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SECTION C         PAGE III.51 
 

GENERAL POLICY 
 

 
i.  Release Time 
 
When the Local President or other official needs a leave of absence in order to carry out 
his/her duties, the following procedures should be followed: 
 
1.   All requests for release time must be approved by the Local President. 
 
2. A letter or email from the Local office, requesting leave should be sent to the 

Associate Superintendent of Human resources, with a copy to the appropriate 
principal.  “To conduct business on behalf of the Local” is sufficient reason. 

 
3.   Normal procedures should be followed in booking a substitute teacher. 
 
4. Should a substitute teacher be required to attend a meeting during regular 

teaching hours on behalf of the Local, prior approval from the Local President 
must be granted.  The rate of honorarium paid shall be for the time required as per 
Clause 8.3 and 8.4 of the Collective Agreement. (This clause may be revised after 
contact with Human Resources.) 
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ii. 
 

Budget Procedures 

1. Policies regarding payment of expenses while on Local business: 
 

a. Travel on behalf of the Local shall be reimbursed according to the 
following schedule:   
 
i. at the rate of $0.50/km if the event is within 250 km of 
Lethbridge and/or if a private motor vehicle is actually used for 
travel beyond 250 km.  Distances shall be calculated using the 
“Kilometrage Chart” provided by the Provincial Alberta Teachers’ 
Association.  Notwithstanding the above, all delegates to Summer 
Conference and ARA will receive kilometrage. 
 
 Examples: 
 To/From Edmonton: $0.50 x 1058 =$529.00 
 To/From Calgary: $0.50 x 462 = $231.00 
 To/From Banff: $0.50 x 728 = $364 

 
ii. at the actual cost, or the cost of a regular economy ticket 
(whichever is less) if travel is by scheduled carrier (air, rail or bus) 
and if the event is beyond 250 km from Lethbridge.  Receipts must 
be submitted.  Notwithstanding the above, in time of inclement 
weather and with the permission of the president, a rep could be 
allowed to fly a distance within the 250 km. 

 
iii. If a member travels by scheduled carrier he/she shall be 
entitled to reimbursement for taxi according to the following 
schedule: 

1. first and last day of activity and from/to airport, to/from 
hotel and/or location of activity. 

2. each day of activity except the first and last the member 
shall be entitled to be reimbursed for miscellaneous taxi 
travel to a maximum of $10.00 per day. 
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3. receipts shall be required. 
 

iv. If a member travels by private motor vehicle, no 
reimbursement for taxis shall be made.  If, however, the activity 
extends beyond two days, an additional reimbursement for 30 km of  
incidental travel shall be made for each day, except the first and last 
day of the event. 

 
b. If an accommodation has been designated as the “host” location for 

an event, the actual cost of a standard room (single occupancy) at 
that facility shall be reimbursed.  Receipt shall be required. 

 
If a member chooses to stay at an accommodation other than the 
designated “host” facility, the maximum reimbursement for 
accommodation shall be actual cost or the amount determined above, 
whichever is less.  Receipts shall be required. 

 
If no “host” facility has been identified, the maximum 
reimbursement shall be the rate as identified by the Executive 
Budget Committee Meeting as set at its annual meeting.  Receipt 
shall be required. 

 
Reimbursement for accommodation on the day preceding an event 
shall be made if a member would have to leave home before 6:30 
a.m. in order to arrive on time if travel is by private motor vehicle.  
Reimbursement for accommodation on the final day of an event shall 
be made if a member cannot arrive home prior to 8:00 p.m. 

 
c. When a representative of the Local arranges for overnight 

accommodation other than in a hotel/motel an allowance of fifty 
($50.00) dollars per day shall be paid.  No receipt shall be required. 

 
d. Representatives of the Local shall be paid a meal allowance of 

seventy ($70.00) dollars per day.  (breakfast @ $15.00; lunch @ 
$20.00; dinner @ $35.00) 
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Reimbursement for breakfast shall be paid if the member would have 
to leave home before 8:00 a.m. to arrive at the event.  
Reimbursement for lunch shall be paid if the member must be away 
from Lethbridge between 12:00 noon and 1:00 p.m.  Reimbursement 
for dinner shall be paid if the member must leave home before 5:00 
p.m. or must arrive home after 7:00 p.m.  Where a meal is supplied 
by the organizers, no allowance shall be paid for that meal. 

 
e. Representatives of the Local shall be paid a miscellaneous expense 

allowance of twenty ($20.00) dollars per day while attending 
functions of more than one day duration. 

 
There shall be no additional reimbursement for incidental expenses 
such as tips, laundry and dry cleaning services, in room video, 
telephone, parking, etc.  These expenses shall be deemed to be 
included in the “miscellaneous” amount. 
 
For functions of one day duration (for which there has been no 
miscellaneous expense allowance provided) or less, parking may be 
reimbursed provided a receipt is submitted, up to a maximum of 
$20.00. 

 
f. Representatives of the Local, while on Local business, shall be paid 

an honorarium equal to the amount of strike pay approved by 
Provincial Executive Council, per non school day. (Currently:  
$60.00/day) 

 
g. Attendance at Area Conferences and the Beginning Teachers’ 

Conference sponsored by the provincial Association may exceed the 
numbers provided for by the grant-in-aid subject  to the following 
provisions: 

 
i. number of vehicles does not exceed provincial grant 

 
   ii. hotel accommodation is shared when possible. 
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h. Prior to a member being reimbursed for any expense, the member 
shall prepare an expense reimbursement claim form, shall attach 
required receipts and shall sign the form, attesting to the accuracy of 
the information contained therein.  An E-mail submitted by the 
member shall be deemed to include the signature of the member. 

 
i. In the event of a dispute regarding the payment of an expense, the 

dispute shall be presented to the next meeting of the Local Executive 
committee.  The Executive Committee shall hear presentations from 
both parties to the dispute and shall, by majority vote, determine how 
the issue shall be settled.  The decision of the Executive shall be final 
and binding. 

 
NOTE:  Members out of town on Local business should pay for their own 
expenses and submit individual bills. 

 
2. Policies regarding acceptable expenses for meetings of Local committees: 
 

a. A meals budget for dinner meetings for the Executive, Professional 
Development, Communications, Social and ARA Delegates 
Committees shall not exceed two (2) per year (The May 
Organizational Meeting is not included in the two meetings per 
year), based on the following rates:  breakfast @ $11.00; lunch @ 
$12.00; dinner @ $25.00.  (Plus tip of up to 15%.) 

 
b. A meals budget for the Economic Policy Committee, including its 

sub committees (please see ‘c’ below), shall not exceed four (4) per 
year (the May Organizational Meeting is not included in the four 
meetings per year), based on the following guidelines:  breakfast @ 
$11.00; lunch @ $12.00; dinner @ $25.00.  (Plus tip of us to 15%.) 

 
c. The special meetings of the EPC and the Working Conditions 

Committee (during even numbered years only) at which members of 
the School Board are entertained, should be limited to thirty-five 
($35.00) dollars per person.  (Plus tip of us to 15%.) 
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d. Child care expenses for Local members who attend Executive 
Meetings, Local Council Meetings, and other committee meetings be 
eligible to receive up to two (2) hours of child care expenses at the  
minimum wage rate in Alberta.  Those who wish to claim must 
submit expense claims to the Local ATA office as per Local Policy.  
Claims will be honored up to an amount as specified by Local 
Budget on a first come, first served basis. 

 
3. Other policies affecting budget and payment of expenses: 
 

a.     Current and former members of the local retiring from Lethbridge 
          School District No 51 shall be paid a retirement gratuity          

equivalent to twenty ($20.00) dollars per year of active membership                 
with the Local to a maximum of twenty (20) years.  Retirement gifts  
are offered to teaching staff aged fifty (50) or greater on August 31  
of the school year and are leaving service with Lethbridge School  
District No 51. 

 
b. In the event of the death of a member of the Local, and the 

establishment of a memorial fund in the district or in the school, the 
Local shall donate an amount equal to twenty ($20.00) dollars per 
year of that teachers’ service to the Local to a maximum of four  
hundred ($400.00) dollars, unless a retirement gratuity has already 
been presented to them. 

 
  c. Scholarships from the Local shall be given in accordance with  

          the schedules below: 
 

i. Two $1500 scholarships to the University of Lethbridge 
Scholarship for Faculty of Education. 

ii. Two $1500 scholarships to children of past and/or present 
Lethbridge Public School Local 41 members attending a post 
secondary education facility of their choice. 

   1. Eligibility: 
A recipient must be a child of a teacher who is a current 
or retired member of Lethbridge Public School Local 
41.  The recipient must be registered in a recognized  
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post secondary program as approved by Executive 
Committee. 
 

   2. Criteria: 
Successful completion of a first reporting period; 
scholarship cannot be awarded more than once to the 
same person. 

   3. Procedures: 
Scholarship notices will include a notation that if 
successful, your name will be announced.  Applications 
must be received by the Local Office by September 15.  
The President, Vice President, Secretary and Treasurer 
will meet with the Administrative Assistant to 
determine if all applications meet the eligibility and 
criteria.  Application names will be put in a container 
and drawn at the October Local Council Meeting.  
Successful applicant names will be announced.  
Cheque(s) will be issued after the first reporting period 
has passed and marks are submitted to Local 41. 

 
 

d. A “donations” line shall be established and administered by Local 
Council in accordance with the following guidelines: 

 
i. Maximum donation to any one group activity shall be two 

hundred fifty ($250.00) dollars. 
 
ii. Kiwanis Music Festival shall receive an annual donation equal 

to two hundred fifty ($250.00) dollars. 
 
iii. Other groups shall be eligible for donations only if: 

 
-- a majority of members are students of Lethbridge School 
District No 51 
-- the group has made a significant effort to raise needed funds  
by their own activities as noted by a copy of an appropriate 
budget 
-- the objectives of the activity have clear educational value. 
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  e. Provision shall be made, in the budget, to allow for release time in    

          order to carry out business of the Local.  The budget amount should  
 provide twenty (20) days for the members of the Executive to  

 carry out the business of the Local.   
 
  f. All social activities organized by the Social Committee, except the      

Spring Banquet and President’s Reception, are expected to operate 
on a break-even basis. 

 
 g. Any Local funds that may, from time to time, accumulate that are not 

likely to be needed for current expenses shall be invested by the  
Local treasurer to the benefit of the Local.  The treasurer is 
permitted, at his/her discretion, to invest these funds in Guaranteed 
Investment Certificates issued by a Canadian Chartered Bank or in 
Treasury Bills offered by the Government of Canada through 
Chartered Banks, in such amounts and for such time period as may  
be deemed appropriate.  Investments in other instruments such as 
Mutual Funds, Mortgages, Equities, etc. are prohibited. 
 

  h. When it is deemed necessary that the Local make a major purchase  
(value over $500.00), the cost of the purchase shall first be included 
as an estimated expenditure in the annual budget.  After approval, the 
Executive Committee shall designate one member to solicit quotes on 
behalf of the Local for the equipment.  When quotes have been 
received, the member shall bring them to Executive Committee, with 
a recommendation if appropriate, who shall make a final decision.  In 
an “emergency” situation (for example if the computer were to break 
down), approval for the expenditure may be made by Local Council,  
notwithstanding the fact that the expenditure may exceed the amount 
available in Local contingency funds. 
 

  i. Executive Committee Members and Standing Committee Chairs  
may claim $30.00 per occurrence for incidental expenses incurred to 
conduct business on behalf of the Local, to a maximum established 
in the schedule below.  These unvouchered expenses must be 
supported with documentation of each occurrence by the individual  
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members and a list of these given to the Administrative Assistant in 
June before funds are released. 
 
Schedule:  President $1500.00; Vice President $500.00; Past 
President $500.00; Treasurer $500.00; Secretary $500.00; Working 
Conditions Committee/Economic Policy Committee Chair $750.00; 
Standing Committee Chairs $300.00; and Substitute Teacher Chair 
$150.00. 
 
All unvouchered expenses must be claimed by the end of June.  If 
any amounts remain unclaimed, the funds will be returned to the 
Local’s general account. 

 
  j. Signing officers shall be the President, Treasurer, Vice President and 
   Secretary.   

 
In the event that a signing officer is unable to carry out duties of 
his/her office, a meeting of the Executive Committee will be called 
to authorize another member of Executive to act as signing authority 
until such time that the absent signing officer can resume his/her 
duties. 

 
4. The following fees shall be assessed to members of the Local: 

a. full time members:  $222.00 per year 
 
b. part time members:  $120.00 per year 

 
  c. substitute members:  $5.00 per month 
 
 

These fees shall remain in effect until such time as they are changed by 
resolution at a General Meeting of the Local (Local Budget Meeting).  Fee 
changes shall become effective only on January 1, or September 1 of any 
year as determined by the resolution approved at the General Meeting. 

 
5. All financial records of the Local shall be retained for the previous six 

budget years.  At the end of six years these records, except as required by 
federal or provincial law, shall be shredded and disposed of. 
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6. Auditing procedures are as per the direction of provincial Alberta 

Teachers’ Association. 
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iii. 
 

Conferences 

1. The following are conferences that the Local will support: 
 

a. The Local will support conferences for which the Local received 
grants-in-aid and others that are deemed to be of importance to the 
Local. 

 
b. Members may apply for conventions that they feel are of benefit to 

the Local.  Conventions related to classroom duties should be 
applied for through the P D Fund. 

 
 

2. Selection of conference delegates: 
 

a. Notice of supported conferences and date for applications will be 
given at Local Council and distributed in the minutes. 

 
b. i. The most appropriate candidates will be selected by the      

                                         Executive Committee on the basis of service to the Local.  
 
   ii. Each candidate must have been an active member of the ATA                                    
                                         for a minimum of three (3) years. 
 
  c. A report to the next Local Council Meeting must be submitted. 

 
3. Beginning Teachers’ Conference: 
 

a. School Administration will be asked to notify the beginning teachers 
in their schools and to advise them that the Local will offer some 
financial support. 
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b. Human Resources will be contacted to seek their assistance with 
substitute teacher costs. 
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iv. 
 

Use of Local Office 

Use of the office will be allocated by the Administrative Assistant in consultation 
with the President of the Local.  Services of the office are available to any 
member of our Local for business related to Local No 41 only.  Specialist Council 
Regionals may negotiate the use of the Local office with the President of the 
Local. 
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v. 
 

Voting 

Votes at all meetings of the Local should normally be by a show of hands.  At the 
request of any member, the vote shall be taken by secret ballot. 
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vi. 
 
Local Council Meetings 

Local Council will meet once each month of the school year. 
 
The President in consultation with the Executive Committee may: 
 
1. call additional meetings as required 
2. cancel up to one monthly meeting per school year as appropriate. 

 
 


