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Vision, Mission and Values  
Values and Philosophy  
We serve students and families in our community from Pre-Kindergarten to Grade 9. Our 
affordable tuition ensures accessibility, thereby fostering economic and social diversity within 
the school.  
At KIS, students enjoy learning in small classes. They flourish from individual attention and 
interaction with their teachers, staff, classmates and volunteers. KIS encourages a lifelong 
passion for learning by listening to and attending to students’ needs and interests. Teachers 
and other school staff build the students' confidence by allowing them to learn at their own 
pace.  
The school strives to develop among students a sense of responsibility and self-discipline 
through age-appropriate guidance and authority. This builds students’ awareness socially, 
emotionally, intellectually and physically. The school environment facilitates children learning 
to become responsible family and community members. The intent of the school’s philosophy 
is to lead students to understand that their choices and contributions will influence the world, 
thus teaching them to act with integrity, enthusiasm and commitment.  
 

Annual General Meeting 
The Kimberley Independent School Society annual general meeting will be held in October 
(date TBA). As part of the parent body that makes up the society we request each family send at 
least one representative to attend the AGM.  Our bylaws require a percentage of the parent 
body to be in attendance in order to run the meeting.   

 
Hours of Operation 
 
Kindergarten –Gr9 drop off    8:20-8:35 am 
(Child care drop off  8:00am to 8:20am) 
Classes begin    8:35 
1st Recess   10:30am to 10:45am 
2nd Recess   12:30pm to 12:50pm 
School ends   3:00pm 
  
Our administrative office is open Monday to Friday from 8:00am to 3:30pm. The school doors 
are open until 5:30pm for our after school childcare programs. Please enter and exit through 
the main doors at all times.  

 
Attendance  
Classroom attendance is taken at 8:45am.   Arrivals after this time will be marked late.  All late 
students must enter through the main doors and let the office know they have arrived.  If a 
student will be absent for the day, please let the office know by phone or email 
frontoffice@kis.ca  To ensure your child’s safety, our office staff will contact you if your child 
has not arrived and notification of their absence has not been received. 
No child will be released until either parent or a legal guardian has signed them out or other 
persons listed on the registration form as an authorized pick-up person has signed them out. If 
a person comes to pick up your child that is not on the list provided to us, or we have no 
notification from the parent, the child will not be released. These rules also apply to our 
aftercare program. 

 
 

mailto:frontoffice@kis.ca
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School Arrival/Departure Policy  
School age children are expected to be ready to commence class promptly at 8:35am.  
All students must depart from the school by 3:15 pm as there will be no supervision after this 
time.   Any student who has not been picked up/departed from the school by 3:15 pm will be 
placed in Aftercare and the parent will be billed a per diem cost of $25/day, regardless of how 
much time is spent in Aftercare that day.  
Following any off-site school activities/programs, students must depart the activity area by 
3:00pm sharp. In order to respect the privilege of using our public facilities, please be sure to 
vacate the facility in a quiet and timely fashion.  

 
Dress Code Policy  
 
KIS students may wear everyday attire following the guidelines below.  

1. No short shorts.  Mid-thigh length 

2. Skirts must be mid-thigh length 

3. No hats to be worn in the school during class time. 

4. Tops must not show stomach. 

5. Footwear is to be worn at all times 

6. Running shoes with non-marking soles must be worn in the gym.   

7. Clothing must not contain profane, suggestive, illegal or racist slogans or images, nor 

those that promote unhealthy acts or lifestyles including alcohol, tobacco, drugs etc.   

 
School Guests  
All parents and guests entering the school (excluding pick up and drop off) must sign in at the 
office. In order to abide by fire code regulations, we must know how many people are in the 
building at all times.  
 

Student Code of Conduct  
Expectations for students:  

 Punctual in attending all classes  
 Participate in all class and school activities in an attentive and cooperative manner  
 Complete class work, school projects and homework within expected timelines  
 Speak and act respectfully toward all teachers, parents, other adults and students  
 Be prepared with appropriate materials/clothing for all classes  
 Wear clothing that abides by the guidelines.  
 Be respectful and considerate of oneself and others  
 Be respectful of school property and the property of others  

 
Conflicts are a healthy part of life and offer children an opportunity to learn about themselves 
and others. The manner in which conflicts are handled affect relationships with each other as 
well as feelings of safety and trust within our school community. KIS is committed to creating a 
school community that is based on respect, truth and consideration of others, and conflict 
resolution that is conducted with integrity.  
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Parent Code of Conduct  
As role models for the student’s behavior, we expect parents will also conduct themselves in a 
manner consistent with the school’s values, as outlined in the Student Code of Conduct. We 
recognize that parents are the first educators of their own children, and therefore have a right 
and responsibility to actively participate in their child’s education. Parents are responsible for 
building close relationships with the Principal and teachers to support the wellbeing of the 
students.  
 
In keeping with our mandate of fostering a strong, supportive school community that reflects 
integrity and respect, we request that parents limit their in-school conversations to supportive 
interactions and take any areas of concern directly to the administrator. To respect the 
teaching schedule, parents are requested to promptly leave the school at 8:30am and continue 
their conversations outside the building.  
 
The parent body helps improve the school and supports the school community through 
positive, constructive information sharing and problem solving. In the interest of protecting the 
school’s reputation and the private information of individuals, parents are requested to not 
speak negatively about the school in public settings (including social media sites), but rather 
bring concerns to the Principal and if necessary the Board of Directors. In the event that 
parents are found to be communicating negative, confidential, or inappropriate information in 
relation to any staff member, board member parent or student, etc., they may be brought 
before the Board of Directors for an investigation and disciplinary hearing. Handling parent or 
other school concerns constructively and ethically is a priority at KIS, and role models ethical 
behaviour for the students.  
 

Personal Information Policy  
KIS holds the privacy of our students, staff and parents in high esteem. KIS follows the Personal 
Information Protection Act in processing and maintaining all personal information.  

 
Communication Between Home and School  
Open and regular communication is encouraged, as it allows all members of the school 
community to feel included and informed. Through good communication, members can provide 
valuable support and direction. KIS keeps parents informed of current issues via students' daily 
planners, weekly emails, bulletin board and website updates. Parents are expected to read all 
communications in a timely manner to avoid miscommunication and delays in processing 
permission forms. Where issues of a more personal nature arise, the individuals concerned will 
be contacted directly.  
The Board of Directors and the Principal are committed to open and transparent 
communication. Staff, parents and students are encouraged to maintain regular 
communication. Staff members may be contacted by see-saw, e-mail,  or by in person 
appointment (booked in advance through the office). As each teacher has a varied style of 
preferred communication, he/she should be consulted as to the most appropriate method of 
contact. If you wish to meet with the Principal, please book an appointment through the 
administrative staff.  

 
Volunteer Hours 
Families are required to volunteer 20 hours per year. 
The office requires a payment of $250 at time of registration via, eTransfer, cash or postdated 
cheque to June 1st 2022.  For any families not completing the required hours, we will deposit 
your cheque and refund the difference.  Volunteer Opportunities are displayed on the bulletin 
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board outside the office, by checking your Monthly News Letter or emails from the principal. 
“Volunteer Hour Tracking” is completed by the office staff. It is the parent/guardians 
responsibility to inform the office staff (frontoffice@kis.ca)of completed hours. 

 
Anti-Bullying, Harassment, and Discrimination Policy  
Overview 
Kimberley Independent School has a zero tolerance policy for bullying, harassment, or 
discrimination.   At no time will bullying, harassment, or discrimination of students or staff be 
tolerated. Bullying, harassment, and discrimination are regarded as a serious infringement of 
school rules and policy.  
The safety and wellbeing of children in the Kimberley Independent School is of paramount 
consideration. Children deserve to be protected from abuse, neglect, bullying, harm or threat of 
harm. Therefore, KIS will ensure that children attending this school will experience a learning 
environment that enables every child to feel safe, accepted and respected. Kimberley  
Independent School will continuously develop strategies to make students feel valued, 
respected and connected within the school community. This will include the protection of the 
students’ physical safety, social connectedness, inclusiveness as well as protection from all 
forms of bullying, regardless of their gender, race, culture, religion, sexual orientation or 
gender identity and expression, while remaining consistent with the independent school’s 
faith-values, cultural perspectives and philosophical values. 
The disciplinary policy will be enforced and any matter being identified as bullying , 
harassment, or discrimination will be thoroughly documented and investigated. If deemed to 
be bullying, harassment, or discrimination the behavior will be punishable by suspension 
and/or expulsion from the school. If the suspended student will be returning to the school, a 
plan will be developed to prevent future bullying or harassment, promote stronger 
relationships, and a positive social environment.  
Any behaviour that intimidates or exposes students or staff to physical harm, ridicule, hatred, 
or contempt can have a significant negative impact on the school environment. The school will 
not tolerate retaliation of any sort against a student who reports a concern (witnessed, 
rumoured, etc.). If a student is found to have made a false claim or accusation, they shall face 
consequences determined appropriate by the school administrator.  
There is a growing concern about conduct called “cyber-bullying” that has had a profound 
negative impact not only on students’ ability to learn in school, but also the school’s status as a 
caring and orderly learning and working environment.  
The KIS Codes of Conduct are informed by the BC Human Rights Code, which states that two of 
its purposes are to:  

 “foster a society in British Columbia in which there are no impediments to full and free 
participation in economic, social, political and cultural life of British Columbia,” and  

 “promote a climate of understanding and mutual respect where all are equal in dignity 
and rights.”  

 Students’ feelings of safety and belonging, including freedom from discrimination, can 
seriously affect their ability to learn in school. As the "Safe Caring and Orderly Schools: 
A Guide", states, schools should be places where students are free from harm, where 
clear expectations of acceptable behaviour are held and met, and where all members 
feel they belong.  

Safe schools:  
 Make it easy and safe for students and their parents to inform school authorities of 

safety concerns  
 Make a “big deal” about bullying, harassment and intimidation  
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Caring schools:  
 Enable parents to advocate for their children’s well-being  
 Enable students to help each other  
 Promote appropriate adult-student relationships  

Orderly schools:  
 Plan for things to “go right” and are ready to respond appropriately if or when things 

“go wrong”  
 Minimize distractions from purposeful learning activities  
 Are characterized by a climate of mutual respect and responsibility  

 
Procedures  
The administrator has responsibility for investigations concerning harassment, intimidation or 
bullying, and acts of cyberbullying. The investigator(s) shall be a neutral party having had no 
involvement in the complaint presented.  
All complaints will be investigated in accordance with the following procedures:  
 
Step 1  
Any harassment, intimidation or bullying, and acts of cyberbullying (complaints, rumors, etc.) 
shall be presented to the Administrator. Complaints against the principal shall be filed with the 
Board. All such information will be recorded in writing and will include the specific nature of 
the offense and corresponding dates.  
 
Step 2  
The Administrator receiving the complaint shall promptly investigate. Parents will be notified 
of the nature of any complaint involving their student. The administrator will arrange such 
meetings as may be necessary with all concerned parties within [five] working days after 
receipt of the information or complaint. The parties will have an opportunity to submit 
evidence and a list of witnesses. All findings related to the complaint will be recorded in 
writing. The administrator shall notify the complainant and parents as appropriate, [in 
writing,] when the investigation is concluded and a decision regarding disciplinary action, as 
warranted, is determined.  
[A copy of the notification letter or the date and details of notification to the complainant, 
together with any other documentation related to the incident, including disciplinary action 
taken or recommended, shall be forwarded to the Board.]  
 
Step 3 
 If the complainant is not satisfied with the decision at Step 2, he/she may submit a written 
appeal to the Board. Such appeal must be filed within 10 working days after receipt of the Step 
2 decision. The administrator will arrange such meetings with the complainant and other 
affected parties as deemed necessary to discuss the appeal. The Board Chair shall provide a 
written decision to the complainant’s appeal within 10 working days.  
 
Definitions  
Bullying behaviour: a pattern of repeated aggressive behaviour, with negative intent, directed 
from one person to another where there is a power imbalance. Bullying behaviour is a type of 
harassment and intimidation. This aggressive behavior includes physical or verbal behaviour, 
and is an intentional and purposeful act meant to inflict injury or discomfort on the other 
person. There are three critical conditions that distinguish bullying from other forms of 
aggressive behaviour including:  
1. Power: involves a power imbalance. Individuals who bully acquire their power through 
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physical size and strength, including status within the peer group, and/or by recruiting support 
of the peer group.  
2. Frequency: is repeated over time. Bullying is characterized by frequent and repeated attacks. 
It is this factor that brings about the anticipatory terror in the mind of the person being bullied 
that can be so detrimental and can have the most debilitating long-term effects.  
3. Intent to harm: is intended to hurt. Individuals who bully generally do so with the intent to 
either physically or emotionally harm the other person.  
 
Cyber bullying: bullying behaviour which is carried out through an internet service such as 
email, chat room, blog, discussion group or instant messaging. It can also include bullying 
through mobile phone technologies and new internet technologies in the future.  
Harassment: any unwelcome or unwanted act or comment that is hurtful, degrading, 
humiliating, or offensive to another person is an act of harassment. Of particular concern is 
such behaviour that persists after the aggressor has been asked to stop.  
Any of the following behaviours could be considered harassment:  

1. Condescending treatment that undermines another’s self-respect, name-calling, teasing, 
disrespectful comments  

2. Gossiping, spreading malicious rumours, “dirty” looks, social ridicule, public 
embarrassment  

3. Social isolation (“freezing out” or rejecting others), exclusion from a group, threatening 
to withdraw friendship  

4. Repeated unwanted communication  
5. Unwelcome jokes, innuendoes, insults, or put downs; taunts about a person’s body, 

disability, religion, attire, age, economic status, ethnic or national origin  
6. Insulting graffiti directed at an individual or group  
7. Unwanted and uninvited sexual attention, particularly when it is intimidating, hostile, 

or offensive to the recipient.  
 

8. Intimidation: Intimidation is the act of instilling fear in someone as a means of 
controlling that person. For example, any of the following behaviours could be 
considered intimidation:  

9. Verbal threats: threatening phone calls, threats of violence against a person or property  
10. Physical threats: showing a weapon, jostling, threatening to punch, stalking or following  
11. Defacing or stealing victim’s property  
12. Daring or coercing victim to do something dangerous or illegal  
13. Extortion (demanding payment or goods for a victim’s safety)  
14. Inciting hatred toward a victim  
15. Setting up a victim to take the blame for an offence  
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Disciplinary Policy  
Our objective is to foster in our students the care, respect and consideration for oneself, other 
individuals and their property, and to enable our students to develop a sense of responsibility 
and self-discipline through age-appropriate guidance and authority based on the principles of 
the Kimberley Independent School.  
Elementary  
In the elementary school, the teacher stands as a loving authority and a worthy model for the 
children. In giving guidance, setting boundaries and assigning consequences the teacher draws 
upon the longer-term relationship with his/her students and a deep awareness of each child’s 
individual temperament. The foundation of rhythms and routines established in early 
childhood is further developed by practice of good habits, which foster the emergence of self-
discipline.  
Junior High  
In junior high, the student’s strengthening sense of self-discipline is called upon when they take 
responsibility for their actions and accept the consequences of their behavior. Students are able 
to experience dignity and self-worth when they are able to redeem their actions through 
reparative or restorative activities. While students are experiencing a growing need for 
individual expression, teachers still set clear boundaries and consequences to meet the older 
student’s need for clarity, firmness and fairness.  
Continued Enrollment  
We believe that students will develop maturity, responsibility and self-discipline by engaging in 
the rich curriculum guided by the authority of their teachers and by experiencing the 
consequences of their actions within our school environment. However, when the teachers no 
longer believe they can affect transformation in a student due to the persistence and/or nature 
of a child’s behavior, the school may decide it is in the best interest of everyone that the student 
leaves the school.  
Refer to Student Codes of Conduct  
 
Guidelines for Discipline  
Day-to-Day Discipline Issues  

 Teachers set guidelines and expectations for students’ behavior and actions in their 
class, consistent with the School’s expectations as outlined in the Code of Conduct, and 
review them with their students.  

 Consequences for not meeting expectations will be assigned by the classroom teacher 
and will be applied in the context of the student’s transgression, the child’s age, his or 
her temperament and the history of the student’s behavioural conduct.  

 Consequences may include a detention, a letter of apology, an essay on the importance 
of respecting the rules.  

 If deemed necessary the teacher involved will contact principal/parents to report the 
student’s behavior.   Principal may choose to send the child home and your child must 
be picked up within one hour.  If parent is unavailable for pickup alternative 
arrangements must be made by parent. 

 If a discipline issue is continual, the class teacher will contact the principal who will 
then contact the parents to discuss and issue possible solutions. At this time, the class 
teacher should inform parents of the student’s status on the discipline policy.  

 In some cases of a more extreme nature, the class teacher and the principal may 
recommend an out-of-school suspension. The length of the suspension (not to exceed 5 
days) and whether it warrants a Contract for Continued Enrollment will be determined 
at this time. The student, parents and teacher will be informed of the suspension and 
the teacher will make a written report.  
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 The Board of Directors will be informed of the out-of-school suspension at its next 
meeting.  

 All inappropriate behaviour and resulting consequences will be reported to and 
documented by the student’s class teacher and the principal, if required.  

 
 Persistent Discipline Issues – Contract for Continued Enrollment  
 When a student’s misconduct becomes persistent, their actions may become a 

detriment to the learning environment for the other students. The class teacher and 
principal may initiate a Contract for Continued Enrollment for the student.  

 At the spring Parent/Teacher Interview, the class teacher and parents review the 
student’s re-enrollment for the coming year. The class teacher may at that time 
recommend the placement of the child on a contract until the end of the school year, or 
reintegrate the student in to the class.  

 Persistent Discipline Issues – Students with Special Needs  
 Some students may struggle with impulsive behaviour, and may or may not have a 

diagnosed special need. The school will strive to work with parents and other 
supportive professionals to ensure the student’s needs are met.  

 To ensure the safety of all students and allow educators to maintain a high quality of 
service. It is recommended that each classroom have no more than 2 students with 
special needs. The principal may modify the number of students with special needs per 
classroom, so long as safety and quality of learning are maintained. Factors influencing 
the number of students with special needs include: type and severity of special need, 
existing capacity in the classroom, meeting the needs of current students, obtaining 
additional resources to support the student with special needs.  

 If a student requires additional professional assessments and/or supports and has 
become a danger to him/herself or others, that student may be asked not to attend 
school until the assessments are completed and adequate supports are in place.  

 

KIS Society Appeals Policy and Procedures  
Parents and Students  
It is recommended that you initially speak to the teacher to try to resolve an issue. Then talk to 
the Principal, and if there is still no resolution, which you are satisfied with, contact the Board 
of Directors in writing and then make an appointment to address them directly.  
 
Procedural Fairness  
It is important to us as an organization that the procedures followed in making decisions 
affecting students or staff members are fair, and are seen to be fair. Fair procedures reassure 
students, parents and staff by providing integrity and consistency in respect to decisions made 
in the school, which in turn will help to avoid misunderstandings and disputes.  

 If KIS is intending to consider a matter which may affect a person’s rights, that person 
will be informed of the matter: the person will be given a reasonable opportunity to 
make oral written submissions to:  

 KIS Society on the matter being considered;  
 The person is entitled to know and answer the case against them, that is to say be 

informed of and given the opportunity to respond to all information submitted which 
might influence a decision, prior to the decision being made;  

 The person will be told the reasons for the decision;  
 KIS Society will act in a manner, which is unbiased, fair, and open-minded.  
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Procedural Fairness Regarding Student Infractions  
Students will be treated with respect and dignity and will know what is expected of them. KIS 
Society has a code of conduct and rules that are signed by both the parent and the students to 
ensure that they are aware of the expectations of the school.  
The requirements of procedural fairness; depends on the seriousness of the matter being 
decided. At the low end of the scale, an informal meeting between the principal or teacher and 
the student will appropriately deal with a minor infraction.  
A decision respecting the possible suspension or expulsion of a student will be considered at 
the high end of the scale because of the serious implications for the student. These cases call for 
careful observance of all elements of procedural fairness and a full hearing.  
In accordance with school policy, a student who is accused of breaching a rule will be notified 
of that of which he/she is accused, with the essential facts of what he/she is alleged to have 
done. In more serious cases, parents will be notified.  
An accused student will be given the opportunity to tell his/her side of the story in the form of 
an interview. This will then be recorded by the person conducting the interview and signed by 
the student. Where the incident is minor, the principal or teacher concerned can satisfy this. In 
more serious cases, the principal will become involved, and finally if the principal and 
student/parents cannot reach a satisfactory decision, then the principal and/or 
parents/student may appeal to the Board of Directors in writing for a full hearing process.  
Student/Parent Appeals  
In the case that a student and/or parent or the principal are not satisfied with the outcome of 
addressing a concern or issue together, they may appeal to the Board of Directors in writing for 
review of the issue. If a student or parent has concerns about the conduct of the principal, they 
may appeal to the “school official” on the Board of Directors for review, and possibly a full 
hearing. The Vice President and Chair of the Board in designated the “school official”. KIS  
 
Full Hearing Process with Board of Directors  

 In selecting the persons to hear an appeal, the Board of Directors will avoid those who 
have a close out of school relationship, family ties, or adversarial relationship with the 
student or student’s family, or a staff member who is closely involved in the incident.  

 Since Kimberley is a small community it may be difficult to find persons who do not 
have an appearance of bias regarding a particular appeal. In such situations the school 
will appoint a person(s) from outside the school community to handle the appeal.  

 The purpose of a full hearing is to give the student/parent the opportunity for a fair and 
unbiased review of the original decision.  

 The process will be limited to a review of the procedures followed by the original 
decision maker to ensure fairness and correctness. The Board does not have the power 
to overturn the original decision unless the Board found that a procedure was unfair or 
incorrectly implemented. In which case the Board would review the decision.  

 If the dispute warrants a full hearing with the Board of Directors, then the 
student/parent and principal will be given the opportunity to present their perspectives 
on the issue at hand.  

 The principal and the student/parent will be asked to leave the room while the Board of 
Directors discuss the matter and come to a decision.  

 The principal and student/parent will then return to hear the final decision.  
 There will be no retribution for pursuing an appeal or review.  
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Nutrition and Food Policy  
KIS encourages a healthy diet. Please do not send candy, soda pop, chocolate and other junk 
food. Healthy children are better able to learn. In fact, children with healthy diets have 
improved brain development and mental abilities, increased self-esteem, reduced anxiety, and 
less depression and hyperactivity. Schools provide the ideal setting to enable children and 
youth to make healthy eating choices that support the realization of their individual potential.  
Allergies – Nut Free Environment  
KIS is a NUT FREE environment. Please do not send your child with any nut products.  

 
Illness Policy ( COVID 19 Sickness Policy is in effect.  Please see Appendix A) 
KIS asks parents to please keep their child/children at home or seek alternative care 
arrangements for the following situations in which an illness is preventing a child from 
participating normal activities and/or is taking up more of the caregivers/teacher’s time from 
the other children than the staff ratio will allow.  
Conditions for Exclusion:  
- Pain – any complaints of unexplained or undiagnosed pain  
- Fever (100 degrees F/38.3 degrees C or higher)  
- Sore throat or trouble swallowing  
- Severe itching of body and scalp  
- Known or suspected communicable diseases  
- Headache or stiff neck  
- Yellow/green sinus discharge  
- Diarrhea/Vomiting  
- Scabies  
- Head lice  
- Shingles/Chicken Pox (open wounds)  
- Hepatitis A  
- Strep throat  
- Impetigo  
- Tuberculosis  
- Measles  
- Mumps  
- Pink eye (with discharge)  
- Ring worm  
- Rubella (German measles)  
- Whooping cough  
Conditions for Non-Exclusion:  
- Shingles/Chickenpox (with no discharge or covered wounds)  
- Colds without colored phlegm  
It is required to keep (or take) a child home when the child:  
- Is suffering from one or more of the above symptoms/conditions  
- Is not well enough to take part in the activities at school  
 
Ultimately, the care of the child is parent’s responsibility.  
Parents will inform the school within 24 hours of a diagnosis of a serious illness or contagious, 
communicable disease in the family. This is to protect staff and other families who attend the 
school.  
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Care of a Sick Child and Notification of Parents  
When a child becomes ill, we will make the child comfortable in a quiet place where he/she can 
rest and will be closely supervised.  
Parents will be notified immediately and agree to begin to making alternative work 
arrangements or arrangements for alternate care. If your child is seriously ill, you or an 
alternate must come for the child IMMEDIATELY. If we cannot reach a parent, we will call an 
emergency contact listed on the registration form or the child’s doctor may be contacted, 
depending on the seriousness of the illness.  

 
Medication Policy  
KIS School Society will only administer medication as prescribed by a doctor. Medication will 
only be administered in accordance with instructions and authorization from child’s parents. 
Medication is kept in a locked filing cabinet in the office and is administered by the staff. 
Procedure:  
Medication must be labelled and only from the original container or package with:  

1. Child’s name  

2. Name of drug or medication  

3. Dosage of drug or medication  

4. Date of purchase.  

5. Instruction for storage.  

6. Instruction for administration:  
 
A Medicine Administration Form must be completed at the office.  

 
Anaphylactic Policy  
Definition of Anaphylaxis  
Anaphylaxis is a severe allergic reaction that can be fatal, resulting in circulatory collapse or 
shock. The allergy may be related to food, insect, medicine, latex, etc.  
Purpose of the Policy and Procedures  
KIS is committed to taking a pro-active, positive position regarding the prevention of 
anaphylaxis. The purpose of the policy is to provide a process for dealing with anaphylaxis in 
the school.  
Strategy to Reduce Risk of Exposure  

1. Foods which “ may contain” nut warnings will not be served.  

2. Parents are responsible to read all labels prior to sending the food item to school.  

3. Staff purchasing foods on behalf of the KIS School must read food ingredients labels 
every time they purchase a product.  

4. Any persons supplying food to the children will be notified of all life threatening 
allergies.  

5. All children and staff will wash hands before and after handling food  

6. All surfaces will be cleaned with a cleaning solution prior to and after preparing and 
serving foods.  

7. All cleaning supplies, medicines and any other products that may be of danger and / or 
commonly produce allergic reactions will be stored away.  

8. Extra special supervision of anaphylactic children will be conducted during eating.  

9. Parents with children with anaphylaxis will provide an individual plan for their child 
prior to enrolment on our Anaphylaxis Emergency Plan form.  
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Individual Plan and Emergency Procedures  
Prior to enrolment, the parent/guardian will meet with the administrator/staff to provide 
input for the child’s individual plan and emergency procedures. This plan will include but is not 
limited to:  
 
Description of the child’s allergy Monitoring and avoidance strategies Signs and symptoms of 
anaphylactic reaction Staff roles and responsibilities  

1. Parent/guardian consent for administering allergy medication, sharing information and 
posting Emergency Plan (form attached to be completed by parent)  

2. Emergency contact information  

3. Location of Epi Pen  

4. Physician note for child to carry Epi Pen  
5. Parents are requested to advise the administrator/staff if their child develops an 

allergy, requires medication and/or of any changes to the child’s individual plan or 
treatment. Individual plans will be revised yearly and as directed by the parent or 
physician.  

6. Copies of individual plans are to be in each child’s file, emergency bags, and each child’s 
classroom.  

 
Emergency Protocol  

 One person stays with the child at all times  

 One person goes for help or calls for help  

 Follow emergency procedures as outlined in child’s individual plan  

 Call 911. Have the child transported to hospital, even if symptoms have subsided. 
Symptoms may occur hours after exposure to allergen  

 Administered Epi Pen is to accompany child to hospital  

 Administered Epi Pen is to be given to hospital employee or child’s parent for disposal  

 One calm staff must stay with the child until parent or guardian arrives. The child’s 
back-up Epi Pen auto injector should be taken  

 
Training  

 Each school year, all staff will be trained by a health professional, and/or 
parent/guardian of each child. Parent/guardian with an anaphylaxis child enrolled in 
the school will train the child’s teacher and assistant before the child attends class.  

 Staff, students and volunteers must review the school’s anaphylactic policy and any 
individual plans before they begin their employment and provide care and at least 
annually afterwards.  

 Volunteers and students are not permitted to administer medication unless under 
extreme circumstances, e.g., “staff member is unconscious.”  

 Training will include procedures to be followed in the event of a child having an 
anaphylactic reaction, recognizing the signs and symptoms and administering 
medication during our annual first-aid certification  

 Staff will conduct a check to confirm child(ren) have their required medication with 
them before each transition, (i.e., moving from the class to gym, leaving the school, etc.)  

 The staff will be required to sign and date that they have received training.  
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 KIS school administrator will keep a log on file of all training dates, trainers and staff 
signatures  

 
 
Tobacco and Vapor Policy 
Students: 

Students are not permitted to consume tobacco or vapor-related products at any time on 

school property.  Failure to comply with this policy will result in appropriate disciplinary 

action from the principal.   

Staff and Parents: 

Staff and Parents of KIS are not permitted to consume tobacco or vapor-related products at any 
time on school property.  Failure to comply with this policy will results in a formal written 
report to be submitted either to a professional file (staff) or directly to the parent.   

 
Special Needs Services Policy 
The Kimberley Independent School will provide Special Needs services as required, for 
identified students, if the school feels capable of meeting the needs of the student. This will be 
determined with consultation and input from staff and the students’ family. 
If Kimberley Independent School feels it has staff or facility limitations that will not allow for 
the student's needs to be met, then the school reserves the right to refuse or end enrollment. 
The Kimberley Independent School will not cover the cost of student testing to determine 
Special Needs.  Families must provide full disclosure of pre-existing conditions at the time of 
enrollment.  Special Needs funding, if applicable, will be distributed as outlined in the Special 
Needs funding Allocation section.  
 

Overdue Account Collections Policy 
The Kimberley Independent School must have authority to collect outstanding balances on 

accounts in arears.  The aim of this policy is to collect overdue balances on accounts from 

families who have received educational services from KIS in a school year other than the 

current year from the date of notice.   

The Kimberley Independent School will be seeking the following conditions from accounts that 

are overdue in previous school years: 

 30% minimum down-payment on the overdue balance. 

 A monthly repayment schedule, to be received by KIS on the 1st of each month, 

beginning the following month after down payment has been received (Example 300$ 

payed March 10, balance monthly repayment schedule to begin April 1st).  It will be the 

sole discretion of the principal and Board of Directors to decide on an appropriate 

repayment schedule for each individual case following the 30% down payment. 

Account holders seeking to make a full lump-sum down payment on an account in arears, or a 

larger than 30% down payment, are entitled to do so.  The Kimberley Independent School will be 

placing overdue accounts with a collections agency of their choosing if the following conditions 

are not met: 

 No communication has been received by KIS within 30 days of distributing a ‘Notice of 

Overdue Account’ to those families in arrears. 
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 No payment has been made towards the balance, in accordance with the monthly 

repayment schedule, without communication of circumstances with the Kimberley 

Independent School. 

  No payment has been made on an overdue account, in accordance with the monthly 

repayment schedule, for 60 days. 

 

Field Trip Policy (COVID 19 Plan in effect) See Appendix B 
Kimberley Independent School encourages teachers to enhance and deepen their students’ 

experience of the curriculum through field trips. The academic, social, cultural and physical 

developmental goals of the curriculum are to be central to the purpose of the field trips. 

Students are likely to be involved in several activities during the year. The safety and wellbeing 

of the students and adults on the field trip are of primary importance.  

 

Guidelines  

1. Teachers are to ensure that all the considerations of safety and wellbeing have been 
addressed and all the necessary preparations and precautions have been taken.  
2. The same high standards of behavioural conduct are expected, as outlined in the Kimberley 
Independent School Code of Conduct. The Disciplinary Policy is in effect while students are on 
field trips.  
3. Booking of Trips:  

 Trips will be booked approximately one month in advance when possible, in order to 
inform parents of outings  

 Parents will be asked to volunteer as soon as possible before the trip  

 Parent volunteers and guest speakers, guides, etc. must have a criminal record check 
completed  

 Parent drivers must have a driver’s license and a clean driver’s abstract  
4. Field trips will be kept within a reasonable cost.  
5. The chosen field trips will have a direct and reinforcing effect on the students’ studies, or 
offer opportunities for outdoor education, community service and/or character building 
activities.  
6. The agreement and cooperation of the students’ parents is essential for the success of the 
trip. Parents must provide written consent in advance of the trip for students to participate, 
and complete the Field Trip Medical Form for their child.  
 
Procedures:  
1. The safety procedures and protocols on the attached forms are to be carefully attended to in 
preparation for the trip. Every effort must be made to ensure that the safety procedures are 
followed for the duration of the trip.  
2. Teachers are to review with their students the standards of behaviour that will be expected 
of them on the trip. If the trip is in a natural setting, care and consideration of the environment 
will also be discussed.  
3. Teachers will ensure they include the following in their supplies:  
a. First Aid Kit(s)  
b. Sick bags  
c. Bucket  
d. Mobile phone and that the office has contact number noted  
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e. A class list with all medical and behavioural issues noted. As well as all emergency contact 
details for each child.  
f. The office should have full details of the following:  
i. Route taken to the destination.  
ii. The contact details of the destination.  
iii. Nature of the outing  
g. Medical information form should be given to each supporting adult relating to any of the 
children in their allocated group.  
4. At least one staff member going on the trip will be First Aid trained.  
5. Teachers will ensure that any preliminary or follow up work related to the trip is done. This 
does not have to take the form of a written activity  
 
Local Field Trips  
During the year the teachers at the school take the children out in the community on local field 
trips. These trips are within a three kilometer radius. These field trips are often spontaneous as 
schedules often change due to last minute changes such as weather. We ask all parents to sign 
an initial consent form allowing your child to participate in such outings and to use the school 
bus when necessary.  
Our commitment to our parents:  

 We will make sure all children are dressed appropriately  

 all children will be under staff supervision at all times  
 
Overnight Field Trips  
Procedures to be followed in the planning and execution of overnight trips are available from 
the school administrator.  

 
Wellness Policy  
 
Background  
1) Goal: To ensure that there is a common application and understanding of the need for 
nutritional, physical activity, and mental wellbeing guidelines in our school and the resulting 
positive affect for the health and academic achievement of all students.  
 
Nutrition:  
The Kimberley Independent School (KIS) community shall require that all foods made 
available on the school premise should offer children nutritious choices in accordance 
with the Guidelines for Food and Beverage Sales in BC Schools and Eating Well with 
Canada’s Food Guide.  
a) Food as Rewards: The staff at KIS chooses alternatives to food and beverage rewards for 
academic performance or desired behaviour.  
b) Food Served or Sold at the School: Food and beverages provided or sold by the school will 
follow the “Choose Most Often” and/or “Choose Sometimes” classification. This includes but is 
not limited to: food programs (Hot Lunch, taste-testing).  
c) Celebrations, Events and Holidays: At KIS, “Choose Most Often” and “Choose Sometimes” 
foods and beverages will be used at all celebrations, events and holidays. As stated in the BC 
Ministry of Health’s Guidelines for Food and Beverage Sales in BC Schools, foods and beverages 
from the ‘Choose Least Often” and “Not Recommended” categories are not suitable for 
distribution in schools.  
Celebrations and holidays at KIS include activities that do not focus on food.  
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d) Lunches: Staff, parents, and students will demonstrate a commitment to healthy eating by 
including foods from the “Choose Most Often” and “Choose Sometimes” guidelines in the 
lunches that they consume at the school.  
e) Fundraising: To support student’s health and school nutrition-education efforts, school 
fundraising activities will strive to include food from the “Choose Most Often” and “Choose A 
Sometimes” guidelines.  
f) Staff Role-Modeling: KIS staff recognizes the importance and impact that healthy role 
modeling can have on influencing student behaviours. All staff members are encouraged to 
choose food and beverages from the “Choose Most Often” and “Choose Sometimes” guidelines 
during school hours, school meetings and when interacting with students at school (e.g. staff 
will not drink soft drinks in the classroom or hallways.)  
g) Education: KIS staff will provide nutrition education to the school community to foster 
lifelong habits of healthy eating. This includes but is not limited to health class, physical 
education class, and all school sponsored events.  
h) Reverse Lunch for Elementary Students: In order to promote active play and then give 
students ample time to focus on eating, lunch time will occur after 20 minutes of recess activity.  

 
Sunscreen 

Please supply a labelled container of sunscreen if you wish your child to apply prior to 
being outside on sunny days.  Due to allergies KIS does not supply sunscreen.   
 
 

Physical Activity  
The Kimberley Independent School community shall require that Daily Physical Activity 
and active play be integral in our school schedule planning  
a) Daily Physical Activity: Every day students will receive at least 30 minutes and up to 45 
minutes of activity in compliance with the Provincial policy, (i.e., sufficient to raise heart rates) 
including scheduled physical education.  
b) School staff will report to parents on the attainment of the DPA requirement via report 
cards, as consistent with provincial guidelines.  
 
Positive Mental Wellbeing:  
The Kimberley Independent School community shall continue to support the positive 
mental wellbeing of staff and students by:  
- fostering a positive social environment  
- promoting cognitive, social, and emotional healthy development  
- minimizing barriers to development and learning  
- provide social/emotional support for students, families, and staff  
 
In promoting positive mental wellbeing, the staff and students of KIS will experience a state of 

inward readiness for learning and growth; enhanced self-efficacy; heightened awareness of 

personal strengths and capacities; presence of internal and external protective factors; 

personal resiliency; and self-determination or self-actualization. 
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APPENDIX A       COVID 19 Illness Policy 

During the stage 2 re-opening of Kimberley Independent School the following measures to 

reduce transmission in child care- grade 7 school settings will be incorporated into the existing 

illness policy: 

  Routine daily screening for all staff and students for the symptoms of a fever, cold, flu, or 

COVID-19 (first week by school staff then it will be parent responsibility) 

 Explicit COVID 19 policy (below) for students and staff Explicit COVID 19 policy: 

Administrator:  

School Administrators must ensure school staff are aware of their responsibility to assess 

themselves daily for symptoms of fever, common cold, influenza, COVID-19 or other infectious 

respiratory disease prior to entering the school. School Administrators must clearly 

communicate with parents and caregivers their responsibility to assess their children daily 

before sending them to school. 

Parents and Caregivers:  

Parents and caregivers must assess their child daily for symptoms of fever, common cold, 

influenza, COVID-19, or other infectious respiratory disease before sending them to school. 

Parents agree that they will not send their chid to school while taking medications to mask 

symptoms. Pre-K parents will sign a waiver stating that there are no symptoms or medication 

given each day at drop off. Parents will be required to pick up their child immediately if they 

develop symptoms throughout the day . Parents unable to pick up their child within 30 minute 

time frame must make arrangements for someone else to do so 

Students:  

All students who have symptoms of COVID-19 OR travelled outside Canada in the last 14 days 

OR were identified as a close contact of a confirmed case or outbreak must stay home and self-

isolate, including children of essential service workers who are ill. Students who become sick 

while at school will be sent home as soon as possible (no longer than 30 minutes). School will 

apply physical distancing, respiratory etiquette, and hand hygiene principles while waiting for 

pick up. School will contact 811 or the local public health unit to notify them of a potential case 

and seek further input. Students who are ill, including children of essential service workers, 

will not be permitted to attend school. Symptoms of allergies that are similar to common cold, 

influenza or COVID 19 will require a doctor’s note confirming that it is allergy related. Students 

with symptoms may return no sooner than 10 days symptom free (with a doctor’s note 

confirming they are not contagious or do not have COVID 19 they may return sooner). KIS will 

have a zero tolerance for any symptoms of a fever, cold, flu, or COVID-19 with but not limited to 

coughing or sneezing Those unsure if a student should self-isolate should be directed to use the 

BC COVID-19 Self-Assessment Tool. There is no role for screening students for symptoms, 
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checking temperatures at arrival, or COVID-19 testing. Such activities are reserved for health 

care professionals 

Staff:  

All staff that have symptoms of COVID-19 OR travelled outside Canada in the last 14 days OR 

were identified as a close contact of a confirmed case or outbreak must stay home and self-

isolate. Staff  who become sick while at school will be sent home as soon as possible. Staff that 

are ill will not be permitted to attend school. Staff must conduct daily checks for respiratory 

illness at drop-off by asking parents and caregivers to confirm the child does not have 

symptoms of fever, common cold, influenza, COVID-19, or other respiratory disease. Staff must 

assess themselves daily for symptoms of fever, common cold, influenza, or COVID-19 prior to 

entering the school. Symptoms of allergies that are similar to common cold, influenza or COVID 

19 will require a doctor’s note confirming that it is allergy related. Staff with symptoms will 

need to get a doctor’s note confirming they are not contagious or do not have COVID 19 within 

5 days and cannot return prior. KIS will have a zero tolerance for any symptoms of a fever, cold, 

flu, or COVID-19 with but not limited to coughing or sneezing for staff Those unsure of if they 

should self-isolate should be directed to use the BC COVID-19 Self-Assessment Tool. There is no 

role for screening staff for symptoms, checking temperatures at arrival, or COVID-19 testing . 

Such activities are reserved for health care professionals. 

 

APPENDIX B       COVID 19 Health and Safety Plan 

***** Please see separate attachment to email ***** 

 


