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APPENDIX Z

DELEGATION OF AUTHORITY – TEACHER-IN-CHARGE
[bookmark: _Toc483318445][bookmark: Form17]
[bookmark: Text1]To:	[Name], Teacher

[bookmark: Text2]Date:	     

[bookmark: Text3]From:	[Name], Principal

[bookmark: Text4]Re:	Delegation of Authority for [Name of School]


[bookmark: Text5][bookmark: Text6]You will be delegated authority as Teacher-in-Charge consistent with this memo from [start date] to [end date].

[bookmark: Text7][bookmark: Text8][bookmark: Text9]During this time frame, the Principal and Vice-Principal (if applicable) shall be away from the school. The Principal can be reached by cell phone at [cell #] and, if applicable, the Vice-Principal may be reached by cell phone at [cell #].  The Superintendent of Education may be reached at [SO #].

[bookmark: Text10][bookmark: Text11][bookmark: Text12][bookmark: Text13]In an emergency, the Superintendent of Education may be reached at [SO cell #] or as an alternative, the Principal of [Name of School], [Name of Principal], may be reached at [School and/or cell #].

As part of the duties of Teacher-in-Charge you are being delegated responsibility for the following:

1. Receiving reports about suspension and expulsion infractions from board employees and transportation providers, initially dealing with such situations to ensure the safety of those involved, and communicating this information to an administrator at the earliest opportunity;
2. Conducting an investigation to determine the nature of an incident, and in particular whether or not the incident is one for which a suspension or expulsion might be imposed.
3. Reporting incidents for which a suspension or expulsion might be imposed to an administrator at the earliest opportunity;
4. Providing information to a parent/guardian of a student about an incident causing the student harm, provided that the student is not an adult student and you are not of the opinion that reporting the information might put the student at risk of harm and not be in the student’s best interest;
5. Implementing progressive discipline measures following the investigation of an incident that does not require consideration of a suspension or expulsion as a consequence; and
6. Contacting the police in an emergency or in the event of an incident requiring police involvement in accordance with the Police and School Response Protocol.
You must exercise your authority in accordance with the Human Rights code of Ontario, the Education Act, Board policies and procedures and collective agreements.

Your authority with respect to these matters shall cease upon the return to the school of an administrator.

_____________________
[bookmark: Text14][Name], Principal
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