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GLOSSARY:

Active Member

Associate Member

AGM

ARA

CBE

CCSD

CCTCA

CCTC
CTCC

CSR

Convention Board

Convention Lead

Convention Year

DR

A full-time or part-time teacher (including substitutes) employed by a public
school Board in Alberta. Teachers working in central offices may elect to
retain their active member status and, as such, must attend their assigned
convention.

A certificated teacher who cannot be an active member but who elects to be a
member of the Association. Most associate members work in private,
reserve, and charter schools or are teachers working in community
organizations and universities.

Annual General Meeting, a meeting of all members in a local

Annual Representative Assembly, the parliament of the ATA where
policy changes and budgets are approved, which is held every May
Long Weekend

Calgary Board of Education, the public school Board employing ATA
Local 38 teachers

Calgary Catholic School District, the school Board employing
ATA Local 55 teachers

Calgary City Teachers’ Convention Association, the subgroup of the ATA
responsible for planning the Calgary City Teachers’ Convention

Calgary City Teachers’ Convention
Calgary TELUS Convention Centre

Council of School Representatives, the monthly gathering of an ATA locals’
school representatives

The decision-making body of the convention association consisting of voting
representatives from each member-local and the provincial ATA, plus non-
voting liaisons

The ATA Executive Staff Officer appointed by the Executive Secretary of
the Alberta Teachers’ Association to oversee teachers’ conventions and
coordinate the Association’s supports for convention boards

A one-year period in which a teachers’ convention is conceived,
organized, and held. This runs from initial March meeting of the CCTCA
Board to the February wrap-up meeting of the CCTCA Convention Board.

District Representative- a member of the provincial Executive council
that represents different regions of the province



EA

Executive

Fiscal Year

Guest Delegate

Member-Local

OOD Delegate

PDC

PEC

Staff Advisor

Summer Conference

Teacher-Delegate

TES

TOC

Executive Assistant, a hired position to assist with the organization and
operation of convention

A committee of the Convention Board consisting of elected table officers and
provincial ATA representatives who provide direction to the convention
association and oversee its operational needs

The period that runs from July 1 to June 30 each year.

A teacher from outside of Calgary or from a Calgary-area private/charter
school (also referred to as Guest Delegate)

The locals whose members are assigned to a defined convention, ATA
Locals 38 and 55 in the case of the CCTCA.

Out-Of-District Delegate, a teacher from outside of Calgary or from a
Calgary-area private/charter school (also referred to as Guest Delegate)

Professional Development Conference (held annually in the spring and fall of
each year)

Provincial Executive Council governs the ATA between ARAs

The Executive Staff Officer appointed by the Executive Secretary of the
Alberta Teachers’ Association to provide ongoing support to the convention
board

An annual ATA conference held in Banff to provide leadership training

A member of ATA Local 38 or Local 55 who attends the Calgary City
Teachers’ Convention

Teacher Employment Services, the ATA program area responsible for
collective agreements, benefits, health and safety, teacher working
relationships, conduct, and competence

The Table Officers Committee of the ATA’s Provincial Executive Council.
TOC rules on all requests from convention associations and determines when
to refer them to Provincial Executive Council.



1. MISSION STATEMENT

A mission statement outlines the strategic goals and values of an organization. The following is the
mission statement set by the Alberta Teachers’ Association for its convention associations:

Teachers’ conventions support professionalism and enhance student learning by addressing teachers’
professional needs, supporting professional collaboration, advancing effective teaching practices,
and providing motivation for reflective practice by exploring research and emerging educational
issues.

2. VISION STATEMENT

A vision statement provides a strategic road map for an organization. It provides direction for its
operation and guides transformational initiatives. The following is the vision statement set by the
Alberta Teachers’ Association for its convention associations:

The vision for teachers’ conventions of the Association consists of the following components:

e Engaging sessions that focus on enhancing the professional practice and leadership
development of teachers

e Professional appearance of the program and proceedings that reflect the high standards of the
profession

e Strong support from teachers across the province for their professional organization’s annual
convention as a time to promote the profession, public education and professional practice

e Effective links to other groups within the Association, as well as to other PD partners, in
developing and presenting the program

e Building of leadership capacity and succession within the Executive and Boards of the
convention associations

e Promotion of teachers’ conventions as a significant activity of the Association

e Strong support from parents, the media and the general public for teachers’ conventions as
one way that teachers improve the quality of teaching and support student learning in Alberta

3. CONVENTION BOARD STRUCTURE

Specific information pertaining to the following areas can be found in the CCTCA Constitution.

3.1 Membership

The CCTCA Convention Board consists of 14 voting members, including an ATA District
Representative, one ATA executive staff officer, elected members from Local 38 (8 members), and
elected members from Local 55 (4 members).



The CCTCA has five non-voting members: the CCTCA Convention Manager, the ATA Local 38
Executive Liaison, the ATA Local 55 Executive Liaison, the Local 38 PD Liaison, and the Local 55
PD Liaison.

The CCTCA Constitution outlines the distribution of members from each local, which is based on
the relative number of active members in both locals.

Members who have not been elected to represent a member-local can be elected or appointed
directly to the Convention Board as outlined in the CCTCA Constitution.

3.2 Election/Appointment of Members

Local 38 and 55 oversee the election of voting members to the CCTCA for a three-year term. These
elections occur at CSR meetings scheduled at the end of one convention year and before the
commencement of the next. This is typically the January CSR for Local 55 and the February CSR
for Local 38.

If a committee member vacates their position prior to the end of their three-year term, the Locals will
elect an interim member to the vacated position for the duration of the original term, not for a full
three-year term.

The CCTCA Constitution allows for appointing members who are not local representatives. The
number of appointed members cannot exceed 20% of the total Convention Board membership.

3.3 Removal of Members

The CCTCA Constitution outlines the circumstances under which a member can be removed from
the Convention Board, including removal and appeal processes.

3.4 CCTCA Executive

The members of the Executive team are outlined in the CCTCA constitution.

The executive's purpose is to provide guidance and direction to the committee and to continue the
business of the CCTCA between meetings and convention years.

The Executive can appoint, by motion, new positions to the Executive with particular expertise that
the Executive feels is needed by the Board as outlined in the constitution.

3.5 Election of Executives

The President is elected at the wrap-up meeting at the end of a convention year and assumes office at
the end of this meeting. The sitting President becomes the president at the end of this meeting.



Elections of other executive members are held at the first meeting of the new committee each
convention year. If a position remains vacant, the Executive may appoint someone (a member or
non-member) to this position. The executive has the specific power to appoint a Treasurer if one is
not elected by March 31.

The sitting past president chairs the election process, following the procedures outlined in the
CCTCA Constitution. Non-voting members are to act as ballot scrutineers.

3.6 Removal of Executives

The CCTCA Constitution outlines the specific situations and procedures for suspending, removing,
or replacing members and Executives.

3.7 Hiring a Convention Manager

When the position of Convention Manager becomes vacant, the CCTCA shall appoint a sub-
committee consisting of two members from Local 38, one member from Local 55, the District
Representative, and the ATA executive staff officer. The President(s) shall occupy one of the spots
allocated for local members. Chaired by the District Representative, this committee shall oversee all
aspects of the recruitment and selection process, including advertising, interviewing, and contract
negotiation. The appointment and approval of contract specifics of the Convention Manager occurs
by a majority vote of the CCTCA and must be approved by the provincial association as outlined in
the CCTCA constitution.

3.8 Termination, Resignation, and Renewal of a Convention Manager

Termination, resignation, and contract renewal processes for the Convention Manager are outlined in
their contract.

3.9 Liaisons

Locals are responsible for the selection processes for the appointment of Executive and PD Liaisons.

Calgary City teachers elect three District Representatives to the Provincial Executive Council, one of
whom will be assigned by the Provincial Executive Council as their liaison to CCTCA. This
individual may make motions and vote at convention meetings, but all DRs may attend any meetings
they’d like as non-voting observers. Should the lead DR not be able to attend a CCTCA meeting, an
alternate DR may attend as the voting PEC liaison.

3.10 Subcommittees and Ad-hoc Committees

The Convention Board or Executive may establish subcommittees and ad hoc committees to perform
assigned tasks or research/respond to emergent issues.



The entire Convention Board should be considered the Program Committee. All members are
responsible for finding speakers and contributing to the development of the overall convention
program.

4. Convention Board Meetings

The President(s) will set a meeting schedule at the beginning of the convention year. In general, the
CCTCA Convention Board meets on the second Monday of every month unless it is a holiday. A
wrap-up meeting is scheduled at the end of February to debrief the recent convention and elect a new
president. Ideally, the first meeting of the board will be held in March.

Board meetings are not held during July and August.

The CCTCA Executive will meet as needed throughout the year at the discretion of the President(s)
or at the request of other executive members. These meetings are scheduled for two hours and
adjourned unless a motion is made to extend. A second meeting would have to be scheduled.

The President(s) will chair all meetings unless they recuse themselves to participate in debate, are ill,
or another Executive member takes the chair in fulfillment of their duties (e.g., the past President
oversees elections).

Regular board meetings are scheduled for two hours and adjourned unless a motion is made to
extend. Convention Board members are expected to stay for the entirety of the meeting. Working
meetings may be held after the formal meeting is adjourned. During this time, members can
collaborate on program planning and subcommittees can meet.

Meetings are held in accordance with Robert’s Rules of Order using interpretations of these
parliamentary procedures available through the provincial ATA. CCTCA motions do not require
seconders. In general, the chair conducts business in a casual manner by maintaining a speaking
order list and keeping discussions and questions related to the agenda topic at hand. Rarely do
matters become so formal as to involve calling the question, tabling items, or challenging the chair.
All these motions are in order, and the District Representative or Executive Staff Officer can advise
the chair on how best to proceed.

4.1 Meeting Agendas

An agenda is essential to the smooth running of every meeting. The President(s) will chair all
committee meetings (as well as Executive meetings) based on the order presented in the agenda.

The agenda is sent out two days before the meeting. With committee approval, amendments can be
made at the start of the meeting. Reports sent in beforehand are included in the agenda.

The agenda and reports are sent out to all board members in accordance with the constitution.



4.2 Board Meeting Agenda Template

Calgary City Teachers’ Convention Association (CCTCA)
Convention Board Meeting Agenda
Location (as determined by the President(s))

Location Address
Date
Time

Present: (members and guests in attendance)
Regrets: (absent and sent regrets)
Absent: (absent but did not send regrets)

Call to order at XX:XX
Land Acknowledgment & Human Rights Statement

Welcome and Introductions

PR

Consideration of the agenda:

Motion: “BE IT RESOLVED THAT CCTCA adopt the agenda of the MMM DD, YYYY meeting”.

5. Adoption of minutes of the previous meeting:

Motion: “BE IT RESOLVED THAT CCTCA adopt the minutes of the MMM DD, YYYY CCTCA

Convention Committee meeting.”
6. President’s Report

7. Treasurer’s Report
7.1 Balance Sheet
7.2 Profit & Loss
8. Business Arising from the Minutes of the Last Meeting

9. New Business
10. Reports

10.1  Past-President’s Report

10.2  Executive Assistant’s Report

10.3  Secretary’s Report

10.4  Program Coordinator’s Report
10.5 Volunteer Coordinator’s Report
10.6  Social Media Coordinator’s Report
10.7  District Representative’s Report
10.8 ATA Staff Advisor’s Report

Motion: “BE IT RESOLVED THAT CCTCA receive the reports as presented...”

11. Liaisons
11.1 Local 38 PD Liaison Report
11.2  Local 55 PD Liaison Report
11.3  Local 38 Executive Liaison’s Report
11.4 Local 55 Executive Liaison’s Report
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12. Ttems for Next Meeting
13. Formal meeting adjourned at XX:XX
14. Next Meeting Date, Time, and Location

15. Upcoming Meeting Dates, Times, and Locations

4.3 Meeting Minutes

Meeting minutes are an accurate, objective record of the proceedings. Minutes from the past meeting
are shared electronically before the committee's next meeting. All members are required to read the
minutes for errors before the following meeting. Amendments to the minutes of the previous
meeting may be made with a motion and the committee's approval. Only members who attended the
previous meeting may move amendments and vote to accept the minutes.

All motions made during the meeting must be listed for easy reference at a future date.

The minutes of previous Board meetings are sent out in accordance with the CCTCA constitution. If
amended at a meeting, copies of the revised minutes must be distributed to the members. In
addition, adopted minutes are sent to the provincial Convention Lead for provincial record keeping.

4.4 Meeting Summaries

While it is not usually appropriate to post meeting minutes on the Convention website or release
these to non-members of the Convention Board, a summary of discussions and decisions can be
shared via their respective liaisons.

5. Official Communication

Although the President(s) is the official spokesperson for the CCTCA, the Secretary and Convention
Manager will provide valuable support by communicating with members, other bodies, and the
public. Any communication on behalf of the CCTCA must be approved by the President(s) and
members of the Executive before being sent out. This includes but is not limited to, letters,
contracts, confirmation emails, mass communication of any kind, information on CSRs, media
releases, and program information.

The Canadian Anti-Spam Legislation (CASL) limits the way organizations can contact individuals if
the communication's purpose is commercial. The CCTCA does engage in commercial
communication with exhibitors, out-of-district delegates, and local members. As such, the CCTCA
must adhere to CASL guidelines, and it is recommended that new individuals in the position of
Treasurer, Secretary, and Convention Manager contact the ATA Convention Lead for the required
training.
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6. Protection of Privacy
6.1 Privacy Legislation and Association Policy

The CCTCA is governed by both FOIP (The Freedom of Information and Privacy Protection Act)
and PIPA (The Personal Information Protection Act). As such, certain measures are required to
safeguard the information of teachers, speakers, and exhibitors, and specific regulations must be
followed:

e Downloaded databases, which include users’ personal and financial information, must be
kept on encrypted computers only.

e Ifthe CCTCA discovers that users’ personal or financial information has been accessed or
left accessible, CCTCA must inform the ATA Privacy Officer immediately.

e If the website and/or app servers are in the United States of America, this information must
be made explicit when members register. Whenever possible, the ATA Privacy Officer
should be asked to contact service providers to seek clarity on their policies for the storage,
use, and destruction of data.

The CCTCA should continually re-evaluate the sort of information it collects from teachers,
speakers, and exhibitors and the length of time this information will be kept and used.

The CCTCA shall follow ATA guidelines concerning deleting all user accounts from its website and
registration platform.

The ATA’s Privacy Policy can be found online.

6.2 Computer Use and Disposal

To ensure the protection of personal information collected from teachers, speakers, and exhibitors,
all Executive Members, as well as the Convention Manager and Bookkeeper, will be provided with a
laptop to use while they are in office. The Social Media Coordinator is also provided with an Ipad &
computer.

For accounting purposes, computers depreciate at 20% per year, so a laptop can be considered as
having no financial value after five years. CCTCA laptops tend to meet the needs of their users for
about five years before being replaced.

When a laptop reaches the end of its depreciation cycle, any board member interested in owning it
can enter their name in a draw. The winning member must pay CCTCA $1. They then have the
option of zeroing out the hard drive and providing proof to the secretary or accepting the laptop with
the hard drive removed.
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7. Budgeting

The budget approximates income and expenses that may change throughout the year. Where
possible, the Convention Board should approve known over-expenditures by motion.

Who Sets and Approves the Budget?

As per the ATA’s general bylaws and the standard constitutions for convention associations and
locals, the convention association is responsible for approving the convention budget.

7.1 Budget Setting

Each spring, the Treasurer develops a proposed budget for the convention year in consultation with
appropriate persons. The budget should be prepared in such a way as to provide the best convention
program possible with the prudent use of teacher-delegate fees.

7.2 Budget Approval

The budget is first approved by the Convention Board and is then presented to the executives of both
locals and then their CSRs for information purposes only.

An example of a suitable motion for the local to use is:

BE IT RESOLVED THAT the executive committee/council of school representatives of ATA Local
XX receive the proposed budget of the CCTCA as presented.

7.3 Convention Fees

Each convention association of the ATA sets fees that are charged to member-locals for each of their
active members.

The collection of member and other delegate fees represents the bulk of the CCTCA’s revenue, and
the convention association must pay GST on this income. It is not appropriate to charge member-
locals additional GST in addition to their per-member fee since locals are not able to receive GST
reimbursements, whereas the convention association is. For this reason, the CCTCA’s per-member
convention fee is inclusive of GST. Guest and out-of-district registrations can have GST added as an
additional charge.

The Per Member Fee Charged to Member-Locals

It is important to understand that this per-member convention fee is not a payroll deduction nor a
discrete amount included in a member’s provincial ATA dues or the supplementary levy charged by
the member-locals. The per-member convention fee only exists as a price point that appears on
invoices from the convention association when they charge their member-locals for the operation of
the annual convention. The member-local must budget for the total invoiced convention costs as
part of its operational budget. A local’s supplementary levy does not include a certain amount for

13



the per-member convention fee, it is just additional revenue that the local’s membership has
approved to meet the local’s operational needs and provide services to members.

Increasing the Per Member Convention Fee

The constitution outlines the process the convention board must go through to change the fees.

Should the CCTCA anticipate that a fee increase is needed for member-locals, the budget approval
process is a bit more complicated than what is described above. First, proposed budgets with and
without the reflected fee increase must be presented to the CCTCA Convention Board. If the
proposed budget with the fee increase is approved, the budget is then presented to the local executive
committees and CSRs as a notice of motion (which means that the motion must be presented at the
executive and CSR meetings scheduled at least one month prior to the meeting when a vote on the
motion will take place). The Convention President(s) and Treasurer should attend the meetings
where notices of motion and the motion are presented and should provide member-locals with a
rationale for the increase, including information about financial trends and changing costs.
Infographics and presentations have been very helpful over the past few years.

Suitable motions for the executive and council of school representatives can be worded as follows:

BE IT RESOLVED THAT the executive committee of ATA Local XX recommend that the council of
school representatives approve the requested convention fee of $XX per member per year, effective
September XX, 20XX .

BE IT RESOLVED THAT the council of school representatives of ATA Local XX approve the
requested convention fee of $XX per member per year, effective September XX, 20XX"".

If this motion passes at both local CSRs, the CCTCA President shall notify the ATA’s Convention
Factotum and Chief Financial Officer of the fee increase.

Once a fee increase has been approved, each local is responsible for determining how to integrate
this into their budget.

8. Chart of Accounts & Budget Notes

Common account lines are used by teachers’ conventions and specialist councils to compare income
and expenses. Budget line names may be renamed or added, but they should remain as close to the
original list (found in the ATA’s Convention Handbook) as possible.

The name of an individual line may not adequately describe the transactions that occur within that

part of the budget, so budget notes are provided below. Spending to any budget line that does not
align with the budget notes should be approved by a motion of the Executive or Convention Board.

8.1 Income Lines

4010 Local Members Registration

14



Locals 38 & 55 send cheques based on fees of $96/member/year (effective January 1, 2017).
Cheques are received twice per year (in October and January) based on the number of teachers in
each system. Dues are sent to Provincial by the CBE and CSSD. The Provincial ATA then sends a
rebate cheque to each local, which in turn sends one to CCTCA. The number of teachers employed
is constantly in flux, with either the school Boards paying more dues to the locals for extra staff or
the locals reimbursing the School Boards for fees collected for staff that no longer exist. As such, an
adjustment may occur in the subsequent school year, depending on the final numbers.

4012 Out-of-District & Guest Registration

Out-of-system delegates who wish to attend convention but are not members of Local 38 or 55 may
register for an additional fee. Provincial regulations govern the attendance of non-ATA members,
which is managed by the provincial ATA.

Education students registered in their last year of university at an Alberta university and are in a
professional practicum at the time of teachers’ convention receive complimentary registration
handled through the ATA. They must be members of the student ATA local at their university. If
their university does not have a student local, they cannot register.

4020 Exhibitor Fees

Revenue brought in by exhibitors renting space in the display hall. Booths are available to
exhibitors. The per-booth rate is adjusted to cover the cost of booth set-up and to offset the costs
affiliated with booth operations.

4036 Session Registration Income
The revenue collected to cover materials or related costs for specific sessions.

4040 Investment Income
Any revenue earned from GICs and other carry-over investments approved by the provincial ATA.

4050 Miscellaneous Income

Revenue from other sources, such as the on-site sale of replacement ID cards (4051), grants, loans,
and donations.

8.2 Expense Lines

5000 PLANNING

5001 Meeting Room Rentals
Cost for renting meeting space.

5002 Meeting Meals
The cost of food and beverages at regular CCTCA meetings and other Executive meals.

5003 Member Kilometrage/Parking

CCTCA members will be remunerated based on their travel to and from CCTCA meetings and any
parking expenses they incur. The kilometrage rate shall match the current ATA kilometrage rate.

15



Members may charge for kilometers to and from the convention venue.

Should a member resign before the end of their term, they shall be paid for all kilometrage up to the
date of resignation. Either at the end of their term or upon their resignation, should a member not
provide an expense claim form to the Treasurer, the Treasurer shall pay kilometrage based on
estimated travel from the member’s school to meeting locations and to their home.

5004 Member Meeting Allowances

Except when prevented from doing so by the policies of their locals or the provincial ATA, CCTCA
Convention Board members and Executives receive a $35 per diem for attending Executive and
committee meetings or other meetings that occur for CCTCA business outside of school time. When
committee business occurs during school time, the CCTCA covers the committee member’s
substitute costs, but an additional per diem is not received.

Meeting per diems are not paid to Executive members and Convention Board members who attend
the Summer Conference, semi-annual Professional Development Conferences (PDC), or other events
where the CCTCA or the ATA reimburses members for their expenses.

Should a member resign before the end of their term, they shall be paid all meeting allowances up to
the date of resignation. Either at the end of their term or upon their resignation, should a member not
provide an expense claim form to the Treasurer, the Treasurer shall pay meeting allowances based
on the attendance reflected in the approved meeting minutes.

5005 Position Honoraria

Executive members receive an honorarium from the CCTCA for the hours they work throughout the
year. This line also includes the CPP & EI contributions that the ATA pays for these individuals,
calculated at approximately 8% on top of each honorarium.

The honoraria amounts are currently set as follows:
President $2000 (if there are two co-presidents, they each receive $2000)
Past President $1000
Treasurer $2000
Secretary $1000
Volunteer Coordinator $500
Program Coordinator $1000
Social Media Coordinator $500
Additional executive members appointed by the convention board, as outlined in the
constitution, will receive an honorarium of $500

On the rare occasion that a member of the CCTCA should hold two or more Executive positions
during one convention year, this individual is entitled to the combined honoraria for both positions.

Should an executive member resign before the end of their term, they shall be paid a prorated portion
of their honorarium calculated as the number of months since they were elected to the point of

resignation divided by twelve months.

Previously, all CCTCA members received honoraria, taxable income from which each member
could claim expenses for CCTCA-associated work. Executive honoraria are taxable; the ATA will
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provide tax forms to Executives at the end of every year. Member kilometrage and per diems are
considered reasonable allowances for participation as Board members and are not taxable.

Please note that it is up to the Canada Revenue Agency to determine what expenses are reasonable;
any Executives or members who wish to claim other personal expenses for their work on the CCTCA
(such as office space, car expenses, etc.) need to be able to back up their expense claim with
appropriate documentation.

5006 Convention Manager’s Salary
The fee received by the Convention Manager is based on their contractual agreement with the
CCTCA. ltis anet fee with no deductions.

5008 Release Costs

In the fulfillment of their duties, some members will need to attend meetings during regular school
days. In these events, the CCTCA will arrange with the CBE and CCSD to pay for the cost of
substitute coverage on those days. CCTCA Convention Board members do not receive meeting per
diem for work done during the school day when a substitute has been provided.

5010 Uniform, Nametags, Gifts
The cost for logo wear for CCTCA members' identification during convention.

5011 Telephone & Internet
The Convention Manager charges CCTCA for a portion of cell phone costs as part of their contract.

5012 Postage

This line covers the cost of postage for the year. It also covers the rental cost of PO Box 42015 at the
Southland Crossing Regional Post Office. This has been the CCTCA’s business address for many
years, which is important since the CCTCA does not maintain an office space.

5014 Stationery & Supplies
The cost of consumable supplies such as paper, printer ink, labels, and envelopes.

5020 Provincial Meetings

The costs associated with Executives participating at provincial meetings (such as PDC, convention,
and Treasurer meetings) are covered by the ATA for 1-3 individuals per event. Additional member
participation comes at a cost to CCTCA.

5021 Summer Conference

The provincial association sets the criteria for who can attend the ATA’s Summer Conference in
Banff each summer. CCTCA covers any approved expenses not reimbursed by the ATA. If CCTCA
requests additional members to participate, all their fees are covered by the CCTCA.

5022 PD/Conferences

The President(s), Past President, Treasurer, and Secretary are entitled to access up to $1500 in
funding to participate in a PD activity to compensate for the fact that their role makes it very difficult
for them to choose any convention sessions to attend. With the Executive's approval, the Convention
Manager can participate in training events that help them in their role and/or attend ATA specialist
council conferences to recruit speakers.
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Such funds will be spent during the fiscal year that each executive member is in office and shall
expire if not spent before June 30. Should a member serve in another executive role the following
fiscal year, they shall be able to access another $1500 in that fiscal year starting July 1. Only with
the permission of the Convention Board may a member carry funds from a previous year into the
following fiscal year and/or combine unspent funds from the previous fiscal year with new funds for
the current fiscal year.

5027 Bank Charges & Interest
Monthly bank account and credit card fees, including interest on loans.

5028 Credit Card Processing Fees
The cost of processing credit card payments through Bamborra or other processors.

5030 Professional Fees (Financial, Legal, Advertising)

Payment for external professional services, including auditors for the preparation of year-end
financial statements, legal advice as needed, advertising through local media and social media, and
payment for interpreters during convention.

5040 Computer Equipment & Software
Purchase of laptops, printers, and software for Executives as approved by the committee

5041 Depreciation of Computer Equipment

The calculated depreciation of computer equipment calculated at a rate of 20% per year. This
money is budgeted to cover the replacement costs of convention equipment once it is fully
depreciated and is at the end of its usefulness.

5042 Website & App

This may be split into two separate lines: (5046) for initial funds spent on the development of new
websites and apps and (5047) for upkeep costs for existing website and apps. These lines include
domain name purchases, hosting fees, email service charges, and custom work.

5060 Storage
The CCTCA rents a storage locker on a yearly basis to house equipment and materials related to the
convention’s operations.

6000 CONVENTION EVENT

6001 Facility & AV Costs
6002 Facility Rental & Staging
All costs associated with renting and setting up (i.e., “staging”) host facilities. This line
includes event management costs.

6003 AV Equipment & Staff
This line covers equipment rental, internet services, staff, and troubleshooting services at
venues, as required.

6010 CCTCA Member Expenses
6011 Hotel Rooms & Parking
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The cost for hotel rooms, parking, and incidentals for CCTCA members during convention.
CCTCA pays for three Executives (President(s), Past-President/exhibit chair and one
Secretary) to stay at the hotel starting on Tuesday night. Generally, all other members check
in on Wednesday night and check out on Friday.

Committee members, including Liaisons, who work both days of convention are provided 2
nights of accommodation.

6012 Meals at Conventions
All committee members receive access to the Hyatt Regency Room. Meal allowances are
not provided.

6020 Speaker Costs
6021 Speaker Honoraria
The fees paid to speakers for preparing their sessions. Most keynote speakers are paid 50% of
their fee as a deposit upon booking and the balance a month prior to the convention. Since
the initial deposits are made in the previous fiscal year, they are charged to the 1016 Prepaid
Deposits line and transferred to 6021 Speaker Honoraria at the beginning of the fiscal year.

6022 Speaker Expenses
6023 Speaker Hotel & Room Charges
Accommodation costs and room taxes for out-of-town speakers. All expenses for keynote
speakers are paid (since they can charge the CCTCA for meals after convention), but most
speakers are responsible for the cost of their incidentals.

6024 Speaker Travel Expenses

Out-of-town speakers living further than 100 km from the CTCC receive a travel allowance
to get to and from the convention. For speakers within Alberta, this includes kilometrage and
may include a per diem to cover meals. In some cases, remote speakers may receive
kilometrage to the nearest airport and a paid flight to ensure that they are able to safely get to
Calgary and back home in February’s unpredictable weather.

The CCTCA uses points accumulated during the year to book flights to Calgary and back to
their point of departure. The bookings are done through a travel agency for a service fee.
Speakers who are flown-in receive a $250 travel allowance to cover the cost of ground
transportation and meals.

6025 Speaker Gifts

CCTCA may choose to provide small gifts of thanks to keynote speakers. These are placed
in the speakers’ hotel rooms prior to their arrival. This practice should be limited to gifts
under $25 and cannot include alcohol.

6028 Speaker Release Costs
Money used to pay school Boards for substitutes so out-of-town teachers can present at
convention. It is paid directly to the school boards upon receipt of an invoice.

6030 Food & Beverage Costs
6031 Hospitality Room
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Hospitality costs for the two days of convention including snacks, hot and cold beverages,
and some meals for speakers, bus drivers, and volunteers.

6038 Reception and Networking

The CCTCA hosts a reception for speakers, volunteers, and teachers. CCTCA pays for hot
and cold hors d’oeuvres and desserts for all guests.

Each committee members, including Liaisons, receive 2 drink tickets. No other drink tickets
are provided.

This also covers other networking events as approved by the board.

6040 Entertainment
If live entertainment is required during the reception, it is paid for from this line.

6050 Exhibit Costs
All costs associated with setting up the exhibit hall. This includes staging, electrical, and show
services staff who coordinate the loading dock and distribution of materials to and from booths.

6060 On-site Staff

Security personnel required at venues.

Fees for support staff at school locations may be negotiated in addition to rental charges. These fees
are required for on-site staff. Custodial and computer tech costs are determined by the rental
agreements with CBE and CSSD.

6070 Shuttle Service
This line covers the cost of operating an intrabus line to connect teachers with venues cost-

effectively. Contracts with bus operators should be reviewed annually to ensure cost-effective
services are utilized.

9. Financial Reporting
9.1 Monthly Reporting

At each regularly scheduled CCTCA meeting, the Treasurer provides a financial update, including
sharing the past month's profit and loss report, a budget vs actuals report for the fiscal year, and
current account balances.

Whenever possible, the Executive should provide details about significant upcoming expenses to the
committee as part of their reports and ask for support motions.

9.2 GST Reporting

The CCTCA must report its GST earned and paid to the CRA on a quarterly basis: from February 1-
April 30; May 1-July 31; August 1-October 31; and November 1-January 31.
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A GST report is prepared using Quickbooks but is essentially a calculation of 5% of all income
collected, less 5% of all expenses paid.

GST is filed online using Netfile. The CRA sends the CCTCA information with an access code one
month before the filing is due. To log in to Netfile, the Treasurer or ATA Accountant must enter the

CCTCA'’s Business Number (e.g., GST Registration Number) and the current access code sent out
by the CRA. If a current access code has not been received (or has been lost), a replacement code
can be generated, provided the Treasurer or ATA Accountant has a previous GST filing report.

Depending on whether the CCTCA collected more income or paid more expenses in the quarter, it
will either have to pay the Receiver General of Canada or receive a GST reimbursement.

9.3 Annual Audit

Nearing the end of the school year, the Treasurer and ATA Accountant will contact an approved
auditor to arrange for the preparation of the annual audit. The auditors will need the following
information from the CCTCA:
e Minutes from all meetings from the fiscal year
e Profit and loss reports and budget vs actual reports
e Monthly reconciliations, including account statements and supporting documents (such as
invoices) for all cheques and expenses
e (Copies of all correspondence with the Canada Revenue Agency
A list of all contracted commitments and prepaid deposits for the coming year
e FEither an exported copy of the Quickbooks files for the year (if using a desktop version of
Quickbooks) or access to Quickbooks (if using Quickbooks online).

Auditors will prepare their report using the information provided and additional information
provided by executives. A report should be generated in time for the September CCTCA meeting.
The CCTCA must formally receive the audited financials, then local executives, and then local
CSRs.

10. Contracts

All contracts and agreements must be signed by the President(s). The only exceptions are online
exhibitor contracts (which are automatic upon purchase) and those expenses that are part of an
Executive’s continued duties (e.g., the Convention Manager can offer speaker contracts without
making a motion to the Executive or Convention Board for each individual speaker, based on the
general approval of the Executive or Convention Board of the overall program).

Unless already included in an approved annual budget, any contract totaling $10,000 -$50,000 must
be approved by the Executive through a motion identifying the budget line to which the expense will

be charged.
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Unless already included in an approved annual budget, contracts totaling $50,000 or more must be
approved by the Convention Board through a motion identifying the budget line to which the
expense will be charged.

Contracts do not need to be approved by motion if permission to proceed has already been received.

10.1 Request for Proposals

To ensure the best pricing, the CCTCA should consider a ‘Request for Proposal’ for contracted
venues. Fee reviews should occur yearly, and no more than a two-year contract should exist at any
time. Comparative pricing by venue or service should be used for decision-making.

The Request for Proposal process is supervised by the President(s) and Treasurer, who may form an
ad hoc committee from CCTCA members to explore purchases. Recommendations from ad hoc
committees are brought forward to the Executive for discussion and to the general committee for
resolution.

10.2 Speaker Contracts

Once session proposals submitted through the website are accepted, speakers are provided with
legally binding speaking contracts. These contracts are based on a template developed by the ATA
and vetted by its legal representatives.

Where the CCTCA arranges for a speaker to present without having them submit a proposal, a
contract must be produced. Speaker Bureaus for keynote speakers provide contracts to the CCTCA.
The ATA Convention Handbook has a contract that can be used for keynote speakers who are not
represented by a bureau or agent.

Tax Waivers for American Residents

American speakers must fill out the Regulation 105 Waiver Application form, which can be found
on the Canada Revenue Agency website, to avoid having 15% tax withheld from their honoraria. If a
letter from the CRA approving the waiver is not received before the convention, the CCTCA must
withhold 15% of the speaker’s honorarium and submit it to the ATA. Speakers booked through
Speaker Bureaus handle this detail for the CCTCA.

11. Member Responsibilities

Every member of the Convention Board’s contributions is valued. Each member contributes by
attending meetings, liaising between the Convention Board and their local, and assisting with
completing required tasks.
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11.1 Meeting Attendance and Participation

If a member needs to miss a meeting, they must contact either the Secretary or the President(s) to
express their regret.

Any member of the Convention Board and/or Executive Committee who misses three (3) meetings
during one convention year shall be deemed to have abandoned their position. The member may
appeal to the Executive committee in person to seek reinstatement should extenuating circumstances
exist.

All members are responsible for keeping themselves informed regarding emergent issues by reading
the minutes of previous meetings and any reports or documents sent to them by other Convention
Board members.

Members can help maintain the organized flow of meetings by keeping new discussion items for the
agenda's Roundtable or New Business sections, holding their questions until after reports have been
delivered, and refraining from side-bar discussions.

11.2 Speaker Recruitment

Convention Board members are the chief recruiters of potential speakers from May to September
each year. They will pass along contact information for keynote speakers to the Program
Coordinator.

In early Fall, members attend an optional meeting to review session speaker proposals submitted and
support the approval process for session speakers.

11.3 Working On-Site During Convention

During convention in February, it is understood that Convention Board members work on-site to
support the convention wherever the need may arise.

Members are assigned to specific jobs prior to the February meeting. All committee members work
full-time during the convention. Liaisons are welcome to work, but it is not mandatory. All members
who work the full two days have the option of attending one day at Palliser’s Teacher Convention.
Substitute costs are covered by CCTCA.

The Executive may recruit volunteers to help support the CCTCA’s operational needs during
convention. Volunteers may only work an equivalent of 1 day.

Convention Board members may present during convention. Except for Executive members who

already receive an honorarium, other members may receive the standard honorarium for presenting
their sessions.
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12. Convention Program

Each year, CCTCA’s program is updated based on feedback from teachers, issues discussed by
convention associations, provincial ATA policy, and innovative new directions.

The CCTCA is a progressive professional development planner and often tries out new approaches
to convention planning.

12.1 Vision

The Vision of Conventions Convention programs should:

provide ample time and space for teachers to engage in a variety of meaningful learning and
reflection activities that promote the development of both individual and collective efficacy
all sessions (including keynote presentations) are linked to one or more competencies in the
Teaching Quality Standard or Leadership Quality Standard or the Association’s mandated
objectives, strategic directions, and priorities.

content of all sessions must be consistent with Association policy, reinforce the honour and
dignity of the teaching profession; and model the importance of high-quality, teacher-
directed professional development.

Teachers across the province understand the purpose of their annual conventions and
celebrate these events that allow them to renew their professional practice, reconnect with
members of their professional association, and promote their collective vision for public
education.

Teachers’ conventions continue to receive strong support from parents, the media and the
general public as significant professional development events that improve the quality of
teaching and student learning in Alberta

12.2 Keynote & Featured Speakers

A list of potential keynote and featured speakers are curated based on feedback from post-
convention surveys, other ATA subgroups, and CCTCA member recommendations. The number of
keynotes and featured speakers is ultimately determined by the number of appropriate spaces
available and the budget for the year. Committee members and the budget determine keynote
selection and fees paid.

The list of potential keynote speakers is then presented to the committee for their consideration and
discussion. Based on their suggestions, the Convention Manager contacts the speakers or speaker
agents to secure their spots.

Typically, the CCTCA looks for 7-8 “anchor” speakers who will create interest in the convention.
These speakers are scheduled strategically to build and sustain energy/convention attendance.
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12.3 Number of Sessions

There are approximately 70 different available spaces at the Calgary TELUS Convention Centre,
Glenbow Museum, and Hyatt Regency Hotel (including specialty areas at schools in surrounding
areas, Telus Spark, the Calgary Zoo, and other off-site areas). Since 2013, the CCTCA has been
scheduling 7 sessions, with most of the program ending mid-afternoon on Friday.

1t is extremely important to note that this number does not take into account popular sessions that
require convention rooms to be combined into larger spaces to accommodate more delegates or
tables to work at. In addition, half-day sessions count as 2 session blocks, and full-day sessions
count as 4 session blocks.

12.4 Specialist Councils

The CCTCA tries very hard to provide sessions that are relevant for teachers regardless of their
subject specialty. Sometimes, however, this cannot always be accomplished for teachers working in
extremely specialized fields (such as secondary music, career and technology studies, or second
language instruction). The CCTCA is working hard to communicate with members of both locals
that specialized PD is best accessed through ATA Specialist Councils and their conferences and that
the Calgary City Teachers’ Convention can certainly provide new opportunities to meet other
professional learning goals (related to assessment, cross-curricular programming, for example).

13. Convention Attendance

https://teachers.ab.ca/professional-development/teachers-conventions/convention-attendance-details
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