be shown here.





Education Tours

When students are taken on educational tours, the number of school days involved are shown here.  Educational Tours require prior approval of the parents of the students involved, the Local Board of Trustees/Local School Advisory Committee and the Superintendent of Education.  Out of Country trips must be approved by the NLSD #113 Board of Education.





Professional Development

- Refers to days taken for conventions, inservices, etc., either in or out of school.





Meetings

- Days taken for attendance at NATA Staff Representative meetings, Executive meetings, Principals’ meetings, or attendance at Northern School Board meetings are to be indicated here.





Facility Failure

The Superintendent of Education must authorize this closure.





Total Days

- The number of days shown in the columns are added and the total placed in the final column.  This number should equal the number of designated teaching days according to the appropriate NLSD #113 academic calendar year.

Note:  A report must be done for every month that there are school teaching days.

The last

FORM30B - Monthly School Non-Teaching Staff Attendance Report
working day
- Complete both sides of form according to instructions 

day of each 
listed above.

month
- This form is to be completed and submitted to your Superintendent of Education on the last working day of each month.
- This form is to be completed in duplicate with the original forwarded to your Superintendent of Education and the duplicate copy kept for school records.

- The number of school days in the month being reported are to be shown.  Deviations from the authorized school year calendar are not allowed.

- Employees are to be listed, surname first, in the following order:

a. Tutors/Teacher Assistants

b. Secretaries

c. Library Clerks

d. Social Workers/Youth Care Workers

e. Student Support Workers I & II

f. Community School Employees (nutritionist, community school workers I & II, etc.)

g. Recreation Coordinators

Note: Caretakers are on separate forms (see form #38 – Caretakers Check In/Out Log and form #40 - Monthly Timesheet for Non-Teaching Staff, in the Facilities section of this manual).

As per casual
FORM31A - Employee Absence/Casual Employment for School Based

labour pay
Staff and Substitute Teachers and
periods

FORM31B - Statement of Casual Employment for Noon Hour 
schedule

Supervision, Second Language and Tutors

page 28.
- The above two forms must be sent in every two weeks to coincide with the division pay periods (see page 28).  Please send to your area Superintendent of Education for approval.  Please refer to Terms and Conditions, NLSD #113 Board Policy F-2.0 or the 2005-2008 Teachers’ Local Agreement when identifying reasons for absence/employment.

Submit on the
FORM32A - Year-End Attendance Report for School-Based Staff:
last teaching
- To finalize payments of salary to staff the Year-End 

day of the
Attendance Report for School-Based Staff must be completed

year
and sent to the Superintendent of Education for review and authorization.
Submit on the
FORM32B - Year-End Attendance Report for Non-Teaching Staff:
last teaching
- To finalize payments of salary to staff the Year-End 

day of the
Attendance Report for Non-Teaching Staff must be completed

year
and sent to the Superintendent of Education for review and authorization.
The last 
FORM33 – CVA Travel Report Form, Re: Special Incentives
working day of 
Grant, Millennium Project
each month

1. Odometer readings for CVA units must be submitted to Randy Erikson at the Central Office on the last day of each month to allow for proper accounting allocations when billings are received from Saskatchewan Property Management Corporation for the individual CVA units.  Please utilize the enclosed form for monthly reporting;

2. Monthly financial reports will be provided indicating year-to-date expenditures and budget amounts;

3. Expenditures beyond the budget allocation will be charged to the school’s decentralized budget;

4. Any expenditure that does not pertain to the Special Incentives Program when utilizing the CVA vehicles will be charged to the school’s decentralized budget.

5.
Any unexplained travel will be charged to the school’s decentralized budget.
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