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1.  TEACHERS’ CONVENTIONS 
 

1.1  Historical Perspective 
 
The First Teachers’ Conventions 
 
Teachers’ conventions began in the 1890s as Department of Education events so that school 
inspectors could meet annually in the fall with teachers at one school in each community. 
Conventions provided an opportunity for inspectors and superintendents to give instructions, 
often first chastising teachers and then directing them how to teach correctly. When the Alberta 
Teachers’ Alliance charter was approved in 1917, teachers began using their voting power to 
control decisions made at conventions and program offerings began to evolve. The 1920 
Medicine Hat Teachers’ Convention had as its theme “How to Raise the Standard of the 
Teaching Profession and to Create Enthusiasm for It.”  
 
Right from the beginning, there was debate over teachers using school days for convention and 
being paid for those days. Apparently, some school boards balked at having to pay teachers when 
they were not in the classroom. It was reported that “the rule was that teachers must be either in 
the convention hall or in the classroom during convention or suffer the economic consequences.” 
This “rule” has continued in a similar form for some 100 years. 
 
For the next 20 years, conventions were a venue to encourage teacher membership in the 
Alliance. The exception to this was the outright cancellation of the 1931 conventions by the 
Minister of Education who apparently had no right to override the School Act and departmental 
regulations which permitted teachers’ conventions. By 1937, teachers passed resolutions at 
conventions for the Department to turn over control of conventions to the newly named Alberta 
Teachers’ Association (ATA). The ATA promised big-name speakers, sharing of costs between 
the ATA and the convention associations, and increased teacher participation through 
workshops, panel discussions and regional or divisional meetings. Up to half a day was allocated 
for ATA business, including meetings of locals and time for members of Provincial Executive 
Council to speak to teachers. Convention boards were directed to send a copy of the program to 
the Department of Education and to the executive secretary of the ATA. 
 
Conventions Transferred to the ATA 
 
The passage of the Teaching Profession Act of 1935 included Section 4(b), which stated that one 
of the objects of the Association was to improve the teaching profession. In 1940, the 
Department of Education, normal schools and the Association met to discuss transferring 
conventions to the ATA. This transfer took place in 1942.  
 
Through the 1950s and 1960s, between 15 and 20 conventions were held each year across the 
province. In 1954, Edmonton was the first convention district to hold its convention in a hotel 
rather than a school. In 1964, professional development consultants were assigned to conventions 
and five years later, conventions became one of six areas of the professional development 
program of the ATA.  
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In the 1970s, specialist councils began providing small group sessions at some conventions and 
convention representatives were invited to the Fall Professional Development Area Conference 
(PDAC). The number of conventions continued to decline to 11. The Declaration of Rights and 
Responsibilities for Teachers in 1984 provided a focus for professional development in general 
and teachers’ conventions in particular:  

Teachers have the right to base diagnosis, planning, methodology and evaluation 
on professional knowledge and skills, and have the responsibility to review 
constantly their own level of competence and effectiveness and to seek necessary 
improvements as part of a continuing process of professional development. 

 
The 1980s ended with the introduction of Section 97(1)(d) of the School Act of 1988 designating 
“two days on which a teachers’ convention authorized by the Alberta Teachers’ Association is 
held” as teaching days. 
 
Task Force on Teachers’ Conventions (1995) 
 
The Task Force on Teachers’ Conventions (TFTC) was established in 1995 with duties to review 
structure, mandate, governance, districting and linkages of convention associations and to 
consult convention associations, specialist councils, locals, delegates at Summer Conference and 
consortia. The committee met with PD consultants and participants at Spring PDAC, developed a 
survey for active members and received submissions from convention associations.  
 
The final report presented to Council in September 1995 recommended maintenance of the 
current 10 conventions, introduction of standard constitutions for locals and conventions to 
provide congruence, clarification of the mandate of convention and changes to the administrative 
guidelines prescribing the process locals must follow to withdraw from one convention and join 
another.  
 
Conventions were to collaborate with “various agencies planning and providing PD opportunities 
for teachers,” including specialist councils and consortia. The convention seminar was 
established, and the spring convention meeting was suggested. Conventions were recognized as 
an important PD opportunity for teachers. A wide variety of sessions were to provide choices for 
teachers and the Association was to be given a high profile, including banner, display booth and 
presentation of sessions on “current issues in education.” District representatives continued to 
attend convention meetings on behalf of the Association. Professional development consultants 
were also assigned to be the liaison between locals, PD committees, convention associations and 
the provincial Association.  
 
Growing Importance of Professional Development 
 
For years the Association has provided professional development through its local PD 
committees, specialist councils and teachers’ conventions, and these efforts have gone largely 
unnoticed. However, the government and educational stakeholders now recognize the power and 
resources connected to professional development.  
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After the first sabbatical clause was negotiated for a collective agreement over half a century 
ago, PD clauses began to appear in collective agreements. PD had moved into the realm of 
employment, working conditions and financial considerations.   

Following a cooperative effort with educational partners in 1997, the Teaching Quality Standard 
was established to outline the standard of knowledge, skills and attributes for teachers. In 1997 
the Minister of Education approved the provincial policy on Teacher Professional Growth, 
Supervision and Evaluation. As part of ongoing professional growth and supervision, teachers 
were to develop an annual teacher professional growth plan (TPGP). Developing a professional 
growth plan requires teachers to reflect on their professional practice, determine strengths, 
identify areas for growth and develop plans regarding their professional growth. The two days 
available for individual professional development provided by the ATA conventions provide key 
opportunities for teachers to achieve goals identified in their TPGPs. For some teachers, because 
of school- and jurisdiction-directed PD days, the two days of teachers’ convention are the only 
days during the school year in which they can pursue their individual professional growth plan 
goals.  
 
Alberta’s Commission on Learning  
 
In October 2003, the Association was surprised with the text of Recommendation 72 when the 
Report of Alberta’s Commission on Learning (ACOL) was released. It noted that legislation 
entitled teachers to attend the annual two-day teachers’ convention with the “opportunity to share 
experiences with colleagues and to learn about new approaches, innovations and learning 
resources.” It went on to say: 

However, based on research on the most effective professional development 
activities, it is clear that the importance of school and school system professional 
development outweighs the value of one-time, off-site conferences. Given the 
limited time in the school year, the Commission’s view is that these two days 
would be better spent providing professional development at the beginning of 
every school year or providing ongoing time for professional development 
throughout the year.  

Therefore, the Commission believes that the legislated requirement for an annual 
teachers’ convention should be removed from the School Act to provide greater 
flexibility in meeting the professional development needs of teachers and schools.  
(p 120) 

 
A strong defence of teachers’ conventions was launched to retain ATA authorized conventions. 
Teachers’ conventions were one of four hot-button issues identified by the Association in 
response to the Commission’s report. Teachers’ conventions were viewed as one of a limited 
number of opportunities, and perhaps the only opportunity, for teachers to direct their own 
professional development. Conventions provided teachers with program sessions outside of 
school or jurisdiction goals, as well as opportunities to identify trends and learn about new 
pedagogy to pursue for future professional development activities. The networking aspect of 
conventions, the high quality coupled with low cost, and the economic benefit to communities 
where conventions took place were also cited in the Association action to defend conventions. 
Although Recommendation 72 was accepted by the Minister of Education, the section on 
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teachers’ conventions was not endorsed by the government, and teachers’ conventions remain 
under ATA authority.  
 
1.2  Current Perspective 
 
Recent Developments 
 
The objects of the Association as stated in the Teaching Profession Act are to provide and 
develop leadership and programs that will enhance individual teacher competence, teaching as a 
profession and the cause of public education. 
 
The primary goal of the Association’s professional development program is to establish and 
maintain high standards of professional practice. Progress towards this goal requires the 
advancement and promotion of Association policies related to professional development.  
 
Since the work of Alberta’s Commission on Learning, the Association has undertaken an analysis 
of convention programs, initiated discussions about attendance with the Alberta Schools’ Athletic 
Association (ASAA) and expanded the agenda of the spring convention meeting. The changes to 
the Teaching Profession Act in 2004 gave some central office staff the right to opt out of active 
membership and to become associate members or not be members of the ATA at all. Provincial 
Executive Council declared that members who opted out of the highest level of ATA membership 
would not be eligible to attend teachers’ conventions. Convention boards were directed to develop 
guidelines to ensure that conventions were open only to eligible members and invited guests.  
 
As a professional organization, the Association strongly values teachers’ conventions and 
recognizes both the professional and legal obligations that teachers have to attend. 
 
Committee on the Review of Teachers’ Convention 2005–06 
 
The Alberta Teachers’ Association (ATA) established the Committee on Review of Teachers’ 
Conventions in September 2005. The committee was established in part because it had been 10 
years since a review of teachers’ conventions had been undertaken and in part because of the 
changing PD landscape, including the 2003 Alberta’s Commission on Learning (ACOL) 
recommendation to remove the stipulation for two days of teachers’ conventions from the School 
Act. The ATA strongly supports teachers’ rights to professional development and the key role 
that teachers’ conventions play in providing quality individual professional development. The 
intent of the Report of the Committee on Review of Teachers’ Conventions was to enhance 
teachers’ conventions and teacher leadership within the profession. 
 
The report cited the prodigious work of the many volunteers who serve on the 10 convention 
boards and the provision of high-calibre, leading-edge, research-based sessions delivered in a 
cost-effective manner in comparison with most other professional development events of 
similar size and scope.  
 
Convention associations were recognized as careful stewards of the thousands of dollars in 
convention fees paid by active members of the Association. 
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Recommendations in the report centred on several key themes: 
 

• Renewed mission and vision to promote the profession and the professional image of 
teachers. 

• Constitutional changes to clarify and strengthen the governance link with locals through 
convention board representatives and with the provincial ATA through district 
representatives.  

• Development of consistent financial procedures, including standard chart of accounts, 
budgeting procedures and annual financial statements. Convention fees will also be 
collected based on teacher numbers used to calculate the local fee rebate. 

• Strengthening conventions as key ATA professional development events through use of a 
PD planning process involving local PD committees and specialist councils, as well as 
linkages with other PD groups in program development. 

• Creation of standard evaluation practices for conventions, as well as the development of 
an annual report for convention associations. 

 
The committee also reviewed attendance matters and made recommendations to facilitate the 
work of convention attendance committees based on the Protocol for Convention Attendance 
approved by Provincial Executive Council in 2004.  
 
In summary, the Committee on Review of Teachers’ Conventions endorsed teachers’ 
conventions as an excellent opportunity for teachers to improve their professional practice, and 
that all decisions regarding conventions should be made with the renewed mission and vision in 
mind. 
 
Current Focus 
 
Considering the current climate in education, the role of teachers’ conventions in professional 
growth is a key element in the professional image of teachers. There is a need to ensure a clearly 
identifiable professional atmosphere for teachers’ conventions. Raising the profile of the ATA at 
teachers’ conventions demonstrates that teachers, through their professional organization, have 
worked hard to plan, organize, implement and evaluate the two days of top quality professional 
development opportunities.  
 
The professional quality of these events should be clearly visible from convention to convention. 
The same ATA identity should be evident in letterhead, banners, websites and any other 
communications. The provincial Association provides guidance as well as resources to create 
this identifiable, professional atmosphere. 
 
Given that teacher attendance is obligatory, convention boards should develop annual programs 
of general interest to teachers at all levels, for a variety of curriculum areas and improved 
pedagogy. Teachers’ conventions currently provide this through convention speakers, 
workshops, exhibits and networking opportunities. Teachers’ conventions must focus on relevant 
professional development opportunities for teachers to assist them in realizing their individual 
plans for increased professional growth. 
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Each convention association’s handbook should include a section on the development of 
operational goals consistent with the new Association mission and vision statements for 
conventions. These operational goals should reflect the demographic and regional needs of each 
convention association and should be revisited on a regular basis by the convention board.  
 
Convention is one of a number of interdependent professional development forums for teachers. 
The opportunities provided complement and/or supplement other components of a 
comprehensive program. Conventions represent hundreds of volunteer hours of teachers on 
convention boards and thousands of dollars in fees paid by members and are viewed by the 
Association as the premier event in the PD annual calendar.  
 
1.3  PD Framework for Professional Development in Alberta 
 
Professional development takes many forms and is provided by many different people and 
organizations with the goal of enhancing learning for students. As described in the PD 
framework for professional development in Alberta, effective professional development activities 
at teachers’ conventions shall include the following: 
 
Content—Convention sessions are based on research and build on established knowledge, skills 
and attributes. The program provided is designed to enhance implementation of curriculum, 
instructional techniques and assessment techniques. In addition, sessions enhance pride in being 
a member of the teaching profession and motivate teachers to further explore and study topics of 
interest, areas of need and new research on effective practices in education. 
 
Process—Conventions provide opportunities to engage teachers in collegial dialogue. 
Conventions encourage teachers to explore, think critically and reflect on their professional 
practice to identify action strategies and solutions for issues of common concern. 
 
Context—Conventions are professional development activities that respect the professional 
judgment of teachers in determining their needs. 
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2.  TEACHERS’ CONVENTIONS—A PROFESSIONAL DEVELOPMENT 
     ACTIVITY 
 
2.1  The Alberta Teachers’ Association and Professional Development 
 
Objects of the Alberta Teachers’ Association 
 
The Teaching Profession Act of Alberta specifies: 
4     The objects of the association are  

(a) to advance and promote the cause of education in Alberta; 
(b) to improve the teaching profession 

(i) by promoting and supporting recruitment and selection practices that ensure 
capable candidates for teacher education, 

(ii) by promoting and supporting adequate programs of preservice preparation, 
internship and certification, 

(iii) by promoting the establishment of working conditions that will make possible 
the best level of professional service, 

(iv) by organizing and supporting groups that tend to improve the knowledge and 
skill of teachers, 

(v) by meetings, publications, research and other activities designed to maintain 
and improve the competence of teachers,  

(vi) by advising, assisting, protecting and disciplining members in the discharge of 
their professional duties and relationships, and 

(vii) by assessing the professional competence of its members by means of a 
professional practice review process provided under the bylaws of the 
Association; 

(c) to arouse and increase public interest in the importance of education and public 
knowledge of the aims of education, financial support for education and other 
education matters; and 

(d) to cooperate with other organizations and bodies in Canada and elsewhere having the 
same or like aims and objects. 

 
These objects provide the justification and foundation for all Association efforts. To accomplish 
its goals the Association has been organized into four main program areas: Government, 
Professional Development, Teacher Welfare and Member Services. All efforts are directed 
toward providing better service, improving the status of teaching, and advancing and promoting 
the cause of education. 
 
Professional Development 
 
Within the context of the Teaching Profession Act and the Code of Professional Conduct, the 
Alberta Teachers’ Association (collectively and individually) has an obligation to provide and 
develop leadership and programs which will enhance individual teacher competence, teaching as 
a profession and the cause of education. Such activity is called “professional development.” 
 

 
- 7 - 



 

The primary goal of the Association’s professional development program is to establish and 
maintain high standards of professional practice. Progress towards this goal requires the 
advancement and promotion of Association policies related to professional development and the 
design and delivery of activities for improvement of education, the individual teacher and the 
teaching profession. 
 
Association policies in this area cover such topics as teacher education and certification, 
curriculum, student evaluation, inservice education, professional performance evaluation, special 
education, early childhood education, computer education, organization and administration of 
schools, research and development, professional development, school improvement and the 
processes of teaching. 
 
Reflecting the importance of professional development of the individual teacher is the fact that 
approximately 40 per cent of the total Association professional development budget is devoted to 
improving teaching practice. This includes a budget devoted to the support of teachers’ 
conventions, specialist councils and local professional development activities. This would also 
include the Association’s provision and promotion of workshops and courses and the work of the 
Association instructors and administrator instructors. 
 
The Association believes that when the qualifications, experience and competence of teachers 
increase, the status of the profession also advances. Enhancement of the role of the Alberta 
Teachers’ Association and its members in curriculum development, teacher evaluation, teacher 
education and certification, teachers’ conventions, specialist councils, inservice education and 
staff development indicates greater recognition of teachers as professionals. 
 
Teaching is a profession. It embodies knowledge and skills unique to members. It requires 
freedom of thought and action and a rigid adherence to individual and social responsibilities. The 
Alberta Teachers’ Association, as a professional organization, represents the combined efforts of 
its members as they make common cause for the improvement of education. 
 
The teaching profession has been and is concerned with all aspects of formal education as 
provided in the schools, colleges and universities. While recognizing the role the church, home 
and community may play, the Association and its members have an obligation to advance and 
promote the cause of education. Consequently, the Association is interested in continuous 
improvement of content and methods of education, in improvement of teacher competency, in 
encouraging suitable young people to consider teaching as a career and in obtaining for every 
teacher conditions of work that make it possible to deliver high quality education. 
 
In addition to the Association’s program at the provincial level, three major Association 
subgroups play important roles in reaching professional development goals. These are local 
professional development committees, teachers’ conventions and specialist councils. The 
activities of these groups are interdependent, each providing a unique service to the professional 
development of teachers. A major portion of the activity undertaken by these groups is directed 
toward fulfilling objectives in inservice education, but all three have become increasingly diverse 
in the scope of their concerns and make significant contributions to a wider range of professional 
development. Each group should recognize the opportunities provided by the others and should 
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use these opportunities to enable its own efforts to be of most benefit for the greatest number of 
teachers. 

The combined efforts should produce a continuous program of professional development that 
will enable teachers to enhance teaching practice and where necessary alter practice to provide 
the best educational opportunities for students. 
 
Local Professional Development Committees 
 
Local associations are expected to provide leadership, motivation and assistance in meeting the 
professional development needs of their members. This responsibility is often supplemented by 
assistance from the provincial Association. Assistance from the provincial Association can come 
from staff, professional development facilitators, Association instructors, summer conference 
and professional development area conferences. Questions that local professional development 
committees may have in the areas of curriculum and teacher education and certification can be 
referred to the Association through staff and/or district representatives. The local professional 
development committees have the responsibility of advancing and promoting the cause of 
professional development at the local level. Local professional development committees can also 
assist in coordinating local professional development programs. 
 
Teachers’ Conventions 
 
Following the review of teachers’ conventions in 2006, Provincial Executive Council approved a 
new mission statement for teachers’ conventions. The mission statement is as follows: 
 

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

In addition to the mission statement, the following vision for teachers’ conventions was 
developed: 
 

• engaging sessions that focus on enhancing the professional practice and leadership 
development of teachers 

• professional appearance of the program and proceedings that reflect the high standards 
of the profession  

• 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  

• effective links to other groups within the Alberta Teachers’ Association, as well as to 
other PD partners, in developing and presenting the program 

• building of leadership capacity and succession within the executive and boards of the 
convention associations 

• promotion of teachers’ conventions as a significant activity of the Alberta Teachers’ 
Association 
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• 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. 

Conventions operate in accordance with formal constitutions and each year a large number of 
local teacher representatives serve on convention boards and committees. These teachers give 
freely of their time and energies in planning a convention program for teachers in their respective 
districts. As conventions are required under the School Act, attendance is a professional and legal 
obligation. 
 
Specialist Councils 
 
One of the major professional development needs of teachers is to maintain competence in the 
particular specialty for which they have responsibility as practitioners. The Association has 
organized specialist councils in subject and specialty areas for the purpose of providing 
opportunities to meet this need. While not intended to meet all professional development needs 
of their members, councils provide some of the opportunities, motivation and leadership that 
teachers require for professional growth. Specialist councils also provide an opportunity for 
classroom teachers, administrators, university personnel and Alberta Education staff to meet and 
work as colleagues interested in the education of Alberta children. 
 
As a result of a resolution passed at the 2007 ATA Annual Representative Assembly, the ATA 
provides complimentary membership in a specialist council as a benefit of active membership. 
Each active ATA member has the annual opportunity to choose membership in one specialist 
council at no charge. Beginning in September 2007, ATA active members can use the ATA 
website to log in, update their teaching information, and select their membership in a specialist 
council. 
 
Note that even though membership is no cost, teachers must still renew membership every 
September. 
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2.2  Position Paper on Professional Development [1991, revised 2001, 2011] 
 
Rationale and Background 
 
Change is an undisputed part of our world, whether it is technological, societal, economic or 
political. The teacher is a significant change agent in the learning process and the primary force 
for implementing and sustaining change at the classroom level. As teachers are central to 
meeting the goals of education, career-long professional learning and development opportunities, 
supported by all stakeholders, increase the potential for Alberta teachers to meet the needs of a 
rapidly changing learner demographic. Initial teacher education is but a beginning; teachers 
require an ongoing program of professional growth to meet ever-changing demands. To prepare 
teachers not only to keep pace with changes in technology, curriculum, teaching techniques and 
social realities, but also to predict future needs of their students and the educational system, 
professional development must be an integral part of a teacher’s professional life. Education 
must be part of the change if it is to fulfil its mandate of preparing young people not only to live 
in the world but also to direct and control the changing world. Professional development is 
integral to the success of any education change and must be reflected in the school and school 
jurisdiction improvement plan. 
 
A program of continuous professional development, which incorporates the principles of sound 
research into professional practice, is a key factor in the change process for education and as 
such is an important part of The Alberta Teachers’ Association’s program of service to its 
members. This belief is embedded in the 1935 Teaching Profession Act, which states in part, 
“The objects of the Association are to improve the teaching profession by organizing and 
supporting groups which tend to improve the knowledge and skills of teachers and by meetings, 
publications, research and other activities designed to maintain and improve the competence of 
teachers.”  
 
This belief is further enhanced by the Declaration of Rights and Responsibilities for Teachers, 
which states, “Teachers have the right to base diagnostic planning, methodology and evaluation 
on professional knowledge and skills, and have the responsibility to review constantly their own 
level of competence and effectiveness and to seek necessary improvements as part of a 
continuing process of professional development.” Following from this belief, a primary objective 
of the Association’s program of professional development is to establish and maintain high 
standards of professional practice. Within this objective is the obligation to provide leadership 
and programs that promote and develop individual teacher competence, teaching as a profession 
and the cause of education. The teaching profession should be responsible for determining, 
establishing and monitoring the standards of professional practice for its members. This is a 
defining characteristic of a profession and ensures that professional responsibility is overseen by 
expert practitioners most closely attuned to the changing knowledge, skills and attributes 
necessary for optimal practice.  
 
The professional development of teachers has two distinct but at times overlapping aspects. The 
first is the individual self-directed responsibility for knowledge and competence. Teachers accept 
this commitment as they begin teaching and pursue self-identified learning goals throughout their 
career. The second aspect is that of collective professional needs, including system development 
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needs. Teachers recognize this as they attempt to improve the learning situation in the school and 
as they strive to improve their profession. Recognizing the intersecting nature of these two 
aspects produces a more complete and complex professional development program.  
 
As professional development becomes increasingly complex and essential to teachers, schools 
and the Association, it is critical to define clearly the concept and establish guidelines that 
promote effective professional development.  
 
Definitions 
 
One of the major challenges in the field of professional development is understanding various 
terms and definitions. The literature reflects multiple terms in current usage, including 
professional development, professional learning, school improvement, inservice education and 
staff development. Clarifying these terms is integral to understanding the nuances of each. The 
term school improvement is often used in conjunction with one or several of the previous terms 
in that a professional development program may be part of a broader program of school 
improvement. Professional development and professional learning are terms commonly used 
interchangeably. They are used to refer to three general types of teacher learning. One is the 
individual learning teachers participate in that is the result of their self-assessment of needs in 
pursuit of professional growth. Inservicing is the process of upgrading specific skills and 
knowledge to remain current in curricula, teaching tools, strategies and other supports. Staff 
development initiatives are collective efforts to implement a specific initiative, often in response 
to school, jurisdiction or ministry goals. 
 
Professional Development 
 
The Alberta Teachers’ Association defines professional development as the wide range of 
programs, activities and services teachers that identify and undertake individually or collectively 
to further understand the nature of teaching and learning, enhance professional practice and 
contribute to the profession.  
 
This broad definition encompasses a range of activities: an individual teacher’s reading, 
exploring a website, or doing research or inquiry in the classroom; individuals or groups of 
teachers attending a conference or course focused on new teaching skills; groups of teachers 
collaboratively identifying a problem, and designing and implementing a solution; groups of 
teachers involved in action research or other forms of deliberate inquiry; groups of teachers 
working on a specialist council; groups of teachers participating in a curriculum implementation 
process; school staffs setting goals or identifying needs, and designing and implementing a 
program to meet the goals. As illustrated by the examples, a professional development program 
may vary in nature from individual reflective practices to collective collaborative projects by 
groups of teachers.  
 
This range of activity suggests that the motivation for professional development is equally broad 
and diverse. Individual teachers are motivated by a sense of responsibility to improve teaching 
competence by seeking new techniques and new knowledge. Teachers seek improvement in 
curriculum matters, school organization and teaching methods to further their individual and 
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collective competence and to improve the learning environment for students. Research 
demonstrates that effective professional development needs to be content rich, contextual, 
relevant and related to practice. The ultimate goal of professional development is to improve 
professional practice. In spite of the breadth of the definition and the range of activities that it 
includes, a common set of guidelines for effective professional development can be identified.  
 
Individual and Organizational Professional Development  
 
Professional growth is primarily the teacher’s responsibility. Teachers have a professional 
responsibility through continuous growth and development over the course of their careers to 
maintain teaching proficiency. This includes being current with changes in educational 
approaches and engaging in reflective practice and systematic inquiry. Further, teachers hold 
membership in professional organizations including specialist councils, and attend conferences 
and teachers’ conventions. A teacher’s professional growth plan should consider 
school/jurisdiction and ministry priorities as they cohere with the individual teacher’s learning 
needs. As teachers pursue their responsibilities to serve an ever-diverse and demanding array of 
students, their primary professional and emergent learning needs may be role specific and 
uniquely practical. Particularly, the career stage of the teacher or the teacher’s familiarity with 
his or her teaching assignment would be examples of contextual considerations that would shape 
professional learning needs. Therefore, organizational or system initiatives must be considered 
separate from but related to the professional learning of the teacher, which is driven by the 
teacher’s independently identified needs and interests. Teachers are responsible for ensuring that 
their professional practice meets the standards in place; therefore, they have an obligation to 
place this imperative at the forefront of their professional growth priorities. In an effort to honour 
the principles of adult learning, professional development must be planned with a commitment to 
honour individual determination and agency. 
 
School-Based Professional Development and Communities of Practice 
 
Communities of practice provide enhanced opportunities for teachers to engage in professional 
learning. Collaboration, shared inquiry and learning from and with peers have been identified as 
central to professional learning. Most educational changes involve change at the classroom level. 
Therefore, the most likely site of change in knowledge, skills and attitudes is the school as it 
involves staff in collegial and collective action. Professional development that focuses on desired 
changes identified by teachers within a school is an important component in the change process. 
Ideally, school-based professional development is designed by committees that are representative 
of the teaching staff. This focus in professional development shifts the emphasis from individual 
competency to a collective collegial emphasis. Meaningful learning opportunities must be 
embedded in the daily work life of teachers with adequate time dedicated to support both 
individual and collective professional learning. 
The goals of school-based professional development may be curricular, pedagogical or 
organizational. The Association believes that school staff development is an important form of 
professional development that has potential to significantly alter teaching practice. Teachers are 
central in any program of school improvement and, to prepare them for this role, the 
development of collegial professional learning structures is critical. In schools where collegiality 
and collaboration are the norm, teachers and administrators build a common language as they 
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focus on the practice of teaching in a climate where everyone, individually and collectively, 
constantly seeks improvement.  
 
Professional Development and School Improvement 
 
Professional development has a central role in school improvement. Proposals to reform, 
restructure or transform schools must incorporate supported and sustained professional 
development as a means to bring about the change. Professional development that has the 
potential to improve schools and influence student learning must be much more than the 
traditional program that involves only conference attendance and a few isolated, disjointed 
workshops. It must be thoughtfully and consciously planned and sustained, contained in the day-
to-day life of the school and supported by dedicated time and other resources. The Alberta 
Teachers’ Association advocates for a provincial professional development framework with a 
process for enhanced system coordination in the provision of professional development programs 
for teachers. 
 
Professional development programs that place heavy emphasis on support activities and involve 
teachers in decision making and planning provide a sense of ownership and thus are more likely 
to be successful in improving teaching practice and school organization. Professional 
development both influences and is influenced by the organizational context in which it takes 
place. 
 
In planning professional development, there is a set of essential qualities to be considered. 
 
Qualities of Effective Professional Development 
 
To be effective, professional development should be determined by teachers, focus on enhancing 
professional practice and be ongoing, coherent and coordinated. Structured programs should be 
based on a clear statement of purpose and objectives and should include a flexible long-term plan 
that provides opportunities for self-reflection and evaluation and meets the needs of participants 
as identified within individual contexts. Professional development content and processes should 
incorporate the principles of sound research into professional practice. Collegiality and 
collaboration are essential features of effective professional development programs. Collegial 
and collective professional development undertakings should provide a climate of trust, peer 
support, open communication and collaboration. Professional development should involve 
participants in decision making at all stages of planning and implementation, incorporate an 
array of learning models and acknowledge personal experiences and professional expertise. To 
be coherent, professional development must be responsive to the learning needs of the 
professional teacher and reflect a wide range of practices such as collaborative learning, peer-
assisted learning, teacher-as-researcher projects and independent learning. 
 
Delivery of a professional development program must take many factors into account. First, the 
readiness of the participants must be considered and, if necessary, enhanced through experiences 
and activities that lead up to the particular program. The nature of the learner is another 
significant factor, as age, experience and background determine the nature of the program. 
Teachers in the beginning of their careers require different professional development than their 
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colleagues in the middle or the end of their careers. There should be a variety of activities, 
including experiential learning activities, that are relevant and immediately useful. Within these 
activities there should be opportunities for presentation of theory, demonstration or modelling, 
and coaching followed by feedback.  
 
Those planning professional development should take into consideration theories of adult 
learning and the change process. Professional development is change and, like any change, 
requires time and should be viewed as a process, not an event. Planners should recognize the 
resistance to change that participants will feel as they encounter different teaching techniques, 
new curriculum, new organization or different beliefs, and should make provision for stages of 
acceptance and implementation.  
 
Teachers as adult learners often wish to integrate work, education and leisure; this should be 
incorporated into plans for professional development. Also, adults as self-directed learners 
should be involved at all stages of planning and implementation. They express strong desires that 
the program meet immediate needs and be practical as it integrates new ideas with old in a 
continuous pattern of ideas and skills. Adult learning theory stresses the importance of 
experience; therefore, opportunity to use the experience of the participants and time to reflect 
and analyze experience are critical in a professional development program.  
 
There is a wide range of professional development opportunities and activities, including 
conventions, conferences, seminars, school visitations and projects. A well-designed program of 
professional learning integrates various activities into a long-term continuous form. The program 
designers should consider the organizational context of the participants. The social context or 
culture of the school can affect the effectiveness of the program. Attention must be paid to 
understanding the integration of the people in the school or department or system; there should 
be an attempt to decrease isolation and to provide a more integrated system with stronger 
collegiality.  
 
Teachers must believe that they can make a difference through their actions. Although the 
ultimate goal of a professional development program is improved professional practice, the 
specific objectives or goals may vary widely from teacher to teacher or from school to school. 
Professional development programs should be based on needs identified by the participants. 
Knowledge about the nature of adult learners and about change supports the conclusion that most 
teachers wish to be involved in deciding the direction of their professional development.  
 
A significant factor in effective professional development is the provision for support. Adequate 
time for professional development programs must be embedded within the school day and the 
school year. Teachers spend many hours of their own time on professional development, but 
significant amounts of time must be made available during school time through professional 
development days, early closure or release time, and practice-based and embedded learning 
structures. Support from administration and school boards through the provision of adequate 
time, resources and personnel is critical. School boards must provide sufficient and dedicated 
funding, which may include release provisions during the school day, for self-directed teacher 
professional development opportunities that are responsive to the context of the teacher, 
equitable and not contingent on school-based or system initiatives. The cost of developing and 
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implementing new curricula and resources, and other ministerial and jurisdictional initiatives, 
should be funded and resourced independently of other professional development supports. 
 
Responsibilities for Professional Development 
 
Education stakeholders have a responsibility to provide teachers with access to professional 
development opportunities and support throughout their careers as follows: 
 
School professional communities are responsible to develop and implement a long-term program 
of school improvement and provide an environment supportive of change.  
 
The Association holds responsibility to enhance professional expertise and practice, facilitate 
career-long professional development, advocate on professional issues, build communities of 
practice and ensure that opportunities for professional development are available to teachers. To 
this end, the Association provides a variety of programs and structures, including a professional 
lending library, specialist councils, convention associations, local and provincial programs, 
courses, and workshops. 
 
Association locals are responsible to establish a professional development committee and 
provide sufficient resources to support an effective professional development program. Further, 
they should advocate support for effective and equitable professional development for teachers, 
strive to enhance professional expertise and practice, and facilitate career-long professional 
development. Locals advocate on professional issues and build communities of practice. 
 
School boards must provide sufficient and dedicated funding, which may include release 
provisions during the school day, for self-directed teacher professional development 
opportunities that are responsive to the context of the teacher, equitable and not contingent on 
school-based or system initiatives. There is a need for school boards to provide equitable and 
adequate support and resources, including time for all schools within their jurisdictions, to enable 
teachers to plan, implement, evaluate and participate in effective professional development 
programs and opportunities. School boards should specify objectives of professional 
development programs in policy statements. Support for the program can be demonstrated by a 
board’s willingness to make professional development a significant portion of its overall 
operation. This can be demonstrated through provision for sabbatical leaves for professional 
development, individual professional development funds, and grants to support innovative 
practice and publication of successful professional development programs. The cost of 
developing and implementing jurisdictional initiatives must be funded and resourced 
independently of other professional development supports.  
 
The Department of Education is responsible to provide funds for professional development 
programs that are based on sound principles of effective professional development. The 
department has additional responsibilities: to provide support and resources for curriculum 
inservice that is based on the principles of effective professional development; to involve 
teachers in meaningful roles in all phases of curriculum design and implementation; to 
adequately fund the implementation of curriculum change including the provision of resources, 
materials and technology; to allow adequate time for inservice; to allow equal access to inservice 
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programs for all teachers; and to plan inservice that follows the principles of effective curriculum 
inservice. The cost of developing and implementing ministerial initiatives must be funded and 
resourced independently of other professional development supports. Teachers believe that the 
Department of Education must continue to invest in both organizational improvement efforts and 
teacher professional development to sustain efforts that create a more responsive and adaptable 
education system. 
 
Universities have responsibilities to offer courses about emergent education issues, trends and 
new teaching strategies to teachers and to cooperate with teachers at the provincial, local and 
school levels to develop effective professional development programs, which may include 
collaborative research projects. Universities have as a major focus the preservice side of the 
professional development continuum, but they should also provide courses in emergent issues 
and trends for practising teachers, including appropriate graduate programs. Current examples 
would be digital technology integration, global and diversity education, and inclusion of special 
needs in the classroom. Universities can also provide resource persons for professional 
development programs at the district or school levels and provide assistance in teacher-designed 
research projects. Universities could enter into partnerships with school jurisdictions and local 
associations for the design and delivery of a professional development program, which might 
include a collaborative research component. In their primary function of teacher preparation, 
universities should be dedicated to excellence in teaching, learning and research and should 
include practical components in teacher preparation. The Association continues to embrace 
partnerships with the faculties of education to make decisions affecting the preparation of 
teachers: recruitment, selection, admission, institutional preparation, internship, placement and 
programs of support in the early years of practice. Universities should provide teacher education 
that promotes collegial, collaborative, reflective professional relationships and practice. 
 
Professional development is an important component of education and educational change. It is 
critical that all those involved in the professional development enterprise fulfill their roles and 
responsibilities in a spirit of collegial collaboration.  
 
Effectiveness of Professional Development 
 
A comprehensive program of professional development attempts to support individual, school 
and district goals. Professional development goals should be formally delineated in the policy 
and organizational structures of the district and/or schools. 
Professional development effectiveness should be assessed through teacher efficacy, personal 
reflection and self-assessment. Teachers’ professional development goals, plans and growth are 
best considered through reflective practice and self-assessment that take into consideration the 
depth, breadth and complexity of professional practice. Multiple sources of evidence are required 
to effectively evaluate the multifaceted nature of successful professional development. 
Continuous professional learning is essential to maintain the currency of teacher practice, but it 
is inappropriate to define a direct relationship between professional learning and improved 
student outcomes or other measures of system performance. 
 
Teachers should be encouraged to try new techniques and skills through a planned set of 
experiences. There is a profound need for experimentation as teachers attempt to meet vast and 
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changing needs in the classroom. The ability to take risks demands a trusting environment for 
learning. Cultures of inquiry support teachers involved in disciplined inquiry into teaching and 
learning. Teachers contribute to the profession by systematically undertaking research, engaging 
in self-reflection and disseminating promising practices. 
 
Professional learning activities should support experimentation and risk taking, yet the risk 
taking, openness and cultures of inquiry inherent in professional learning communities are likely 
to be significantly diminished if the ultimate purpose and value of professional learning are pre-
emptively determined to reside beyond teacher learning. Well-supported professional learning 
will result in teachers’ enhanced ability to respond to diverse learner needs and a sense of self-
efficacy in the context of formal standards of practice.  
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2.3  Effective Professional Development Through Teachers’ Conventions  
 
How do teachers’ conventions fit into the concept of comprehensive professional development? 
 
Teachers have a professional responsibility to keep abreast of new developments in education 
and to continue to develop their professional practice. In Alberta, every teacher employed by a 
school system must develop and implement an annual teacher professional growth plan (TPGP) 
that outlines the professional growth activities the teacher intends to undertake in that year. 
Individual teachers can use the opportunities at convention to achieve goals identified in their 
TPGP. The ATA website provides an online tutorial to help teachers develop a professional 
growth plan. Convention websites as well as other ATA communication provide information for 
teachers when developing their TPGPs.  
 
Conventions are significant professional development in and of themselves. Organizers plan 
programs that feature quality speakers on leading edge topics and research that are not possible 
for smaller groups with limited budgets. Conventions give teachers time to meet and share ideas 
with colleagues from a range of schools and locals, and provide insight into curriculum 
developments, teaching techniques and inspirational concepts from an array of perspectives. 
Conventions are important sources of professional development for individual teachers. 
 
Convention programs are most effective when they are combined with staff development 
programs operating in schools and districts within the convention association. This can be 
accomplished by effective communication between school and district staffs and the convention 
planners through the local representatives on the convention board. For example, school A has 
begun a program to enhance differentiated instruction at the junior high level; school B is 
working on improving literacy; school C has identified improved school climate and team 
building as a need. These topics and the names of potential speakers are reported to the 
convention planners, who can then incorporate them into the convention program. In addition to 
the convention meeting the individual professional development needs of teachers, conventions 
can also play an important role in staff development programs of schools or districts. In a time of 
limited resources such cooperative ventures are invaluable. 
 
Within the Association, teachers receive assistance in professional development from at least 
three major sources: teachers’ conventions, specialist councils and local professional 
development programs. Although each has a distinct purpose and focus, the synergy of a 
collective collaborative approach heightens the potential for assisting teachers to improve their 
professional practice. 
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3.  BYLAWS, STANDARD CONSTITUTION AND AFFILIATION AGREEMENTS 
 

3.1  Convention Bylaws 
 
115 (1)  The Association, through its convention associations, may plan, organize or 

authorize annual teachers’ conventions to be held on teaching days. 

(2) The object of the teachers’ conventions shall be to maintain and improve the 
knowledge, skill and competence of teachers. 

 
116 Except as otherwise approved by a convention association pursuant to Bylaw 117, all 

active members shall attend the annual teachers’ convention of the local association as 
planned, organized or authorized by its convention association. 

 
117 The duties, organization and operation of each convention association shall be as set out 

in the standard constitution for convention associations, which shall be subject to 
modifications approved by the Provincial Executive Council. 

 
118 A convention association, through its convention board, may in special circumstances 

grant permission to active members of the Association to attend alternate professional 
development activities rather than their annual teachers’ convention. 
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3.2  Standard Constitution for Convention Associations of the Alberta 
Teachers’ Association 
 

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

Vision Statement 
 
The vision for teachers’ conventions of the Alberta Teachers’ Association consists of the 
following components: 
—engaging sessions that focus on enhancing the professional practice and leadership 
development of teachers; 
—professional appearance of the program and proceedings that reflect the high standards of the 
profession; 
—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; 
—effective links to other groups within the Association, as well as to other PD partners, in 
developing and presenting the program; 
—building of leadership capacity and succession within the executive and boards of the 
convention associations; 
—promotion of teachers’ conventions as a significant activity of the Association; 
—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. 
 

Mandate 
 
The Alberta Teachers’ Association, through its convention associations, assumes full 
responsibility for planning, conducting and evaluating the annual teachers’ conventions held 
across the province. Because the convention is only one of a number of interdependent 
professional development forums for teachers, the opportunities provided must be planned so 
they complement and/or supplement the other components of a teacher’s individual professional 
growth plan.  
 
Given that teacher attendance is obligatory, convention boards shall therefore develop annual 
programs of interest to teachers at all levels and in a variety of curriculum areas. 
 
The general nature of conventions must be recognized by choosing a relevant theme of broad 
appeal and by restricting presentations by outside special interest groups. A wide variety of 
sessions both as to content and format must be provided so that the convention meets the 
objectives of: 
—motivating and inspiring teachers; 
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—improving teaching skills; 
—introducing teachers to new educational ideas; 
—increasing teacher knowledge; 
—providing opportunities to renew or develop collegial relationships and share ideas, concerns 
and solutions; 
—providing relevant curriculum information; and  
—exchanging information and ideas regarding current issues in education. 
 

I. Definitions 
 

1.1 In this constitution, 
1.1.1 “Active Members” has the same meaning ascribed to it as in the Teaching 

Profession Act; 
1.1.2 “Associate Member” means those individuals who are granted associate 

membership as per the Teaching Profession Act and who are eligible to 
attend convention as approved by Provincial Executive Council;  

1.1.3 “Convention Association” means the ______________________ 
Convention Association of the Alberta Teachers’ Association; 

1.1.4 “Convention Board” means a representative body consisting of duly 
elected or appointed members of the locals forming the convention 
association who have the right to vote and hold office; 

1.1.5 “Liaison Representative” means a person approved by Provincial 
Executive Council or the convention board to serve in an advisory, liaison 
and/or consultative capacity on the convention board; 

1.1.6 “Member-Locals” means the following local associations of the Alberta 
Teachers’ Association: 
(a) 
(b) 
(c) 

 

II. Name 
 

The name of this organization shall be the ______________________ Convention 
Association of the Alberta Teachers’ Association. 

 

III. Object 
 

The object of the convention association shall be to plan, organize or authorize an annual 
teachers’ convention for its members to be held on teaching days, the purpose of which 
shall be to maintain and improve teachers’ professional practice and leadership capacity. 

 

IV. Eligibility to Attend Convention 
 

4.1 Individuals eligible to attend convention shall consist of: 
4.1.1 Active members of the member-locals; 
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4.1.2 Active members of such other locals of the Alberta Teachers’ Association 
as may be admitted from time to time on approval of Provincial Executive 
Council and the convention association; 

4.1.3 Associate members: 
(a) who are declared eligible by Provincial Executive Council; and  
(b) who have notified the convention association in writing of their 

willingness to participate in convention activities and to pay the 
required fee; 

4.1.4 Liaison representatives approved by the convention board. 
 

V. Withdrawal of Membership 
 

A member-local may withdraw from the convention association upon approval of the 
Provincial Executive Council, provided written notice of such withdrawal is personally 
delivered or sent by registered mail to the convention association at least 18 months prior 
to the date of the convention for which it would be effective, and further provided that the 
member-local requesting withdrawal has satisfied all Provincial Executive Council 
guidelines for withdrawal then in force. 

 
VI. Convention Board 
 

6.1 The governing body of this organization shall be the convention board. 
 

6.2 Membership on the convention board 
6.2.1 Membership on the convention board shall include  

(a) representatives elected or appointed by each member-local of the 
convention association by the first local council meeting following 
convention; 

(b) members selected by or from within the convention board including 
(i) members of the board elected as executive officers and 
(ii) such other members as shall be appointed directly by motion of 

the convention board. The number of members so appointed 
shall not exceed 20 per cent of the total number of members on 
the board; and 

(c) Alberta Teachers’ Association district representatives for the 
convention association(s) to which locals from that district are 
assigned. 

 
6.3 Duties of representatives on the convention board shall include 

6.3.1 liaise and provide regular reports to member-locals; 
6.3.2 attendance at duly called meetings of the convention board and/or its 

committees; 
6.3.3 assistance at the convention including but not limited to duties hosting 

speakers and chairing sessions; 
6.3.4 faithful fulfillment of duties of any office of the board to which a member 

is elected; 
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or secretary-treasurer 

6.3.5 such other duties as may be authorized by the convention board by motion 
from time to time.  

 
6.4 Duties of the district representative shall include 

6.4.1 represent Provincial Executive Council at convention meetings and at 
convention; 

6.4.2 provide updates/reports from Provincial Executive Council at convention 
meetings; 

6.4.3 participate in the development and implementation of a program that 
promotes teaching as a profession; 

6.4.4 evaluate the convention and provide feedback to the convention board.  
 

6.5 The convention board shall: 
6.5.1 plan, organize, administer and evaluate the annual teachers’ convention; 
6.5.2 report on all convention matters to the member-locals through their 

representatives on the convention board; 
6.5.3 request services from the Alberta Teachers’ Association and specialist 

councils and review, from time to time, the services provided; 
6.5.4 act as an appeal body for those teachers whose request to be absent from 

the convention has been denied by the convention attendance committee. 
 

6.6 The quorum shall be one more than half the number of voting members of the 
convention board. 

 

VII. Executive Officers 
 

7.1 The executive officers shall be: 
7.1.1 Past President (if applicable), 
7.1.2 President, 
7.1.3 First Vice-President (if applicable), 
7.1.4 A minimum of one and a maximum of seven Vice-Presidents or 

Committee Chairs, 
7.1.5 Secretary 
7.1.6 Treasurer 
7.1.7 District Representative. 

 
7.2 All executive officers are members of the convention board. 
 
7.3 In addition to the above executive officers, an honorary president may be 

appointed by the convention board. Such office shall be honorary in nature and a 
person so appointed may attend meetings but shall not vote in deliberations of the 
executive or the convention board. 

 
7.4 The secretary and treasurer or secretary-treasurer shall be appointed annually by 

the convention board. 
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7.5 All officers other than the honorary president, past president, secretary and 
treasurer or secretary-treasurer, shall be elected by and from the existing 
convention board at its first meeting and, thereafter, annually at the first meeting 
of the convention board to be held not later than May 1 following its annual 
convention. 

 
7.6 The quorum shall be one more than half the number of voting members of the 

executive officers. 
 

VIII. Duties 
 

8.1 President: It shall be the duty of the president to call and preside at all meetings of 
the convention board and the executive officers. Notwithstanding the above, in 
the absence or the incapacity of the president, it shall be the designated duty of 
another executive member to act in this capacity.  

 
8.2 Vice-presidents or committee chairs: It shall be the duty of each vice-president or 

committee chair to carry out those duties as assigned by the president and as 
approved by the board. 

8.3 Secretary: It shall be the duty of the secretary to 
8.3.1 Keep accurate and complete minutes and records of all convention board 

and executive officers meetings and proceedings; 
8.3.2 Bring before the convention board all official notices and communications 

received from the Alberta Teachers’ Association or from member-locals; 
8.3.3 Be generally familiar with the Alberta Teachers’ Association’s Privacy 

Policy and maintain records containing personal information in 
accordance with the law; 

8.3.4 Prepare and forward all reports required by member-locals and the Alberta 
Teachers’ Association; 

8.3.5 Prepare and forward all meeting notices; 
8.3.6 Send copies of the convention program to the Alberta Teachers’ 

Association and to the Minister of Education as soon as the program is 
printed. 

 
AND 
 

8.4 Treasurer: It shall be the duty of the treasurer to 
8.4.1 Keep accurate and complete records of all monies received and disbursed; 
8.4.2 Disburse funds as approved and in accordance with convention policy; 
8.4.3 Prepare, after consultation with appropriate persons, the annual budget for 

consideration and approval by the convention board and forward copies of 
the approved budget to all member-locals and the Alberta Teachers’ 
Association; 

8.4.4 Prepare annual audited financial statements for approval by the convention 
board and forward copies to each member-local and the Alberta Teachers’ 
Association by September 30 of each year. 
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OR 
 

8.5 Secretary-treasurer: It shall be the duty of the secretary-treasurer to 
8.5.1 Keep accurate and complete minutes and records of all convention board 

and executive officers meetings and proceedings; 
8.5.2 Keep accurate and complete records of all monies received and disbursed; 
8.5.3 Bring before the convention board all official notices and communications 

received from the Alberta Teachers’ Association or from member-locals; 
8.5.4 Be generally familiar with the Alberta Teachers’ Association’s Privacy 

Policy and maintain records containing personal information in 
accordance with the law; 

8.5.5 Disburse funds as approved and in accordance with convention policy; 
8.5.6 Prepare and forward all reports required by member-locals and the Alberta 

Teachers’ Association; 
8.5.7 Prepare and forward all meeting notices; 
8.5.8 Prepare, after consultation with appropriate persons, the annual budget for 

consideration and approval by the convention board and forward copies of 
the approved budget to all member-locals and the Alberta Teachers’ 
Association; 

8.5.9 Prepare annual audited financial statements for approval by the convention 
board and forward copies to each member-local and the Alberta Teachers’ 
Association by September 30 of each year; 

8.5.10 Send copies of the convention program to the Alberta Teachers’ 
Association and to the Minister of Education as soon as the program is 
printed. 

 
8.6 Past President: It shall be the duty of the past president to 

8.6.1 Call and preside at all meetings of the convention attendance committee; 
8.6.2 Annually update the policies and procedures manual for the convention 

association. 
 

IX. Voting 
 

9.1 Each member of the convention board appointed or elected by their member-local 
shall be entitled to one vote. 

9.2 Executive officers selected from member-local representatives within the 
convention board shall be entitled to a vote. 

9.3 Regardless of the number of district representatives assigned to each convention 
association, only one district representative shall be entitled to cast a vote on 
behalf of the Association. 
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X. Convention Attendance Committee 
 

10.1 The convention board shall appoint a convention attendance committee consisting 
of three members of the convention board including the past president, who shall 
be chair. 

 
10.2 The duties of the convention attendance committee shall be 

10.2.1 To receive and rule upon requests from members of the convention 
association to be absent from the annual convention to attend alternative 
professional development activities in accordance with the Protocol for 
Convention Attendance; 

 
 
10.2.2 To notify all members of the convention association making such requests 

as to the decision of the convention attendance committee and to advise 
those teachers whose requests have been denied about the appeal process 
available to them; 

10.2.3 To notify the Alberta Teachers’ Association of possible cases of non-
attendance and to cooperate with the Association in the investigation and 
resolution of the cases; 

10.2.4 To ensure that guidelines for convention attendance are well 
communicated to members. 

 

XI. Finances 
 

11.1 The convention board, after consultation with member-locals, shall set fees for the 
annual convention. 

11.2 The convention board shall approve an annual budget and submit it to its 
member-locals and to the Alberta Teachers’ Association. 

 
11.3 The convention board shall be responsible for the control, collection and 

distribution of all monies. 
 
11.4 All honoraria, travelling and other necessary expenses of members of the 

convention board shall be paid in accordance with policies established by the 
Alberta Teachers’ Association. 

 
11.5 The signing officers shall be the treasurer or the secretary-treasurer and such other 

officer or officers as designated by the convention board. 
 
11.6 An accredited accountant, or other person acceptable to the Association, shall be 

appointed annually by the convention board to audit the convention association’s 
annual financial statements. 
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11.7 The convention board shall ensure that the audited financial statements are 
forwarded to each member-local and to the Alberta Teachers’ Association by 
September 30 of each year. 

 

XII. Meetings 
 

12.1 Meetings of the convention board shall be called by the secretary or secretary-
treasurer on at least three (3) days’ notice on the instruction of the president or 
upon the request, in writing, of at least one member-local. 

 

XIII. Replacement of Convention Board and/or Executive Committee Member 
 

13.1 Any member of the convention board and/or executive committee who misses 
three (3) meetings during their term of office shall be deemed to have abandoned 
their position. The member may appeal in person to the executive committee to 
seek reinstatement should extenuating circumstances exist.  

If the member is not reinstated the member and the local will be notified in 
writing and a replacement will be requested. If the member being replaced was on 
the executive committee the convention board will elect a member to fill the 
vacancy. 

 
13.2 Any member of the executive committee who has been deemed to be delinquent 

in fulfilling his/her responsibilities by a two-thirds vote of the convention board 
conducted by secret ballot shall be removed from the executive committee. The 
member may appeal in person to the convention board to seek reinstatement. 

 

XIV. Provincial Association Intervention 
 

14.1 In this section, 
14.1.1 investigated local officer means a local officer whose conduct is under 

investigation pursuant to subsection (2); 
14.1.2 investigator is the individual appointed by the table officers pursuant to 

subsection (2); 
14.1.3 local officer means the president, vice-president, past president or 

secretary-treasurer (or secretary or treasurer) of a local association or any 
other officer appointed or elected by a local association; 

14.1.4 Provincial Executive Council means the executive council as defined in 
section 11 of the Teaching Profession Act; 

14.1.5 table officers means the Association’s officers as defined in Bylaw 35; 
14.1.6 executive secretary means the chief executive officer of the Association 

or a person designated by the executive secretary; and 
14.1.7 staff officer means a member of executive staff designated by the 

executive secretary. 
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14.2 Suspension or Removal from Office of Local Officers 
14.2.1 Where the table officers have or receive information which leads them to 

believe that a local officer 
14.2.1.1 has neglected his or her duties to the extent that the proper 

operation of the local association is being negatively affected, 
14.2.1.2 is mentally incapacitated, 
14.2.1.3 is engaging in corrupt practices, 
14.2.1.4 is engaging in financial malpractice, or 
14.2.1.5 has undertaken activities inconsistent with the principles and 

policies of the Alberta Teachers’ Association, 
the table officers may initiate an investigation into the conduct of the 
local officer by appointing an individual to conduct an investigation and 
to provide a written report to the table officers within a specified time 
with respect to the results of the investigation. 

14.2.2 In the course of the intervention under section XIV, an investigated local 
officer is entitled to have access to a staff officer for advice. 

14.2.3 The table officers may, taking into account the nature of the alleged 
conduct, the urgency of the matter in question and any submission from 
the investigated local officer, suspend an investigated local officer from 
office pending the completion of the investigation and may terminate the 
suspension at any time if the table officers conclude that the suspension 
is no longer warranted. 

14.2.4 The table officers may appoint another individual to assume the duties of 
the investigated local officer during the period of the suspension. 

14.2.5 The investigated local officer may appeal a suspension from office under 
subsection (4) to the Provincial Executive Council by filing a notice of 
appeal with the executive secretary within 30 days of being notified of 
the suspension. 

14.2.6 If an investigated local officer appeals his/her suspension, Provincial 
Executive Council shall, as soon as practicable, consider representations 
of the table officers and the investigated local officer and shall determine 
if the suspension should be continued pending the conclusion of the 
investigation or should be set aside. 

14.2.7 During the investigation the investigated local officer shall be provided 
with an opportunity to provide a response to the investigator with respect 
to the concerns about the investigated local officer’s conduct. 

14.2.8 An investigated local officer may, in the course of the investigation, 
submit his or her resignation to the executive secretary. 

14.2.9 Where an investigated local officer resigns in accordance with 
subsection (9), the investigation shall be continued with the cooperation 
of the investigated local officer, and the resignation does not extinguish 
any liability that the investigated local officer may have with respect to 
acts which occurred during the period the office was held. 

14.2.10 The investigated local officer has a duty to cooperate during the 
investigation and the investigator may direct the investigated officer or 
any other member of the Alberta Teachers’ Association to 
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14.2.10.1 answer any inquiries the investigator may have relating to the 
investigation; 

14.2.10.2 produce any records or other property in the investigated local 
officer’s possession or under his or her control that are or may 
be related in any way to the investigation; 

14.2.10.3 give up possession of any record for the purpose of allowing 
the investigator to make a copy and return the records within a 
reasonable time of receiving the records; and 

14.2.10.4 attend before the investigator for the purpose of complying 
with (a), (b) or (c) of this subsection. 

14.2.11 In the event that the investigated local officer fails or refuses to 
cooperate with the investigator, the failure to do so shall be noted by the 
investigator in his or her report to the table officers. 

14.2.12 Upon completion of the investigation, the investigator shall submit a 
written report to the table officers and a copy of the written report shall 
be provided to the investigated local officer. 

14.2.13 The table officers, upon consideration of the report of the investigator, 
may make one or more of the following orders: 
14.2.13.1 remove the investigated local officer from office; 
14.2.13.2 restrict the investigated local officer’s eligibility for office in 

the future; 
14.2.13.3 if the investigated local officer was suspended during the 

investigation, reinstate the investigated local officer to office 
and impose any conditions or restrictions that the table officers 
consider appropriate in the circumstances; 

and shall advise the investigated local officer and Provincial Executive 
Council of their decision. 

14.2.14 If the table officers remove the investigated local officer from office, 
then the table officers may appoint another individual to assume the 
duties of the investigated local officer until a new local officer is elected 
or appointed to the position in accordance with this constitution. 

14.2.15 The investigated local officer may appeal the decision of the table 
officers under subsection (14) by filing a notice of appeal with the 
executive secretary within 30 days after being notified of the decision. 

14.2.16 If an investigated local officer appeals the decision of the table officers, 
Provincial Executive Council shall, as soon as practicable, consider 
representations of the table officers and the investigated local officer and 
shall determine if the decision of the table officers shall be confirmed, 
varied or set aside. 

14.2.17 In an appeal under subsection (7) or (17), the table officers may make 
submissions to Provincial Executive Council respecting the outcome of 
the appeal. 

 
14.3 Official Trustee 

14.3.1 Subject to a two-thirds majority vote, Provincial Executive Council may 
appoint an official trustee to conduct the affairs of the local, subject to 
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any terms and conditions the Provincial Executive Council considers 
necessary: 
14.3.1.1 when a local council fails to comply with the requirements of 

section VI (6.5); 
14.3.1.2 when the Provincial Executive Council considers it in the 

interests of the Association to do so. 
14.3.2 The local may appeal the appointment of an official trustee to a 

representative assembly. 
14.3.3 An official trustee appointed under subsection (19) has the powers and 

duties conferred by the General Bylaws on a local and conferred by this 
constitution; 

14.3.4 On appointment of an official trustee to the local association, the officers 
of the local cease to hold office as officers of the local. 

14.3.5 An official trustee continues in office until the Provincial Executive 
Council or a representative assembly determines that the official 
trusteeship is no longer necessary. 

 

XV. Amendments to the Constitution 
 

15.1 This constitution may be amended by a two-thirds vote of the convention board 
provided 
15.1.1 A notice of motion respecting the amendment has been filed with the 

secretary or secretary-treasurer at the preceding regular meeting of the 
convention board; 

15.1.2 Receipt of the approval of a majority of the member-locals has been 
obtained; and 

15.1.3 The amendment is ratified by the Provincial Executive Council of the 
Alberta Teachers’ Association. 

 
 
 
 
 
 
 
 
 
 
 
  
Amended and Approved by ATA Table Officers Committee 2002 02 13 
Amended and Approved by ATA Table Officers Committee 2004 06 02 
Amended and Approved by ATA Table Officers Committee 2005 06 01 
Amended and Approved by Provincial Executive Council 2006 06 15–16 
Amended and Approved by ATA Table Officers Committee 2007 01 12 
Amended and Approved by Provincial Executive Council 2007 09 20–21 
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3.3  Procedure to Amend Convention Constitutions 
 
When amendments to a convention constitution are required, the following procedure is to be 
followed. 
 
1. The convention association executive submits a request to amend the convention 

constitution in writing to the Association. The request should include the date, time and 
location of the convention board meeting, and the wording and disposition of the motion 
dealing with the amendment(s). In addition, a rationale for the amendment(s) must be 
included along with a copy of the former constitution. 

 
2. The Association prepares a draft revised constitution that includes the amendments. 

Changes to the constitution are indicated as follows: additions are in bold face and 
underscore; deletions are in square brackets and strike through. 

 
3. A copy of the draft revised constitution is returned to the convention association 

executive. The convention executive must provide a copy of the constitution to all 
member-locals for approval at a local council meeting. 

 
4. Upon approval by member-locals, as specified by individual constitutions, the convention 

association shall approve the amended constitution. 
 
5. Copies of written approval from all member-locals of the convention association must be 

submitted to the Association’s convention factotum for approval by Provincial Executive 
Council. 

 
6. Upon approval by Provincial Executive Council, a final copy of the amended constitution 

is returned to the convention association for its files. The constitution becomes effective 
immediately. 

 
7. It is the duty of convention executive to provide copies of revised constitution to member 

locals. The convention secretary must advise the Association when this has been 
completed. 

 
3.4  Affiliation Agreements 
 
An affiliation agreement is used when a group of teachers who are not Association members 
want to officially join a convention association and participate in the planning as well as attend 
the convention. This would be used only in such circumstances and is not intended for those 
individuals or groups of nonmembers of the Association who simply request permission to attend 
a convention. 
 
A sample agreement is provided (see page 33) and should be used to formalize any such 
affiliation agreements. 
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TERMS OF AFFILIATION 
 

between 
 

       (Name of Convention Association)        
 

of the ALBERTA TEACHERS’ ASSOCIATION 
 

and 
 

        (Name of Outside Organization)        
 

 
This agreement between the aforementioned parties provides details of affiliation between the 
two and shall come into effect         (date)        . 
 
This agreement shall be binding on both parties. 
 
I. Representation on the Convention Board: 
 

A. The        (outside organization)        shall be entitled to representatives on the 
convention board. 

 
B. All privileges and voting rights shall be accorded to the      (outside  organization)     

representative. 
 
C. As affiliate members of the convention board, the        (outside organization)        

representatives shall not be eligible to hold table officer positions. 
 
D. Full participation in convention planning, except as outlined in article I.C shall be 

accorded to the        (outside organization)       . 
 

E. The        (outside organization)        agrees to collect, use and disclose personal 
information obtained from the Association or about Association members in 
accordance with privacy law and the Association’s Privacy Policy. 

 

II. Finances: 
 

A. The        (outside organization)        members shall pay the regular current 
convention fee as set by the convention board. Such fees shall be due and payable 
by January 31 of each year. 

 
B. Travel and subsistence payments for the        (outside organization)        

representatives shall be based on the same formula as for all other        (convention 
association)        representatives. 
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III. Dissolution of Affiliation: 
 

A. The terms of this agreement may be dissolved by either or both parties provided 
written notice is given at least 10 months prior to the date of the next convention. 

 
B. At the dissolution of this agreement, the        (outside organization)        shall have 

no claim to any monies accumulated prior to the signing of this agreement. The 
       (outside organization)        shall have proportionate financial claim to or 
responsibility for any surplus or deficit incurred during the term of this affiliation. 

 
 
Notwithstanding all of the above, all conditions of the current constitution of the  
       (convention association)        of the Alberta Teachers’ Association shall apply. 
 
 
Signed: 
 
 
President,        (convention association)        
 
                                                                       
 
 
Secretary,        (convention association)        
 
                                                                       
 
 
President,          (outside organization)          
 
                                                                       
 
 
The Alberta Teachers’ Association 
 
Officer                                                           
 
 
Date:                                                             
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4.  CONVENTION ATTENDANCE 
 
4.1  Protocol for Convention Attendance 
[Approved in Principle by Provincial Executive Council of the Alberta Teachers’ Association, 2004 04 01] 
 
Background 
 
For over 100 years, teachers have attended teachers’ conventions in Alberta. Originally 
organized by the Department of Education, teachers’ conventions provided opportunities for 
school inspectors to meet with teachers in each community. Over the years the role played by the 
Alberta Teachers’ Association in the annual teachers’ conventions gradually increased. 
 
In 1942, the Department of Education agreed to grant the Association the responsibility for 
organizing conventions. The agreement requires the Alberta Teachers’ Association to improve 
the teaching profession by organizing and supporting groups that advance the knowledge and 
skill of teachers. The School Act (1988) specifically identifies as “teaching days” the two days on 
which a teachers’ convention, authorized by the Alberta Teachers’ Association, are held. 
Attendance is mandated in Section 97 (1)(d) of the School Act as comprising part of teachers’ 
employment contracts with their boards. 
 
The 10 convention associations are agencies of the provincial Association. As Association 
subgroups, they plan, conduct, fund, evaluate and govern the teachers’ conventions held across 
the province. Conventions are a key piece of professional development for teachers to foster 
professional growth and enhance student learning in conjunction with other activities at the 
school, local and school board level. 
 
Statement of Principles 
 
The objects of the Association as stated in the Teaching Profession Act are to provide and 
develop leadership and programs which will enhance individual teacher competence, teaching as 
a profession and the cause of public education. Such activity is called “professional 
development.” 
 
The primary goal of the Association’s professional development program is to establish and 
maintain high standards of professional practice. Progress towards this goal requires the 
advancement and promotion of Association policies related to professional development. 
 
Professional development takes many forms and is provided by many different people and 
organizations with the goal of enhancing learning for students. As described in the PD 
framework for professional development in Alberta, effective professional development activities 
at teachers’ conventions shall include the following: 
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Content—Convention sessions are based on research and build on established knowledge, skills 
and attributes. The program provided is designed to enhance implementation of curriculum, 
instructional techniques and assessment techniques. In addition, sessions enhance pride in being 
a member of the teaching profession and motivate teachers to further explore and study topics of 
interest, areas of need and new research on effective practices in education.  
 
Process—Conventions provide opportunities to engage teachers in collegial dialogue. 
Conventions encourage teachers to explore, think critically and reflect on their professional 
practice to identify action strategies and solutions for issues of common concern.  
 
Context—Conventions are professional development activities that respect the professional 
judgment of teachers in determining their needs. 
 
The Association, as a professional organization, strongly values teachers’ conventions and 
recognizes both the professional and legal obligations that teachers have regarding convention 
attendance. All teachers should consider this as they approach and participate in the full two days 
of teachers’ conventions. 
 
Teachers’ conventions must provide relevant professional development opportunities for 
teachers which have the potential to assist them in realizing their individual plans for increased 
professional growth. 
 
Given that teacher attendance is obligatory, convention boards should develop annual programs 
of general interest to teachers at all levels, for a variety of curriculum areas and improved 
pedagogy. Teachers’ conventions achieve this through convention speakers, workshops, exhibits 
and networking opportunities. 
 
Convention is only one of a number of interdependent professional development forums for 
teachers. The opportunities provided complement and/or supplement other components of a 
comprehensive program. 
 
Convention Attendance Guidelines 
 
1. All teachers have a legal as well as a professional obligation to attend the annual 

teachers’ convention to which they have been assigned as stated in the School Act. 
 
2. A charge of unprofessional conduct under Association discipline bylaws may be lodged 

against a teacher who fails to attend the teachers’ convention. School boards also have 
the right to deduct pay from teachers absent from a convention without authorization or 
reason and, in fact, have done so. 

 
3. Employers, school staff, Association subgroups and individual teachers shall not organize 

other school or district activities that conflict with annual teachers’ conventions. Any 
such other activities that are scheduled may be contrary to the School Act.  
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4. Notwithstanding teacher rights under collective agreements, teachers are expected and 
urged to consider convention dates as a professional priority in planning for the school 
year and as a link to their Teacher Professional Growth Plans. 

 
5. Notwithstanding the professional and statutory obligation to attend their annual teachers’ 

conventions, in exceptional circumstances teachers may be absent from the annual 
convention according to the following criteria. 

 
 a. Requests by a Teacher to the Employer 
 
 Medical, bereavement, personal and other leave entitlements fall under the collective 

agreement and should be handled in the usual employer/employee relationship. 
 
 b. Requests by a Teacher to the Convention Attendance Committee 
 
 Alternate Professional Development Activities 
 
 Teachers may request permission to attend alternate professional development activities. 

Requests must be submitted, in writing, to the appropriate Convention Attendance 
Committee. Such requests are made at least six weeks prior to the convention. Teachers 
should check their convention website to obtain the exact date. Teachers failing to request 
permission from their Convention Attendance Committee may be subject to investigation 
and sanctions under the Code of Professional Conduct. 

 
 For approval of requests by a teacher to be absent from convention responsibilities, the 

following three minimum criteria must be met: 
 —an organized professional development activity that exceeds those provided at 

convention 
 —an extraordinary professional development opportunity that could not be accessed by 

the teacher at another time 
 —a relevant professional development session not included in the convention program 

that will enhance professional practice. 
 
 The Convention Attendance Committee has the authority to grant permission for a 

teacher to be absent from convention. The Convention Attendance Committee will advise 
the teacher of its decision in writing. Teachers may appeal a decision of the committee to 
the Convention Board to render a final decision. 

 
 An example of an appropriate request would include a one-time attendance at a national 

or international conference which addresses the emergent professional needs of the 
teacher relating to improved professional practice. 

 
 Although worthy enterprises, school trips such as ski trips, field trips, voluntary 

participation in other activities (eg, coaching) and school board-facilitated activities (eg, 
job fairs) do not qualify as professional development activities. Any member in an 
educational context counselling and directing a colleague to be absent from convention is 
liable to sanctions under the Code of Professional Conduct. 
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 c. Alberta Schools’ Athletic Association (ASAA) 
 
 The Alberta Teachers’ Association is providing the Alberta Schools’ Athletic Association 

(ASAA) with a Letter of Accommodation regarding the release of teacher coaches from 
their convention attendance obligations to coach at a Provincial Finals event. Such 
releases apply primarily to teacher coaches from the Northeast Teachers’ Convention 
Association (NETCA) involved with teams reaching the rural wrestling finals and teacher 
coaches from the Greater Edmonton Teachers’ Convention Association (GETCA) 
involved with teams reaching the provincial wrestling finals and the provincial 
cheerleading finals. It should be noted that this release does not apply to any zone or 
Regional Finals’ events. 
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Teachers’ Conventions: Obligations 
 
 
A Professional Obligation 
 
Teachers are responsible for being informed and 
knowledgeable about educational issues and 
changes. The Teaching Professional Act, the 
legislation that established the Alberta Teachers’ 
Association (ATA), states that one of the 
objectives of the ATA is “to improve the teaching 
profession . . . by organizing and supporting 
groups which tend to improve the knowledge and 
skill of teachers, by meetings, publications, 
research and other activities designed to maintain 
and improve the competence of teachers.” 
 
Purpose of Teachers’ Conventions 
 
The annual convention is an important component 
of the overall professional development program 
for teachers. Convention planners work with 
organizers of school-based and local-level 
professional development activities as well as 
with ATA specialist councils to ensure that the 
professional development opportunities available 
to teachers are coordinated, comprehensive and 
relevant. Through convention speakers, 
workshops, exhibits and social activities, teachers 
can keep up with educational developments, 
identify and propose solutions for common 
problems, expand their educational knowledge 
and skills, and exchange ideas with colleagues. 
Conventions are intended to motivate teachers to 
further explore and study topics of interest, areas 
of need and new developments in education. The 
ATA endeavours to make these events, which are 
an integral part of teachers’ continuing 
professional development, interesting, challenging 
and stimulating. 
 
A Legal Obligation 
 
Alberta teachers have a professional and legal 
obligation to attend conventions. Section 97 (1)(d)  

of the School Act includes in its definition of 
“teaching day” the two days per year on which 
teachers attend the convention “authorized by the 
Alberta Teachers’ Association.” Teachers receive 
pay for their attendance at teachers’ convention if 
they normally work on those days and/or if their 
employer requires them to attend for a period that 
exceeds their normal work obligations. 
 
School boards have the right to deduct pay from 
teachers who are absent from their convention 
without a legitimate reason and, in fact, have done 
so. A charge of unprofessional conduct under the 
Teaching Profession Act and ATA discipline 
bylaws may be lodged against a teacher who fails 
to attend the teachers’ convention and who has not 
obtained permission under ATA bylaws 114 to 
117 to attend an alternate professional 
development activity. The ATA’s Professional 
Conduct Committee has returned verdicts of 
guilty in several such cases. Regular school board 
administration of collective agreement leave 
provisions, such as sick leave, applies. 
 
Request for Alternate PD Activities 
 
Convention boards are in charge of the 
convention, and all teachers are expected to 
attend. Only the attendance committee of the 
convention board may grant permission to 
teachers to attend alternate professional 
development activities, and such decisions are 
based upon standardized guidelines approved by 
the ATA. Permission should be requested well in 
advance of the convention dates. No person at the 
school or district level can authorize or direct non-
attendance, except as provided in the collective 
agreement. 
 
Questions about conventions should be directed to 
the president of the convention association in your 
area or to the ATA. 
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4.2  Further Attendance Issues 
 
Concern about attendance at conventions, in particular, the perception by the public and perhaps 
the profession, that some teachers stay away, leave early or even use convention days for 
holidays skiing or otherwise continue to be raised. A further concern is that teachers may be 
reluctant to file a complaint of unprofessional conduct when teachers suspect a colleague has 
been absent from convention without permission. It is unprofessional conduct when teachers are 
absent from teachers’ convention without permission from the Convention Attendance 
Committee for their assigned convention or when they fail to follow the normal procedures of 
their school jurisdiction for absences covered in their collective agreement. In cases of 
unprofessional conduct, teachers risk the loss of 1/200 of salary and benefits. 
 
There are challenges regarding non-attendance and/or lack of full-time attendance at conventions 
because of part-time teacher contracts, alternative school years and school hours, and provisions 
in collective agreements. Medical, bereavement and personal days are legitimate absences from 
teachers’ conventions and make monitoring difficult. Having a way to enquire without launching 
a full professional conduct investigation may be beneficial and the development of a procedure at 
the school level might remedy the current difficulties when teachers have questions regarding 
convention attendance. 
 
Reinforcing the professional and legal obligation of teachers to attend conventions through 
education, incentives and repetition is considered the most effective strategy. Promoting 
conventions through attractive and engaging messages on the ATA and convention websites, in 
local newsletters and through other communication opportunities will raise awareness about 
convention attendance. Social activities and incentives for being onsite at certain times could 
also help encourage teachers to attend convention.  
 
Alternate PD Requests 
 
Since the implementation of the Protocol for Convention Attendance approved by Provincial 
Executive Council in 2004, alternate PD requests for teachers attending conferences, 
international, national or otherwise, should almost be viewed as a “once in a lifetime” 
opportunity and these requests will generally not be granted two years in a row. Normally a 
teacher must have two years between requests for alternate PD. Enhanced record keeping, by 
each convention area, regarding alternate PD requests will assist with applying this criteria.  
 
Some alternate PD requests are from teachers who coach school teams, particularly in wrestling, 
curling and cheerleading in two geographic areas. The ATA and the Alberta Schools’ Athletic 
Association (ASAA) have developed an online application form for teachers to request 
permission to be absent from convention for a minimal amount of time in order to coach their 
team at ASAA provincial tournaments only and does not include zone or regional playoffs. The 
form is available on the ASAA’s website, www.asaa.ca, or the ATA’s website, 
www.teachers.ab.ca. Completed copies of this form should be sent to the ASAA, the ATA and 
the appropriate convention association. 
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Presenting At Your Teachers’ Convention or At Another Teachers’ Convention 

Professional development by teachers for teachers is an initiative that convention boards try to 
pursue as much as possible as this is considered to be a good professional development 
opportunity for the presenting teacher. Teachers are asked to present at their own teachers’ 
convention and are allowed to do so. However, because of the legal and professional 
requirements to attend their delegated teachers’ convention, teachers can only present up to half 
a day or two separate sessions at their own teachers’ convention. 
 
Teachers are also asked to present at other teachers’ conventions. If this does not occur during 
their own teachers’ convention it is not an issue as the teacher would go through normal channels 
to obtain the time off in order to do so. However, if the request to present at another teachers’ 
convention is at the same time as their own, they are allowed to do so but only for up to one day 
and this includes all necessary travel time. These teacher presenters must attend their teachers’ 
convention for the other full day. Furthermore requests such as this cannot be granted to a 
particular teacher on a yearly basis as there must be at least one year between requests to do so. 
 
Teachers in Distributed Learning/Distance Learning/Virtual/Online Environments 

Teachers who are employed in distributed learning/distance learning/virtual/online environments 
AND who live outside of the geographic boundary of their designated teachers’ convention area 
are eligible for a change to their assigned convention area. These teachers shall self-identify and 
the following procedures shall apply:  
1. Teachers must complete and submit an online application form to the convention factotum 
each year prior to December 15 to request approval for eligibility to change their assigned 
convention area. 
Note that the application form will be posted on the ATA website in early October and available 
until the December deadline. 
2. Applications will be vetted and either confirmed or denied by the convention factotum and 
that information will be relayed to the applicant. 
 
Attendance Guidelines and Nonmembers 

Following changes to the Teaching Profession Act and implementation of the Membership Status 
Election Regulation, convention associations were asked to develop attendance guidelines. 
Specifically, those central office staff who elected nonmembership or associate membership in 
the ATA are not eligible to attend teachers’ conventions. Superintendents, deputy 
superintendents and teachers in federal, charter and private schools must hold associate 
membership in the ATA and may be asked to pay the out-of-district convention registration fee 
in order to attend. In 2006, conventions implemented a variety of strategies for those who were 
eligible to attend their conventions, many of which were effective and received positively. 
Continuing work must be done to ensure teachers, non-ATA members and convention board 
executives are familiar with convention association attendance guidelines.   
 
Retired Teachers 
The 10 convention associations have a variety of practices regarding the involvement of retired 
teachers. Some convention associations invite retired teachers to attend the convention and 
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provide them with the convention identifier which grants access to program sessions. Others 
have involved retired teachers as volunteers to staff the convention office. Crowding issues at 
sessions for most conventions and the financing of conventions through dues from active 
members should be considered. Convention boards are reminded that their mandate is to serve 
active teachers in their member-locals when considering the involvement of retired teachers.  
 
Substitute Teachers 
 
In recognizing that substitutes are not compelled to attend convention, many substitute teachers 
wish to attend but have difficulty obtaining program information and providing the required 
credentials to access the convention site. Many locals provide conventions access to substitute 
teachers upon request or through their local substitute teachers committee. Substitute teachers 
should approach their locals and/or convention associations for support to attend convention. In 
most cases there is no cost for substitutes to attend teachers’ conventions as they are recognized 
by the ATA as key members of school communities.  
 
Hospitality Suites 
 
Advertising and operation of hospitality suites during the regular program hours of conventions 
is a concern because of the legal and employment aspect of convention attendance as well as the 
perceptions of the media, parents and the general public. Advertising hospitality suites as open or 
being open during convention program times is strongly discouraged. The cooperation of locals 
as well as school leaders is needed in order to maintain the professional image of teachers at 
convention. As well, individual school staff and school administrators arranging events away 
from the convention site during program hours is not accepted.  
 
Teachers on Leave 
 
Teachers who are on leave from public and separate school jurisdictions are still under contract 
to the employer and therefore eligible to attend convention under certain circumstances. 
 
Teachers on sabbatical, education study leaves, parental or other unpaid leaves of absences may 
still attend their assigned convention if membership requirements have been maintained. 
 
Teachers who are on medical, maternity or long-term disability need to consult with Teacher 
Welfare staff and their doctor to determine if they can attend convention and meet the 
requirements/conditions of their leave. 
 
Teachers on leave for the entire school year will not necessarily have paid ATA dues including 
convention fees. Convention associations should set convention fees that can be prorated or 
waived as convention boards determine. 
 
Note: Monthly ATA fees for teachers on leave are $8.00 for each month of leave. The ATA 
website has a Leave of Absence form for fee payment while on leave. 
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Frequently Asked Questions 
 
The following frequently asked questions are provided as guidance for attendance committees:  
 
Attend an Alternative PD Activity 

Q: Can I attend a conference other than the ATA convention if it runs during the same time 
as my teachers’ convention? 

A: Yes, but only if your convention attendance committee gives you permission to be absent 
from your assigned convention. 

Q: What criteria must be met for an event to be considered an alternative PD activity? 

A: The event must be an organized, extraordinary professional development opportunity not 
available at any other time and is not included in the convention program and will enhance the 
teacher’s professional practice. More detailed information about alternative professional 
development activities is available on the provincial website. 

Q: How do I obtain permission to attend an alternative PD activity? 

A: Individual teachers must apply in writing to the chair of the convention attendance committee 
explaining the specifics of their request. A form is generally available on the convention website. 
The application must be received at least 6 weeks prior to convention. Teachers must check with 
their convention board as to the specific deadline for the request. 

Q: What if I disagree with the convention attendance committee’s decision about my request to 
attend an alternative PD activity? 

A: You can appeal the decision. Check with the person who communicated the decision to you 
to find out the specifics of the appeal process. In most cases, appeals are handled by the 
convention board at its next meeting. 

Q: Where can I find out more about the process to be followed if I must be absent from my 
convention? 

A: Consult the Protocol for Convention Attendance on the ATA website or on the convention 
website for more detailed information. 

Q: Are my convention fees refundable or transferable? 

A: No. 
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Attend a Convention Other Than the One Assigned 

Q: I live a long way from the convention to which I am assigned and very near to another 
convention. Can I attend the nearer convention? 

A: If distance is the only consideration, no, you must attend your regular convention. Many 
teachers travel several hours to attend their convention. However, if there are urgent, compelling 
or compassionate circumstances that prevent you from attending your regular convention, you 
may, at the discretion of your convention association and the requested convention, be allowed to 
attend a convention that is closer to you. 

Q: What do I have to do to attend a convention other than the one to which I am assigned? 

A: First, you must seek permission from your convention association to be excused from the 
convention to which you are assigned. Next, you must get permission from the convention that you 
want to attend so that you are eligible to register. Finally, you must pay the out-of-district registration 
fee for the convention that you have asked to attend. These fees range from $65 to $300. 

Q: Are my convention fees refundable or transferable? 

A: No. 

Personal Days 
 
Q: Can I use personal days during teachers’ convention? 

A: This is not a desirable use of these days because teachers have both professional and legal 
responsibilities to attend their teachers’ convention. However they may be used at this time. You 
will need to consult your collective agreement to see how this issue is addressed and the required 
procedures. 

Supervise a Field Trip 

Q: My school has arranged a field trip for students and I am assigned to take them to Mexico. 
Does supervising this field trip qualify as an alternative PD activity? 

A: No, field trips, although worthy enterprises, are not considered alternative PD activities. The 
Convention Attendance Protocol stipulates that teachers are to avoid scheduling activities that 
conflict with their convention dates. Furthermore, schools and school jurisdictions are not to 
direct teachers to carry out activities that prevent them from attending their assigned 
conventions. 
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Attend a Sports Event 

Q: The school team that I coach has an Alberta School Athletic Association (ASAA) 
tournament starting on the Friday of convention. Can I miss convention to go with my team? 

A: Yes. As soon as you learn that your team has qualified for the ASAA event, you should fill 
out a form seeking approval to travel to the tournament with your team. 

Q: Where can I find the permission form? 

A: An Absence Request Form can be downloaded from this website. Completed forms should be 
faxed to the ATA, to the ASAA and to your convention association. 

Q: I coach a community team and want to go to a tournament or participate in the Winter 
Games instead of attending my convention. Does coaching a community team qualify as an 
alternative PD activity? 

A: No. Coaching a community team is not a professional development activity and does not meet 
the criteria for an alternate PD activity. However, your collective agreement may provide 
personal leave, which you may be able to access for this time. 

Q: What happens if I disagree with the decision of the attendance committee? 

A: You can appeal the decision. Check with the person who communicated the decision to you 
to find out the specifics of the appeal process. In most cases, appeals are handled by the 
convention board at its next meeting. 

Attend to an Illness or Family Emergency 

Q: If I am sick, going for surgery, have a medial appointment with a specialist, have a family 
emergency, have had a death in the family or can’t travel because of bad roads, do I have to 
go to my convention? 

A: No. Medical, bereavement, personal and other leave entitlements fall under the collective 
agreement and should be handled in the usual employer/employee relationship. 

Q: What if I am not sure of my rights covered in the collective agreement? 

A: If you have any questions about your leave and the provisions of your collective agreement, 
contact Teacher Welfare at 1-800-232-7208 or 780-447-9400. 

Q: What arrangements should I make to be absent? 

A: You should contact whomever you would normally notify if this situation occurred on any 
other teaching day. 
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Q: Will I be subject to discipline if I go for a medical appointment, stay home sick or attend a 
funeral instead of going to my teachers’ convention? 

A: No. Your collective agreement covers your absence from convention in the same way that it 
covers these sorts of absences for regular work days. 

Take Care of Other Professional Obligations 

Q: Nothing in the convention program interests me. Can I stay at home or work at school 
instead? 

A: No. Your employer provides you with salary, benefits and pensionable service for the two 
days of the annual ATA teachers’ convention. As a result, you have a legal obligation to attend 
your convention. Furthermore, under the Teaching Profession Act and the Code of Professional 
Conduct, you have a professional obligation to attend your assigned convention. If you fail to 
attend, you may be subject to discipline by the profession and/or by your employer. 

Q: I am really behind at school. Can I work at school and catch up instead of attending my 
convention? 

A: No. If you fail to attend, you may be subject to discipline by the profession and/or by your 
employer. 

Part-Time Teachers 

Q: What portion of my teachers’ convention am I required to attend? 

A: You are required to attend the same portion of your convention as the portion of a full time 
position that you work for your school board. For example, if your contract stipulates that you 
are employed at 0.5 FTE (full-time equivalent), then you must attend half the convention (one 
day). Similarly, if you are employed at 0.75 FTE, then you are expected to attend 1.5 days of the 
convention. 

Q: Does it matter what parts of the convention I attend? 

A: No. You can attend whatever parts of the convention you wish as long as you make up the 
proportion required. For example, if you contract requires you to attend for one day, you could 
attend on Thursday rather than Friday (or vice-versa) or you could attend Thursday and Friday 
mornings. In some cases, your contract may specify that convention attendance on both days is 
included in your FTE. Check your contract. 

Q: If I work part-time, can I attend the full convention if I wish? 

A: Yes, you are welcome to attend both days. 
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Q: Do I have to attend convention if I don’t teach on Thursday or Friday? 

A: Check your contract to ensure that you meet your employment obligations. From an 
employment point of view, if you don’t usually work on those days, you do not need to attend 
convention. However, from a professional point of view, you are encouraged to attend at least as 
much of the convention as corresponds to the portion of a full time position that you teach. 

Substitute Teachers 

Q: I am a substitute teacher. Can I attend a teachers’ convention? 

A: Yes. 

Q: Will I get paid for the time I spend at the convention? 

A: No, not as a teacher on a daily contract. However, your ATA local may subsidize your 
convention attendance. Check with your local office. 

Q: How much does it cost to attend convention? 

A: The costs vary from convention to convention. Some convention associations allow substitute 
teachers to attend at no cost, while others may charge $5 to $10 for a convention identifier such 
as a lanyard. 

Q: Where do I get a convention identifier? 

A: You may be able to get a convention identifier from the school at which you do most of your 
substitute teaching. In other cases, you may have to go to your ATA local office. 

Q: How do I find out more? 

A: Check out the website of the particular convention that you plan to attend. A directory of 
convention association websites is available. 

Q: Although I am not a certificated teacher, I “substitute” in a school because they can’t get 
certificated substitute teachers. Can I attend teachers’ convention? 

A: No, only certificated teachers who have been substitutes this school year and are active 
members of the ATA are eligible to attend a teachers’ convention. 
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Teachers on Leave of Absence 

Q: I am currently on a leave of absence. Can I attend my teachers’ convention? 

A: Yes. During a leave, you are still an active member of your ATA local. As a result, you are 
entitled to attend your teachers’ convention. Be sure that you have paid your ATA dues for a 
teacher on leave ($8 per month for each month of leave). Note that your convention association 
may ask you for identification and may charge you a nominal fee for the convention identifier. 

Q: I am on medical leave. Can I attend my teachers’ convention? 

A: It depends on your situation. Contact Teacher Welfare of the ATA at 1-800-232-7208 for 
assistance. 

Superintendents/Chief Deputy Superintendents 

Q: I am a superintendent (or chief deputy superintendent). Am I eligible to attend a teachers’ 
convention? 

A: You are eligible to attend if you are currently an Associate Member of the ATA and have 
paid the fee in place at that time (currently $186.30). 

Q: How do I register to attend a convention? 

A: Contact the president of your convention association and explain that you are an associate 
member who is entitled to attend the convention and to receive a convention identifier. 

Central Office Staff 

Q: I am a member of central office staff who has opted for non-membership or associate 
membership in the ATA rather than the highest level of membership available to me (usually 
active membership). Am I eligible to attend a teachers’ convention? 

A: No. Attending a convention is a privilege for active ATA members and for those who have 
elected the highest level of membership available to them. 

Q: Can I do anything so that I can attend? 

A: The only way to become eligible to attend a convention is to appeal to the Minister of 
Education to change your membership election so that you are once again an active member of 
the ATA. 
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Education Students/Student Teachers 

Q: I am an education student or a student teacher. Am I eligible to attend a teachers’ 
convention? 

A: In most cases you are eligible to attend. You must be in the final year of your university 
program and in a professional practicum at the time of your teachers’ convention. Also note that 
arrangements differ from one convention association to another and from one university to 
another. Check your convention association website for details. 

Q: What do I need to do if I want to attend a convention? 

A: You need to be a member of the Education Students’ Association, Education Undergraduate 
Society or other education student organization at your university or faculty of education. Joining one 
of these groups automatically makes you a student member of the ATA. Even if you are a student 
member, you may be asked to pay from $5 to $10 for a convention identifier such as a lanyard. 

Q: Where do I obtain a convention identifier? 

A: It depends on the university in which you are enrolled and the convention you plan to attend. 
Sometimes the convention identifiers are sent directly to the student local and/or university. 
Check with your student local or convention association. Mentor or cooperating teachers are 
asked not to provide lanyards directly to their student teacher. 

Q: Which convention should I attend? 

A: Each student local arranges with one of the convention associations to accept education 
students. In general, University of Alberta, Kings University College, and Concordia University 
College of Alberta students attend the convention organized by the Greater Edmonton Teachers’ 
Convention Association; University of Calgary, Ambrose University College, Mount Royal 
University, and St. Mary’s University College students attend the convention organized by the 
Calgary City Teachers’ Convention Association; University of Lethbridge students attend the 
convention organized by the South Western Alberta Teachers’ Convention Association; 
Medicine Hat College students attend the convention organized by Southeastern Alberta 
Teachers’ Convention Association; Red Deer College students attend the convention organized 
by the Central Alberta Teachers’ Convention Association and Grande Prairie College students 
attend the convention organized by the Mighty Peace Teachers’ Convention Association. 

Federal/Charter/Private School Teachers 

Q: I am employed by a federal, charter or private school. Am I eligible to attend a teachers’ 
convention? 

A: You can attend if (1) you are an associate member of the provincial ATA (current cost 
$186.30), (2) you apply to and are accepted by the convention association whose convention you 
want to attend and (3) you have paid the out-of-district convention fee. 
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Q: What if I don’t have an associate membership in the ATA? 

A: You can apply for one by filling out and submitting an Associate Membership Application 
Form. 

Q: Does it matter which convention I attend? 

A: You can attend whichever convention you wish provided that you apply before the deadline 
and that the convention has space. 

Q: How much does it cost to attend a convention? 

A: Costs vary from $65 to $300 depending on the convention association. 

Out-Of-Province Teachers 

Q: I live in a province or territory other than Alberta and I want to attend a teachers’ 
convention in Alberta. Am I eligible to attend? 

A: Yes, provided that you are a member in good standing of your provincial or territorial 
teachers’ organization and that organization is a Canadian Teachers’ Federation (CTF) member. 

Q: Does it matter which teachers’ convention I attend? 

A: No. You can attend whichever convention you wish, provided that the convention has room. 
If you are turned down by one convention association on the grounds that there is no room, you 
are welcome to apply to a different convention. 

Q: What do I have to do to attend? 

A: Consult the convention association directory to decide which convention you wish to attend. 
Then obtain and submit an Out-of-District Attendance Application Form by the deadline 
specified by the convention association. You will be required to pay an Out-of-District 
attendance fee. 

Teachers Who Are About to Retire 

Q: I am planning to retire this year before my convention takes place. Am I still eligible to 
attend the convention? 

A: Because different convention associations collect convention fees at different times during the 
year, it is possible that, before retiring, you paid your fees for the entire year. If that is the case, 
you are welcome to attend teachers’ convention in the year that you retire. 
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Q: What do I need to do to ensure that I am eligible to attend? 

A: You should advise your convention association that you plan to attend the convention. You 
will then receive a convention identifier (ie lanyard/wristband) as accreditation that will enable 
you to access the convention program. 

Teachers Who Have Retired 

Q: I am a retired teacher who would enjoy attending a convention to visit with some of my 
colleagues. Am I eligible to attend? 

A: You may be eligible but you will need to check with the convention association organizing 
the convention that you would like to attend. Keep in mind that many conventions are crowded 
and that first priority must be given to active members who have paid their convention fees. 
Some conventions offer social activities outside of program hours for retired teachers. If you 
have substitute taught for one day, you are an active member of the ATA for that year and, as a 
result, are eligible to attend a teachers’ convention. See the Frequently Asked Questions for 
substitute teachers (page 48) for more information. 

Non-Teachers 

Q: Are teacher assistants/educational assistants/spouses of teachers/children of teachers 
eligible to attend teachers’ conventions? 

A: No. Conventions are closed events designed for ATA members who hold the highest level of 
membership available to them and for a few invited guests. Central office and school 
administrators do not have the authority to direct teacher assistants or educational assistants to 
attend teachers’ conventions 

Proof of ATA Membership 

Q: I want to attend convention but I don’t have my ATA membership card. How will I get into 
the sessions that I want to go to at convention? 

A: Check with your convention to find out what credentials your convention is using to gain 
access to the convention site. Some conventions use lanyards or wristbands as the way to show 
that you are entitled to attend program sessions. If you are a member of a student local, check 
with your convention and your student local as to what you need and what will be available for 
you for convention. 
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5.  CONVENTION LINKAGES 
 
Linkages between the Association and its subgroups, including conventions and other PD 
partners have been an important issue and were recognized in the 2006 review of teachers’ 
conventions. Conventions have a key role in initiating and maintaining communication with 
specialist councils, Alberta Assessment Consortia and other PD partners. 
 
Following the review, district representatives continue their assignment to attend convention 
association meetings and provide the link with the provincial Association. As members of the 
convention executive, they are able to advise convention associations regarding the 
appropriateness of convention sessions at the planning stage before the program is finalized. This 
process also provides for district representatives to receive copies of the upcoming program as 
soon as they are published and distributed at convention association meetings. Each convention 
association is required to forward a digital copy of its program to the convention factotum when 
the program is available. 
 
Existing linkages with jurisdictions, locals, consortia and MLAs, in addition to universities, 
Alberta Education, local PD committees and other convention associations, which currently exist 
should be maintained or enhanced. Websites are useful for communicating with members and 
nonmembers. 
 
5.1  ATA District Representative 
 
1. The Alberta Teachers’ Association district representative is a voting member of the 

convention board of the convention association(s) to which locals from that district are 
assigned. 

 
2. It is the role of the district representative to 
 

(a) Represent Provincial Executive Council at convention board meetings and at 
convention; 

(b) Provide updates/reports from Provincial Executive Council at convention board 
meetings; 

(c) Participate in the development and implementation of a program that promotes 
teaching as a profession; 

(d) Evaluate the convention and provide feedback to the convention board. 
 

5.2  ATA Executive Staff 
 
1. To fulfill its overall responsibility for the operation of the annual teachers’ conventions, 

Provincial Executive Council appoints an executive staff member as convention 
factotum. 

 
2. It is the role of the convention factotum to 
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(a) Oversee the operation of the convention associations and to assist them in meeting 
their responsibilities for planning, organizing, administering and evaluating the 
annual teachers’ conventions; 

(b) Coordinate Association services to conventions; 
(c) Facilitate participation of Association personnel in conventions; 
(d) Assist convention associations in amending their constitutions and having these 

approved through proper channels; 
(e) Plan and conduct the annual convention seminar; 
(f) Prepare and update the convention handbook. 

 
3. Convention associations may request the assistance of other Association executive staff 

members for the purpose of handling individual assignments at conventions. 
 
5.3  Local Associations 
 
The 2006 review of conventions reported that the current role of convention representatives was 
perceived as messengers responsible for communication between the local and convention with 
duties to attend meetings, distribute surveys as required and arrange session hosts. Conventions 
were expected to develop guidelines about what to report regarding conventions and how best to 
report to their local councils. The Association is available to assist with this process. 
 
The role of local council with respect to teachers’ conventions has been to receive information, 
provide guidance to the convention and to promote the event. Members of local executives need 
to be informed about the role of the convention representative and how to assist the convention 
representative to be effective at the local council. A higher profile for convention 
representatives’ reports and a more structured, two-way format for reporting will raise awareness 
that teachers’ conventions are an integral part of professional development. 
 
5.4  Specialist Councils 
 
Since the convention review report in 2006, an effort has been made to strengthen formal links 
with specialist councils, in addition to informal or personal connections through individuals. A 
closer working relationship with conventions enables specialist councils to provide speaker 
suggestions and/or topics for convention programs to ensure adequate program coverage for 
curriculum/specialty areas at all grade levels. Sharing specialist council speakers, including 
presenters who are members of specialist councils and can effectively present sessions from a 
practicing Alberta teacher’s point of view, is beneficial for both councils and conventions. 

Staff advisors for each specialist council are expected to facilitate gathering the information in 
time for convention planning in early spring. Information is collected annually on a template 
distributed at the Presidents, Editors, Webmasters and Treasurers Seminar held at Barnett House 
in the fall. This updated information is provided to convention presidents and program chairs at 
the spring Convention Meeting held in conjunction with the spring Professional Development 
Area Conference (PDAC). 
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Interested specialist councils and locals are encouraged to be part of the larger provincial ATA 
booth, and specialist council memberships and upcoming events information can be made 
available as part of the larger ATA presence.  
 
The collaborative website for PD leaders can also be used to provide for increased 
communication between specialist councils and teachers’ conventions. Convention program 
chairs can post issues for convention sessions which can be addressed by specialist councils 
through the collaborative site. In addition, specialist councils can promote teachers’ conventions 
through their websites and publications and develop programming connections between their 
annual conferences and teachers’ conventions. 
 
Conventions have an opportunity to work more closely with specialist councils as a result of the 
decision by the 2007 Annual Representative Assembly to begin providing active members of the 
Association with automatic membership each year, at no charge, in one specialist council of their 
choice. This benefit is designed to enhance the professional practice of individual teachers as 
well as strengthen the voice of the teaching profession in the speciality areas represented by the 
21 specialist councils. Applications for the no-cost membership can be best processed through 
the online registration system on the Provincial ATA website at www.teachers.ab.ca. 
 
5.5  Alberta Education 
 
1. Alberta Education may be asked by convention associations to assign a representative to 

serve as an advisor member on each convention board. 
 
2. It is the role of the Alberta Education representative to 
 

(a) Provide liaison with the appropriate branches of Alberta Education; 
(b) Assist the convention board in planning effective convention sessions; 
(c) Interpret Alberta Education policies, plans and proposals when necessary; 
(d) Inform the convention board of proposed curriculum changes; 
(e) Participate in the convention program as mutually acceptable; 
(f) Act as a communications link between Alberta Education and convention 

associations. 
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5.6  Superintendents 
 
1. The College of Alberta School Superintendents (CASS) may be asked to name a member 

to serve in an advisory capacity on each convention board. If teachers from more than 
one zone are members of the same convention association, CASS may appoint one 
superintendent representative from each participating zone. The CASS representative 
must be an active or associate member selecting the highest level of membership 
available to them in the Alberta Teachers’ Association. 

2. It is the role of the superintendent’s representative to 
(a) Provide two-way communication between the school superintendents, their school 

boards and the convention board;  
(b) Assist convention boards in planning effective convention sessions; 
(c) Identify relevant issues and concerns of significance to convention associations; 
(d) Participate in the convention program as mutually acceptable. 

 
5.7  Other Convention Associations 

Conventions have links with the executive and board of other conventions through e-mail and 
regularly scheduled meetings including Summer Conference, the fall and spring Professional 
Development Area Conferences and the fall and spring Convention Meetings. 

5.8  Alberta Regional Professional Development Consortia 

Alberta Education funds seven regional professional development consortia. The purpose of 
these consortia is to provide professional development, in-service and training to the K–12 
education community. 
 
Directors of regional consortia may be able to serve as a resource to identify speakers for specific 
topics. Depending on the program area, curriculum specialists, who are contracted by the 
consortia, may be available. 
 
Conventions are encouraged to look for mutually beneficial opportunities to partner with 
consortia to provide sessions and to communicate so as to avoid duplication of programs. 
 
5.9  Other PD Partners 
 
Public promotion of conventions with parents, through school newsletters and parent sessions 
and with the media, as well, improved attendance by teachers, high quality programs and 
increased presence of the ATA will enhance the professional image of teachers’ conventions. 
 
The range, timeliness and format of sessions, collection of and response to evaluations from 
teachers, the many opportunities for networking and the low cost for high quality professional 
development make teachers’ conventions very effective. Collaborating with other PD partners, 
providing sessions in specific areas, improving attendance and facilities, undertaking long range 
planning, providing for continuity from year to year, finding better ways to communicate on 
websites and creating stronger links to locals could improve conventions. 
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6.  ADMINISTRATION 
 

6.1  Composition of Convention Association Boards 
 
The member locals that belong to each of the 10 teachers’ convention association boards are as 
follows: 
 
Calgary City Teachers' Convention Association 

• Calgary Public Teachers No 38 
• Calgary Separate School No 55 

Central Alberta Teachers' Convention Association 
• Red Deer Catholic No 80 
• Red Deer City No 60 
• Timberline No 9 
• Wolf Creek No 3 

 
Central East Alberta Teachers' Convention Association 

• Battle River No 32 
• Clearview Teachers No 33 
• Elk Island Catholic Teachers No 21 
• Park Plains East No 31 

 
Greater Edmonton Teachers' Convention Association 

• Edmonton Catholic Teachers No 54 
• Edmonton Public Teachers No 37 
• Fort McMurray No 48 

Mighty Peace Teachers' Convention Association 
• Grande Prairie and District Catholic Teachers No 42 
• Greater Peace No 13 
• Northern Gateway No 43 
• Northern Spirit No 6 
• Trumpeter No 26 

North Central Teachers' Convention Association 
• Elk Island No 28 
• Elk Island Catholic Teachers No 21 
• Evergreen No 11 
• Evergreen Catholic No 44 
• Greater Black Gold Teachers' No 8 
• Greater Peace No 13 
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• Greater St Albert Catholic No 23 
• High Prairie No 62 
• Northern Gateway No 43 
• Parkland Teachers' No 10 
• Pembina Hills No 22 
• St Albert Public Teachers No 73 
• St Thomas Aquinas No 45 
• Sturgeon No 27 
• Timberline No 9 
• Unité locale francophone No 24 
• Wetaskiwin No 18 
• Woodland Rivers No 40 

 
Northeast Teachers' Convention Association 

• Aspen View No 7 
• Fort Vermilion No 77 
• Greater St Paul No 25 
• Lakeland Catholic Separate No 30 
• Northern Lights No 15 
• Northland No 69 

 
Palliser District Teachers' Convention Association 

• Canadian Rockies No 59 
• Chinook No 29 
• Chinook’s Edge No 17 
• Foothills No 16 
• Livingstone Range No 14 
• Palliser No 19 
• Prairieland No 36 
• Rockyview No 35 
• Three Drums of Wheat No 20 

 
South Western Alberta Teachers' Convention Association 

• Holy Spirit Catholic No 5 
• Horizon No 4 
• Lethbridge Public School No 41 
• Palliser No 19 
• Westwind No 12 

 
Southeastern Alberta Teachers' Convention Association 

• Grasslands No 34 
• Medicine Hat No 1 
• Medicine Hat Catholic Teachers No 39 
• Prairie Rose No 2 

 
   - 58 - 



 

 
6.2  Scheduling of Teachers’ Conventions 
 

The selection of convention dates for each convention association is determined by the following 
guidelines: 
 
North Central - Thursday and Friday of the first full week in February 
 
Calgary City - Thursday and Friday preceding Family Day 
 
Northeast - Thursday and Friday preceding Family Day 
 
Central Alberta - Thursday and Friday following Family Day 
 
Palliser District - Thursday and Friday following Family Day 
 
South Western Alberta - Thursday and Friday following Family Day 
 
Southeastern Alberta - Thursday and Friday following Family Day 
 
Greater Edmonton - Thursday and Friday following the week that includes Family Day 
 
Central East Alberta - Thursday and Friday of the first full week in March 
 
Mighty Peace - Thursday and Friday of the first full week in March 
 
Convention associations seeking to change an assigned convention date must pass a board 
motion to be submitted with accompanying rationale to the Association’s convention factotum 
for approval by Provincial Executive Council. 
 
6.3  Reporting Practices and Association Timelines 
 
Information from conventions associations is required by the Alberta Teachers’ Association to 
keep Provincial Executive Council aware of convention developments. To comply with the 
Personal Information Protection Act (PIPA), personal information from executive members of 
the convention association should be obtained with permission of the members concerned. A 
timeline for reporting essential information follows. 
 
Submission 
to the Association 

 
Association Timelines 

  
after each meeting Minutes of Convention Board Meetings—For Association records. 
 Sent to the Convention Factotum and Administrative Secretary 
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annually; and 
immediately after 
updating 

Individual Convention Handbooks (updated copy)—For Association 
records. 
Sent to the Convention Factotum 

  
January 15 Convention Program Digital File—For Association records. 

Sent to the Convention Factotum 
  
March 30 Requests to be Absent from Convention—For Association records. 
 Sent to the Convention Factotum 

 
April 15 Convention Program Digital File—For distribution to the nine other 

convention associations at the spring convention meeting. 
  
April 15 Convention Speaker Evaluations—For Association records. 

—For distribution to other convention associations at the spring 
convention meeting. 

  
April 30 Confirmation of Convention Dates—For Members’ Diary, Events 

Calendar on the ATA website, inquiries from superintendents, schools, 
parents and displayers. 

  
May 15 List of Executive—For Association correspondence and inquiries. 
 Sent to the Convention Factotum 

 
  
June 30 Fiscal Year End—For all convention associations. 
  
August 31 Convention Overview—For September issue of the ATA News (include 

date, location, theme, keynote speakers, contact information and website 
address). Sent to the Convention Factotum 

  
August 31 Budget for Upcoming Year—submitted to Convention Factotum and 

ATA Treasurer. 
 

September 30 Annual Report Form (including convention goals and action plan) and 
Audited Financial Statement for Past Year—For Association records. 

 
 
December 1 
 

Sent to the Convention Factotum 
 
Convention Association Update—For January issue of the ATA News  
(include changes to information provided for the September issue). 

  
December 15 Report of Honoraria and/or Expenses Paid—For accounting purposes 

(include complete list of names and mailing addresses of persons 
receiving honoraria from the convention association as well as amount of 
honoraria paid per person). 
Sent to the Convention Factotum 
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FINANCIAL OVERVIEW 

Responsibility for the financial operation of the convention association is an important part of the 
convention board’s obligations. 
 
While the treasurer is directly responsible for the recording of and reporting on the financial 
activity of the convention board, board members individually and collectively have a fiduciary 
responsibility to take “reasonable” steps to ensure that appropriate financial procedures exist to 
minimize the risk of fraud or significant error.  
 
Reasonable steps could include the following: 
• Participating actively in the preparation of the annual budget. Active participation will 

provide a general understanding of the budget lines and their intended purpose. 
• Ensuring that regular financial reports are provided to the board. The responsibility of the 

board for proper financial oversight begins with a conscientious review of the regular reports. 
Poorly prepared reports or missing reports should be questioned. 

• Questioning items in the financial reports that are unclear. Asking questions about financial reports 
is not an indication that the presenter of the reports is not competent or trustworthy. It is an 
indication that others are interested in the content of the report (as they should be) and reasonable 
questions should elicit reasonable answers even if the answer has to be provided at a future date. 

• Establishing appropriate policies to govern financial administration. Policies that are 
formulated and amended over time as necessary provide the basis for most of the day-to-day 
operating guidelines. These policies should include such things as expenses that are eligible 
for reimbursement, the authority vested in people to approve arrangements or contracts, 
responsibilities of people holding various positions and any other decision that has been 
made that will stand the test of time (ie its effect is ongoing).  

• Reviewing policies and procedures regularly to ensure that they are correct, that they are 
followed and that they serve some useful purpose. Once policy is established, it needs to be 
reviewed on a regular basis to ensure that it is still required, that people are aware that it 
exists and that it properly reflects the current philosophy of the board. 

 
6.4  Selection Criteria for Convention Sessions 
 
In keeping with the importance of the annual ATA conventions in teachers’ professional lives, all 
convention associations must have policy relating to the selection of sessions to be used by the 
program chair and committee as well as the convention board as the governing body. The purpose of 
the policy is to inform potential presenters about the criteria on which sessions shall be chosen, to 
guide the program committee as they develop the program and to provide a process for an appeal. 
 
Convention associations need to develop criteria particular to their context to include in their 
policy handbook which meet the minimum Association requirements. Until convention boards 
have approved policies for their handbooks, the following draft of minimum criteria should be 
used. 
 

• The session is consistent with the Mission and Vision for the Alberta Teachers’ 
Association teachers’ conventions as outlined in each convention constitution. 
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• Sessions shall relate to the Teaching Quality Standard, advance effective teaching 
practices and motivate reflective practice. 

• Sessions shall promote public education and teaching as a profession. 
• Relevant research with proven results for public schooling and information on 

emerging educational issues shall be featured. 
• A designated number of sessions should relate to the convention theme and strands. 
• Sessions that support effective student assessment in the classroom are encouraged. 

Sessions on student evaluation that diminish the role and responsibility of the 
teacher are not permitted. Sessions on assessment and accountability including 
commercial testing materials must follow Association policy. 

• Sessions on professional wellness that relate to a teacher’s role as an educator are appropriate. 
• Sessions must promote the use of teaching and learning resources that are 

provincially authorized and address the Program of Studies. 
• Proposals should be clearly written and specify what participants might gain from 

the session. 
• Presentation technique should be current, diverse and engaging. 
• Potential presenters may appeal program selection within a reasonable time to the 

Convention Executive. Program selection criteria will be available on the 
convention website. The decision of the executive is final. 

 
6.5  Speaker Evaluation Report Form 
 
In keeping with current effective PD evaluation practices, evaluations from delegates, presenters, 
exhibitors and other participants should be systematically collected. The standard evaluation 
form below has been developed in consultation with convention associations and is to be used by 
all convention associations. Please ensure that presenters are listed alphabetically by last name in 
the evaluation report so they are easy to locate. 
 
Directions for Completion: 

• Teachers only need to complete Delegates Speaker Evaluation Report Form either in 
paper copy or online. 

• When the convention associations compile their session evaluation report and submit 
the electronic data to the Association it is mandatory to have completed the form for 
convention association use which includes the speaker contact information. 

 
File Retention: 

• Session evaluations should not be kept longer than the purpose for which they were 
collected. 

• Once the final report of the session/event is compiled, any evaluation sheets should be 
securely destroyed. 

• The minimum retention period for these types of documents should not be longer than 
a year from the date of creation (assuming the report occurs within that year). 

• The evaluations are subject to the Personal Information Protection Act (PIPA). They 
should be anonymously completed and protected from unauthorized access. 
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For Delegates Use 
 

Convention Association: 
Presenter: 
Title: 
Rating Scale: 4 3 2 1 
 Excellent Good Fair Poor 
Session content 
Presentation 
Application to your teaching assignment 
Potential impact on your professional practice 

    
    
    
    

Comments: 
 
 
 
 
 
 

 
 
 

Convention Association: 
Presenter: 
Title: 
Rating Scale: 4 3 2 1 
 Excellent Good Fair Poor 
Session content 
Presentation 
Application to your teaching assignment 
Potential impact on your professional practice 

    
    
    
    

Comments: 
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Speaker Evaluation Report Form 
 

CONVENTION ASSOCIATION:  

PRESENTER: SESSION DETAILS: 
Name: Title: 
Address: Format: Keynote   Small Group  

 Workshop  Other  City: Province: 
Postal Code: Category    Grade Level   
E-mail Address: Description: 
Phone: (bus) (res)  
Honorarium: $ Expenses: (Accommodation and Travel) $ 
 

Rating Scale: 4 3 2 1 
 Excellent Good Fair Poor 
Session content   
Presentation   
Application to your teaching assignment   
Potential impact on your professional practice 
 
Overall rating of four categories 
 

    
    
    
    
 
    

 
 
 
 

CONVENTION ASSOCIATION:  

PRESENTER: SESSION DETAILS: 
Name: Title: 
Address: Format: Keynote   Small Group  

 Workshop  Other  City: Province: 
Postal Code: Category    Grade Level   
E-mail Address: Description: 
Phone: (bus) (res)  
Honorarium: $ Expenses: (Accommodation and Travel) $ 
 

Rating Scale: 4 3 2 1 
 Excellent Good Fair Poor 
Session content   
Presentation   
Application to your teaching assignment   
Potential impact on your professional practice 
 
Overall rating of four categories 
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6.6  Guidelines for Disposal of Equipment 
 
Convention associations in a position to dispose of old equipment (computer, fax or other) 
should follow these guidelines: 
 
First, establish a policy for the disposal of old equipment. The policy should be straight-forward 
and easily understood. Then establish a maximum life for equipment (eg, 3–5 years for 
computers). When the equipment is deemed to be old, apply the disposal policy. 
 
The policy should state clearly what will happen to the equipment. 

1. The hard drive needs to be completely erased of data. 
2. The machine could then be sold to the current user or other board members for a small 

fee. 
3. The machine could be donated to a school, charity or other organization. A list of eligible 

organizations should be identified in advance. 
4. The machine could be disposed of at a recycling station or eco-centre. 

 
If you have questions or concern you can contact the Alberta Teachers’ Association 
Treasurer/Chief Financial Officer, Janice Sledz, at 447-9456 (locally) or 1-800-232-7208 
(outside of Edmonton) or via e-mail at janice.sledz@ata.ab.ca. 
 
6.7  Campaigning for Provincial Executive Council at Teachers’ Conventions 
 
The Association welcomes and encourages political engagement by its members. That includes 
active political engagement by members in the Association’s election process to elect members 
to Provincial Executive Council. As the campaign period for PEC general elections, which are 
held every two years, occur during the convention season, the Association is of the view that 
campaigning at conventions in an appropriate way is appropriate. 
 
Candidates or their supporters engaged in casual conversing with members about election issues 
or discreetly handing out promotional materials is to be encouraged. However, this activity must 
be done in a manner which is not disruptive of convention activities or sessions. It is the 
Association’s view that political engagement can be done in a manner which is both professional 
and respectful of convention association objectives. 
 
Provincial Executive Council has passed a number of guidelines or protocols related to 
campaigning at conventions. These protocols are as follows: 
 

1. Candidates will be allowed to leave their campaign materials at the Association booth 
found at teachers’ conventions. 

2. Campaigning should occur in areas of the convention which would not disrupt 
convention activities or sessions. 

3. Candidates are able to campaign at all conventions attended by members voting for the 
position they seek, even if the convention is not the convention they would attend as a 
teacher. Candidates continue to have a professional obligation to attend their own 
teachers’ convention. 
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4. Campaign posters are not permitted at teachers’ conventions. While candidates are able 
to have brochures available for distribution to members or placed at the Association 
booth, postings elsewhere may breach regulations related to the teachers’ convention 
facilities. 

 
6.8  Attendance by Political Leaders at Teachers’ Conventions 
 
Teachers’ conventions are sometimes seen as opportunities for municipal, provincial or federal 
politicians to access large numbers of voters and convention associations may occasionally 
receive requests from politicians to attend and even to address convention delegates. 
 
In general, the purpose of conventions is to enhance the professional practice of teachers and 
conventions are not the place for political partisanship or politicking by municipal, provincial or 
federal politicians. District Representatives will be able to provide guidance regarding the 
Association’s policies. 
 
In special circumstances a convention association may decide it is in the interest of their 
delegates to have a politician attend and the convention board will pass a motion to request 
permission from PEC to issue an invitation. The convention president should consult with the 
factotum regarding the procedures to follow. Convention associations are reminded that they do 
not have the authority to issue such invitations on their own. In most instances, Provincial 
Executive Council will need to give permission for the invitation to be issued. Convention 
associations need to consider the purpose of the invitation and are cautioned regarding setting a 
precedent or appearing partisan. 
 
As well, the factotum should be advised of sessions that have political overtones where political 
leaders may be interested in attending in order for the Association to determine how best to proceed. 
 
Conventions are encouraged to consider inviting local trustees and superintendent to the 
convention as part of an effective public relations plan. (See Section 8.8) 
 
6.9  Controversial Speaker(s) 
 
Although this is seldom a concern or an issue, it remains the responsibility of each convention 
association to ensure that all speakers contracted to speak at a convention are not of a 
controversial nature. This is specifically in regard to speakers respecting the dignity and rights 
without prejudice as to race, religious beliefs, colour, gender, sexual orientation, gender identity, 
physical characteristics, disability, marital status, family status, age, ancestry, place of origin, 
place of residence, socioeconomic status, or linguistic background. To speak out on any of these 
areas in a manner that is not respectful is to not be tolerated. Furthermore, any speaker brought in 
whose presentation goes against ATA policy will not be allowed. Such speakers are not to be 
brought in to any teachers’ convention. 
 
In the case where the controversial nature of a speaker is in question, the executive member in 
charge of the program area must obtain advice from the Convention Factotum as to the 
appropriateness of the speaker and their topic. 
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6.10  Financial Policies, Procedures and Responsibilities 

Convention Association Executive must be familiar with their convention policy handbook 
section relating to financial policies and procedures. The handbook should contain a wealth of 
information regarding financial policies that will guide the Executive, especially the treasurer, in 
understanding the job requirements such as when and how to perform certain tasks and what the 
treasurer should do in certain situations.  
 
It is the treasurer’s responsibility to ensure that financial policies and procedures are reviewed 
and updated annually. This is usually done in cooperation with the Past President who has duties 
to review all policies and procedures in each convention associations’ handbook. 
 
Financial Control of Resources 

While the treasurer is responsible for the control of financial resources, the treasurer must abide 
by the financial decisions of the governing body, whether or not the treasurer agrees with them. 
This presumes, of course, that any such decisions are legal and, in the opinion of the governing 
body, are for the best interests of the organization. 

Custody of Assets 

The physical assets of the organization, (for example, bank accounts, furniture, computers and 
software), must be used for the benefit of the organization and not diverted for other use. In 
general practice, the treasurer is solely responsible for ensuring that this dictate is followed. 

Financial Record Keeping 

All financial transactions must be recorded in Quickbooks. It is only through such record 
keeping that accurate reports on the financial condition of the organization can be produced and 
required reporting to other agencies can be facilitated. 

It is important to keep the financial records up to date because it is only through constant 
monitoring that any early warning signs of trouble will be picked up. Requests for financial 
information can more easily be responded to if the records are current and accurate. 

Financial Reporting 

At various times during the year, the treasurer is responsible to report to the convention board, 
the member locals, the provincial Association and taxing authorities. 

Clearly designed financial reports should be submitted to give accurate and timely information to 
interested parties. 
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1. Convention Board Members 
The convention board is responsible to continually monitor the overall financial position and the 
current revenue and expenditure profile. To fulfill that obligation, board members need to receive 
regular, current financial statements that show assets, liabilities, overall surplus or deficit, and 
revenue and expenditure for the current year’s operation. These reports should provide information 
that compares budget and actual performance and should be presented at each board meeting and 
reviewed in detail. The board should also receive and approve the audited financial statements at 
the end of each year.  

2. Local Associations 
Member locals must receive the annual budget and the annual audited financial statements. 

3. Provincial Association 
The provincial Association requires the following: 
• a budget for the upcoming year provided by August 31 of each year. 
• a copy of the audited financial statements for the previous year must be provided in August 

of each year. 
• information about honoraria paid during each calendar year must be provided in December of 

each year. 

4. Canada Revenue Agency 
The Canada Revenue Agency requires quarterly or annual reports for GST purposes. 

Reporting to the ATA 
 
The Association is required to include the financial activities of its subgroups in its financial 
statements that are reported to the Finance Committee in the fall of each year. Because of this 
requirement the timeline for subgroups to report on their financial activities has been set out to 
accommodate the Association’s financial reporting requirements. 
 
Standard Chart of Accounts 
 
Following the Report on the Review of Teachers’ Conventions in 2006 all convention 
associations must use the Standard Chart of Accounts, developed in consultation with convention 
treasurers, to record and report financial information. 
 

Account  Type  Description 

Bank - Chequing Account  Bank   

Bank - Savings Account  Bank   

Short Term Investments  Other Current Asset   

Accounts Receivable  Other Current Asset   

Prepaid Expenses  Other Current Asset   

Capital Assets  Fixed Asset   

Accumulated Depreciation  Fixed Asset   

Accounts Payable  Accounts Payable   
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Account  Type  Description 

GST Payable  Other Current Liability   

Deferred Revenue  Other Current Liability   

Honoraria Holding Accoun  Other Current Liability   

Opening Bal Surplus  Equity   

Unrestricted Net Assets  Equity  Retained Earnings 

Invest in Capital Assets  Equity   
REVENUE ACCOUNTS  (PROFIT AND LOSS 
STATEMENT)     

Convention Regist Fees  Income   

Supplementary Reg Fees  Income   

Exhibitor Fees  Income   

Sponshorships/Donations  Income   

Rebates  Income   

Transit Passes  Income   

Social Functions  Income   

Investment Income  Income   

Miscellaneous  Income   
EXPENDITURE ACCOUNTS  (PROFIT AND 
LOSS STATEMENT)     

PLANNING     - HEADER ACCOUNT  Expense  Costs leading up to event 

PLANNING:5003   Meetings  Expense  Board/committees/busness mtng 

PLANNING:5005   Honoraria & Gifts  Expense  Paid to conv board members 

PLANNING:5008   Release Time  Expense  Release time conv brd members 

PLANNING:5011   Telephone, Fax & Interne  Expense   

PLANNING:5014   Stationery,Supplies,Post  Expense  Including printing 

PLANNING:5017   Summer Conference  Expense  Net of ATA reimbursement 

PLANNING:5020   Prov Assoc Meetings  Expense  Net of ATA reimbursement 

PLANNING:5023   Depreciation/Amortizatio  Expense  Annual chg for capital assets 

PLANNING:5027   Bank charges and interes  Expense   

PLANNING:5030   Professional Fees  Expense  Audit and legal services 

PLANNING:5033   Conference  Expense  Approved educational opportun 

PLANNING:5036   Casual Staff  Expense  Contracted/casual staff 

PLANNING:5039   Web Site Maintenance  Expense  Web master and site hosting 

PLANNING:5042   Storage  Expense  On-site/ongoing stor conv mat 

CONVENTION EVENT   - HEADER ACCOUNT  Expense  Costs - actual days of event 

CONVENTION EVENT:6003   Facility Rental  Expense  Facility costs - conv dates 

CONVENTION EVENT:6006   Audio Visual  Expense   
CONVENTION EVENT:6007   
Advertising/Promo/Public  Expense  Incl Parent's evening,scholar 
CONVENTION EVENT:6009   Program 
Booklet/Name Tag  Expense  Prep,print,distribution 
CONVENTION EVENT:6011   Conv Board 
Member Exp  Expense  Attending-pre and during conv 

CONVENTION EVENT:6012   On-site Staff  Expense  Security,interpretation,guide 

CONVENTION EVENT:6014   Shuttle Service  Expense  Transportation betw venues 

CONVENTION EVENT:6015   Exhibitors' Lounge  Expense  Lounge/mtng rms:Exhibitors 
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Account  Type  Description 

CONVENTION EVENT:6016   Exhibit Costs  Expense  Direct cost-exhibit space 
CONVENTION EVENT:6020   Speaker Costs- 
NOT 4 USE  Expense  HEADER ONLY 
CONVENTION EVENT:6020   Speaker Costs- 
NOT 4 USE:6022   Expenses  Expense  Travel,Accom,Subsistence 
CONVENTION EVENT:6020   Speaker Costs- 
NOT 4 USE:6024   Fees/Honoraria/Gifts  Expense  All speaker remuneration 
CONVENTION EVENT:6020   Speaker Costs- 
NOT 4 USE:6026   Hosting Lounge  Expense  Cost of hosting speakers incl 
CONVENTION EVENT:6020   Speaker Costs- 
NOT 4 USE:6028   Speaker Release Costs  Expense  For speakers only 
CONVENTION EVENT:6030   Social Events-NOT 
4 USE  Expense  Header Only 
CONVENTION EVENT:6030   Social Events-NOT 
4 USE:6032   Entertainment  Expense   
CONVENTION EVENT:6030   Social Events-NOT 
4 USE:6034   Breakfasts  Expense   
CONVENTION EVENT:6030   Social Events-NOT 
4 USE:6036   Luncheons  Expense   
CONVENTION EVENT:6030   Social Events-NOT 
4 USE:6038   President's Reception  Expense   
CONVENTION EVENT:6030   Social Events-NOT 
4 USE:6039   Other Social (Specify)  Expense   

 
Financial Administration 
 
The preparation of the budget for a convention association is the responsibility of the executive 
committee, not the treasurer alone. While the treasurer may assemble the budget document, that 
document should represent decisions of the executive committee as a whole. 
 
No initial budget is a perfect forecast of final outcomes. As time passes, it will become evident 
that some budget items are overestimated and others are underestimated. Although a budget 
should not be changed after it has been approved by the executive committee, a budget forecast 
can be used as a reporting tool to provide updates on the projected financial outcomes. 
 
The majority of the financial transactions related to the convention occur in a relatively short 
time span. For that reason, accurate and timely financial reporting is necessary to keep track of a 
constantly and quickly changing financial picture. Financial statements should be maintained on 
a current basis and reviewed at each meeting of the executive committee. 
 
Financial Accountability and Reporting 

An executive group can gain trust by being proactive with the financial news, whether good or 
bad. When members have ready access to financial information and when questions are promptly 
and accurately answered, people are more willing to have confidence that, for better or worse, 
the financial management is being handled in a responsible manner. Convention association 
treasurers should: 

• Always have current financial information available. 
• Provide current financial information in printed form at all meetings–whether the matter is on 

the agenda or not. 
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• Provide accurate answers to reasonable questions. If the information is not readily available, 
provide a specific time in the near future when it will be available. Make sure to follow up on 
any promises given. 

• When problems arise, report them as soon as they are known. Don’t wait for someone else to 
discover them. 

 
Surplus 
 
In its May 2006 report, one of the financial issues identified by the committee on review of 
teachers’ conventions was the varying amount of accumulated surplus held by convention 
boards. Specifically, the committee’s concern was that surplus beyond seed money and rainy day 
fund result in teachers paying for convention programming that is not provided in a reasonable 
time frame. 

Provincial Executive Council approved the committee recommendation that the convention 
boards be directed to maintain an unencumbered surplus between 20 to 50 per cent of annual 
revenue unless prior authorization has been received from the Association. 
 
Expense Policies 
 
It is prudent for convention associations to develop policies that deal with the discretionary 
aspect of expenses incurred by individuals on behalf of the organization. 

Such policies should outline the rules or procedures that govern the authority of individuals to 
claim for expenses incurred. The institution of such policies serves not only as a valuable aid in the 
administration of the organization's affairs but also clarifies for individuals those expenses that are 
allowable and those that are not. It eliminates the need to make decisions on an ad hoc basis and 
should ensure that everyone is treated equally in similar circumstances. 

Convention Executive must ensure that the following topics have been dealt with in policy: 

1. Travel allowances–car, plane, other methods 

2. Accommodation–maximum amount per night, room service, ancillary services (movies, 
valet, etc) 

3. Meals–limit, eligibility 

4. Entertainment–maximum amount, who may claim, type (drinks, dinners, theatre, etc) 

5. Requirement for receipts–minimum amount, detailed invoice 

6. Per diem allowances–amount, eligibility 

7. Procedure for resolution of disagreements 
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Audit 
 
Each convention association is required to submit an audited financial statement to the 
Association by September 30 of each year. The fiscal year for all convention associations must 
end on June 30. The September 30 deadline should provide more than enough time to complete 
the accounting and audit work.  
 
The audit must be completed by an accredited accountant. A notice to reader report is not 
acceptable for a convention association.  
 
At the conclusion of the audit, the auditor will issue a report and may also issue a management 
letter to suggest improvements to certain processes. The audit report and financial statements are 
provided to the membership; the management letter is generally for the use of the executive and 
is not widely distributed. 
 
Investments 
 
Convention associations may, over a period of time, accumulate significant surpluses that should 
be available for investment. 
 
These surpluses may be either short term (when locals make initial payments for members in 
advance of the convention days) or long term (when all convention bills have been paid and there 
are funds left). Such cash surpluses should not languish in an account that pays no interest but 
should be invested wisely so that the investment provides a reasonable return. 
 
Appropriate investments for convention associations are restricted to those that are insured by 
the Canada Deposit Insurance Corporation, the government of Canada or the province of 
Alberta. Specifically, deposits, term deposits and guaranteed investment certificates (GICs) with 
chartered banks, major trust companies, Alberta Treasury branches and Alberta credit unions are 
qualifying investments. 
 
The Budgeting Process 
 
Define/Formalize the Process 
 
1. Stated Objectives 

o Program Planning 
• What the convention board wants to accomplish from the event determines the 

design of the programs and the best use of financial resources. 
 

o Financial Planning 
• Assign roles and responsibilities for budget management. 
• Establish operating parameters for budget controllers 
• Set financial target; eg, will this be a surplus, break-even or deficit budget? This 

will depend on the convention association’s financial situation. 
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2. Consensus 
Obtain the executive team’s agreement, commitment to and understanding of the program and 
financial plan for the event. 
 
3. Executive Summary 
Outline the convention plan (similar to a one-page executive summary). This becomes part of the 
final budget document. 
 
4. Approval 
Formalize consensus by passing a motion and recording it in the minutes (attach executive 
summary to the minutes). 
 
5. Assumptions  
Budgeting assumptions are made by 

 
• quantifying and measuring event objectives, 
• gathering data from budget controllers to determine anticipated revenue and the cost of 

programs, and 
• documenting projection notes on the anticipated revenue and cost of programs (eg, 

revenue calculation: number of teachers × convention fee = convention fees revenues). 

Notes on revenue and program costs are an integral part of creating a budget for current and 
historical reference and budget review before, during and after the event. 
 
6. Budget Presentation 
Prepare a budget spreadsheet (typically in income statement format) with four sections: revenue, 
line and category expenditures, net results, and ending cash position projections (to tie in to your 
financial target). 
 
A sample budget spreadsheet is attached. 
 
7. Final Approval 
Final approval of the budget involves final review and discussion. Pass a motion approving the 
budget and record the motion in the minutes.  
 
8. Reporting—Budget vs Actual 
Reporting is a feedback process to ensure that the financial plan is on track. It can identify emerging 
issues, or provide an opportunity to change a course of action to effect a planned outcome. 
 
9. Forecast 
The purpose of a budget forecast is to update the budget as actual events unfold. However, the 
original budget should not be changed after it has been approved. 
 

 
   - 75 - 



 

To track any changes to the budget, a forecast column should be included in the budget 
spreadsheet. Attached is a budget report with  budget, actual and forecast columns. 
 
Any changes to the budget must be passed by motion and documented in the notes sections of 
the forecast column.  
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Effective Financial Procedures 
 

• Financial Statements 
The standard financial statements consist of a balance sheet and an income statement.  
 
These two reports are the standard reporting model.  They can be formatted to suit the 
organization’s needs. 
 
The financial statements are used primarily to determine operating performance and 
evaluate performance against a financial plan (the budget).  They are a decision-making 
tool for use by management, to change a course of action—for instance, in favour of 
another action—to effect the desired financial outcome.   Therefore, the statements 
should be prepared on a timely and regular basis, and should also be accurate, consistent 
and reliable.  To accomplish these, the organization should have well-developed financial 
procedures to facilitate and support the organization’s reporting requirements. 
 
Last, the financial statements communicate in quantitative terms to management the 
organization’s goals and objectives to accomplish its stated purpose.    

 
• Financial Procedures—The Basics 

Financial procedures are a series of policies developed over time by management to 
ensure sound financial management.     
 
Typically, financial procedures are contained in a financial policy manual.  It is a formal 
document that sets out operating guidelines for administration and management of the 
organization’s finances. It streamlines the paperwork, promotes consistency by 
eliminating the need for ad hoc decisions, and protects the officers because rules are 
transparent and available. It promotes good governance practices and trusteeship (of other 
people’s money—ie, teachers’ money). 

 
A financial policy should 
 set out procedures on key financial activities; 
 define roles and responsibilities;  
 outline internal control procedures;  
 document administrative guidelines (ATA has comprehensive administrative 

guidelines), prescribed standards and accepted practices; 
 outline the financial reporting requirements including auditing standards; and 
 define accountability (the roles and responsibilities of the executive board). 

  

 
   - 81 - 



 

List of Financial Procedures to be Included in a Financial Policy 

1. Allocation of duties and responsibilities in the administration of financial policy, as well 
as management of finances and operations 

2. Annual review of policies and procedures 

3. Cash receipts—billing, collection, receipting, processing, banking, recording, reporting 

4. Cash disbursements—processing invoices for accuracy, validity, conformity to the budget 
(or other board authorization) and compliance with contract requirements, approval and 
authorization, recording, preparing cheques 

5. Cheques—custody of blank cheques, signing authorities 

6. Bank reconciliations—who receives bank statements, verification, monthly reconciliation 

7. Purchasing—prior approval by chair, budget, expenditure guidelines and contract 
responsibilities, contract procedures, signing authorities 

8. Expenditure guidelines—travel allowances, accommodation, meals, entertainment, 
requirement for receipts, per diem allowances, procedures for resolution of disagreements 

9. Expense claim reimbursements—requirement for expense vouchers to be signed by 
claimants and authorized designated board member (?), policy for reimbursement, 
specified rate as approved by the board 

10. Contracts—prior approval and authorization before finalizing agreement, when payments 
are required, administration of written contracts 

11. Capital assets—purchases with a unit cost of $500 or more and useful life of more than 
one year, maintenance of inventory log, depreciation schedule, disposal policies 

12. Books of original entry—accounting policy in accordance with generally accepted 
accounting principles (GAAP), adequate documentation, monthly financial statements, 
review and approval of financial statements  

13. Budget—preparation, administration, approval, changes, feedback process 

14. Minutes of meetings—document items in the minutes relating to finance and take 
appropriate action 

15. Accounts receivable—documentation, collection 

16. Financial procedures—annual review, approval, implementation, administration 

17. Audits—annually, contract with independent auditing firm 

18. Reporting requirement—monthly, quarterly, year-end financial statements with budget 
and forecast comparatives 
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Questions? 

Situations will arise from time to time that are not covered in the Convention Handbook. For 
assistance or advice on financial matters, contact either of the following people: 
 
Didi Heer, Accountant, Subgroup Services 
e-mail: didi.heer@ata.ab.ca 
In Edmonton 780-447-9437 
Toll free in Alberta 1-800-232-7208 
Fax 780-455-6481 
 
Janice Sledz, Chief Financial Officer 
e-mail: janice.sledz@ata.ab.ca 
In Edmonton 780-447-9456 
Toll free in Alberta 1-800-232-7208 
Fax 780-455-6481 
 
6.11  Insurance Coverage–Subgroups, Convention Associations 
 
As subgroups of the Association, convention associations are afforded coverage in categories of 
insurance shown below under policies carried by the provincial Association. 
 
Insurance coverage should be discussed with the Association’s business manager well in advance 
of the convention so that necessary coverage can be confirmed and placed with the insurer as 
required. A special policy is in effect for athletic activities but coverage must be confirmed with 
the Association’s business manager. 
 
Travel Insurance Coverage 
 
Members of executive committees of convention associations, authorized to travel on the 
business of the convention association, are covered with a principal sum of $150,000 per 
occurrence for accidental death and dismemberment insurance only. 
 
Individual members attending conventions are not covered under travel policies. 
 
Comprehensive Liability Insurance 
 
There is coverage under this policy for the Association and its subgroups in two principal areas. 
 
The first covers bodily injury, property damage or personal injury and the limit of liability is 
$1,000,000 per occurrence. 
 
In view of the uncertainties in the liability insurance market and the broad form of coverage 
carried, it is advisable to discuss liability insurance coverages with the business manager well in 
advance of the date of the convention.  
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The second area covers legal liability resulting from damage caused by fire or explosion to 
premises rented to or occupied by, but not owned by, the Association or its subgroups. The limit 
of liability in this case is $1,000,000 per occurrence and the deductible is $1,000. 
 
Property Insurance 
 
Coverage exists at present for loss of borrowed or rented equipment at any location with a 
$1,000 deductible. 
 
The value of equipment in this category, especially where audio visual and computers, etc are 
involved is usually fairly high and each case is dealt with separately, with no hard and fast rules. 
In most cases there is no additional premium charges but the business manager has to be advised 
of the estimated value of such equipment. 
 
Umbrella Liability Insurance 
 
The Association also carries Umbrella Liability Insurance which increases the limit of 
underlying policies to $5,000,000. This policy would come into effect if, for example, an award 
under the Comprehensive Liability Policy exceeded the $1,000,000 limit on that policy. 
 
Host Liquor Liability Insurance 
 
Currently the Alberta Teachers’ Association and its subgroups are protected under the Liability 
Section of our policy in the event we are successfully sued resulting from the negligent serving 
of alcohol at Association functions. 
 
Insurance Coverage for Materials/Equipment Owned by Convention Associations 
 
Many convention associations have purchased materials/equipment that are used for resale items 
at conventions or equipment such as computers or fax machines that are used by executive 
members. Most insurance companies will not cover these under a homeowner’s policy if they are 
in your home because they are not owned by you, the homeowner. If this is the case, an 
insurance rider needs to be taken out for the materials/equipment. The Association has no 
insurance agreement that covers materials/equipment owned by a convention association. Please 
check with your individual insurance company or Morgex Insurance to obtain a rider. 
 
6.12  Disclaimer Forms for Convention Exhibitors 
 
Association subgroups should require exhibitors to sign the Waiver of Risk and Agreement to 
Indemnify. This agreement is explicit in stating the relationship between the “lessee”, the “host 
facility” and the “third party exhibitor” to obtain the legal protection the Association and its 
subgroups need when subleasing convention space to a third party. 
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Appendix A is included as a separate agreement between the “lessee” and “the host facility” 
which frees the “lessee” from certain “host facility” claims for losses and damages. While it is 
not likely that many host facilities would enter into such an agreement with a lessee, such may be 
sought and if successful, attached to the original agreement with the host facility. Whether or not 
a separate agreement with the host facility is obtained, an agreement between the third party 
exhibitor and the lessee must be obtained. 
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WAIVER OF RISK AND AGREEMENT TO INDEMNIFY 
 
WHEREAS the                 [Convention Association]                    (the “Lessee”) has secured by way of Lease 
Agreement with                     [the Host Facility]                    (the “Owner”) space in the building 
municipally described as                                            (the “Convention Premises”) and; 
 
WHEREAS the Lessee has agreed for good and valuable consideration to sublease space within the 
Convention Premises to the                    [Third Party Exhibitor]                   (the “Sublessee”) according to 
the terms and conditions set forth in the attached sublease agreement (the “Sublease”); 
 
In consideration of the mutual covenants set forth in the Sublease and herein contained, the parties agree 
as follows: 
 
Disclaimer 
 
1. Under no circumstances shall (either the Owner or) the Lessee be liable for any injury, loss, risk or 
damage suffered by the Sublessee arising out of or in any way related to the Sublessee’s presence upon, 
use or occupation of the Convention Premises, howsoever caused including by reason of any act, 
omission or negligence on the part of the Lessee, its employees, servants, agents, officers, officials, 
members or representatives. 
 
Waiver and Agreement to Indemnify 
 
2. The Sublessee accepts responsibility for all property displayed, authorized to be displayed or brought 
on to the Convention Premises by the Sublessee. All liability for loss or damage of any kind whatsoever 
and howsoever arising in respect of such property shall be at the sole risk of the Sublessee and the 
Sublessee hereby waives and releases the Lessee, (the Owner, and their respective) and its employees, 
servants, agents, officers, officials, members or representatives from any and all manner of action, 
cause(s) of actions, claims, demands, costs or expenses of any kind in relation to such property howsoever 
caused even if by reason of an act, omission or the negligence of the Lessee (the Owner or their 
respective) its employees, servants, agents, officers, officials, members or representatives. 
 
3. The Sublessee agrees to indemnify and save harmless the Lessee (the Owner and their respective) and 
its employees, servants, agents, officers, officials, members or representatives from and against any and 
all losses, claims, actions and judgments brought against them or against the Sublessee by reason of any 
act or omission of the Sublessee or its employees, servants, agents, officers, officials, members or 
representatives arising as a result of or in any way connected with the Sublessee’s presence upon, use or 
occupation of the Convention Premises. 
 
4. The furnishing of any assistance or service on the part of the Lessee (and/or the Owner) or its (their 
respective) employees, servants, agents, officers, officials, members or representatives shall not be 
construed as an assumption of responsibility, obligation or duty in respect of the property of the 
Sublessee, which at all times shall remain the sole risk of the Sublessee; nor shall it operate to absolve the 
Sublessee from any responsibility or liability for loss or damage occasioned, arising out of, or in any way 
related to the Sublessee’s presence, or the use of the Sublessee’s property, on the Convention Premises. 
 
5. The Sublessee agrees to comply with applicable privacy legislation in relation to any personal 
information supplied to the Sublessee by the Lessee. 
 
The Sublessee has read the terms of this Agreement and accepts same. It is further acknowledged by the 
Sublessee that the terms of this Agreement shall be binding upon its successors and assigns. 
 
WHEREAS the parties have hereunto set their hands and seals this _______ day of ___________, 200__. 
 
Sublessee   Lessee 
 
Per:                                       Per:                                            
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Appendix A 
 

WHEREAS                  [the Convention Association]                            (the “Lessee”) has leased space 
municipally described as                                               (the “Convention Premises”) from 
                       [the Host Facility]                                as Owner on those terms and conditions set forth in the 
attached Lease Agreement; and 
 
WHEREAS the Owner appreciates that the Lessee is desirous of subletting space to third party exhibitors 
(“the Sublessees”) and is agreeable to same on the terms and conditions set forth in the attached Lease 
Agreement, 
 
The Parties hereby agree that in consideration for the Lessee agreeing to secure from the Sublessees a 
Waiver of Risk and Agreement to Indemnify in favour of both the Owner and the Lessee, the Owner 
agrees that in no event shall the Lessee be liable to the Owner for: 
 

1. personal injury of any kind whatsoever; 

2. loss or damage to the Convention Premises including any loss of use thereof; or 

3. loss or damage to personal property located upon the Convention Premises, including any loss 
of use thereof, 

 
arising from any act or omission, including negligence, on the part of the Sublessees, their employees, 
agents or officers arising out of or in any way related to the Sublessees’ presence upon, occupation or use 
of the Convention Premises. 
 
Where the terms and provisions of this Agreement conflict with those of the attached Lease Agreement, 
the terms and provisions of this Agreement are to govern. 
 
IN WITNESS WHEREOF the parties have hereunto set their hands and seal this _______ day of  
_______________, AD 200__. 
 
 
 
 Lessee 
 
 Per: ___________________________________ 
 
 
 Owner 
 
 Per: ___________________________________ 
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6.13  Personal Information Protection Act 
 
All the Association’s activities that involve the collection, use, and disclosure of personally 
identifiable information are governed by the Personal Information Protection Act (PIPA) of 
Alberta. Recent amendments to PIPA require that the Association report any breach, loss, or 
unauthorized use of personal information to the Office of the Information and Privacy 
Commissioner. 
 
The Convention Factotum is responsible to advise convention associations on matters related to 
PIPA including data security, privacy compliance, safeguarding personal information, secure 
destruction of personal information, and use of third party service provides such as online 
registration companies. Questions regarding specific policies and practices, including event 
registrations and programming materials, may be directed to the ATA Privacy Officer or the 
Convention Factotum at 780-447-9400 or 1-800-232-7208. 
 
6.14  Records Management 
 
Convention Association records are important information assets of the Association that give 
evidence of ATA functions and that have value requiring their management over time. 

Central Records Service at Barnett House is ready to receive convention association’s year-end 
records for safekeeping and preservation, tailored to each convention’s needs. Services include: 

• inventorying and appraisal of records 
• application of retention schedules 
• secure destruction and production of destruction certificates 
• archival preservation of records of permanent value 

Convention associations are required to provide two paper copies of the complete program for 
the Association’s archives by January 15th of each year. The copy of the program must include a 
complete description of each session, the presenter(s), biographies (if available) and the date, 
time and location of the session. 

Convention associations may also provide the data in electronic form such as a CD. 

Please contact, Margaret Shane, Information and Records Manager, Privacy Officer, Archivist 
for assistance in managing your convention association’s records from creation to final 
disposition at 780-447-9429 (direct), 1-800-232-7208 ext 429 or margaret.shane@ata.ab.ca. 
 
6.14.1  Records Management/Privacy Compliance 
 
Best Practices 

• Delegate record keeping responsibilities to a member of the Executive. Ensure all records are 
provided to the record keeper on an ongoing basis. 

• Adopt a standardized file plan. A generic file plan designed for convention associations is 
available for convention associations to amend to its use should you choose to do so. 

• Protect and secure convention association information assets including any electronic 
information stored on home computers or laptops. 
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• Be consistent in filing and record keeping. 

• Be familiar with the Alberta Personal Information and Protection of Privacy Act (PIPA) 
(www.qp.gov.ab.ca) and the Association’s Privacy Policy. (http:/www.teachers.ab.ca/Privacy+Policy) 

• Seek advice and assistance on record disposition or transfer to the Provincial Association 
Archives by contacting either the ATA Information and Records Manager or the ATA 
Archivist. 

• Refer all requests for information made under the Personal Information Protection Act 
(PIPA) to the Information and Records Manager. 

• Contact the Association’s Privacy Officer for assistance regarding any aspect of Alberta’s 
Personal Information Protection Act (PIPA) or the Freedom of Information and Protection of 
Privacy Act (FOIP). 

• Password protect all data devices including laptops, desktops, Blackberries, personal 
organizers, and portable drives such as memory sticks. 

• Install data encryption software on all portable devices. 

• Eradicate all data on all computers (laptop or desktop) sold by your Convention Association 
prior to delivery. 

 
Convention Executive should not: 

• Grant access to the convention association’s records to unauthorized users.  

• Keep convention association records or files on school premises or on school computers. 

• Disclose personal information in the convention association’s custody without consulting the 
ATA’s Privacy Officer.  

• Collect information (especially personal information) that is not needed. 

• Keep personal information longer than the purpose for which it was collected. 

• Use personal information for purposes other than those for which it was collected.  

• Place Association records in the trash or in public recycling boxes.  

• Repurpose a laptop without first eradicating all the data upon the hard drive.  
 
6.14.2  Records Transfer to New Executive 
1. Transfer only “Active Records” – those in regular use.  

• Transfer records in date order in clean, standard sized boxes or containers. 
• Keep records in locked cabinets or premises to protect records from unauthorized access, 

use, or disclosure. 
 
2. Destroy only “transitory records” 

• Transitory records are defined below. 
• These may be destroyed through shredding or through incineration. NEVER place 

Association records in the trash or public recycling bins. 

 
   - 90 - 



 

Transitory Records (Non-records) 
Transitory is a term applied to records of temporary value that need not retained passed their 
usefulness. Examples of transitory records include: 

• Records of a personal nature 
• Unsolicited advertising material 
• External publications 
• Social event notices 
• Routine administrative matters (power shut-down, renovations, etc) 
• Casual meeting arrangements (lunch plans, etc) 
• Blank forms 
• Draft documents (after master has been approved and filed–most drafts are considered 

transitory) 
• Duplicates–of materials e-mailed to you for reference only and filed elsewhere 
• External web content 
 
It is the content of a record and not its format that makes it transitory. 
 
3. Vital Records 
A vital record is any record required by the convention association to resume its operations following 
a disaster. Vital records will re-establish the convention association’s legal and financial status and 
determine the rights and obligations of all members and employees in the event the convention 
association’s physical premises are destroyed. 

Identify vital records and keep them in a separate and safe location.  For assistance establishing a vital 
records’ program, contact the ATA’s Records and Information Manager.  
 
4. Disposing of Records 
As a general rule, transitory records may be destroyed immediately after their useful purpose ends by 
shredding or incineration. Records that provide evidence of convention association’s transactions 
and functions, however, must not be destroyed without first seeking the advice of the 
Association’s Information and Records Manager or Archivist. 
Records eligible and approved for destruction must not be disposed of through the trash.  Only secure 
and complete physical destruction (shredding or incineration) is acceptable. A destruction certificate 
must be created when records are destroyed.  For assistance respecting records destruction, contact 
the Association’s Information and Records Manager or Archivist.  
 
6.14.3  Data-eradication 
Hitting the “delete” key only removes shortcuts to data making it invisible to the user. The 
invisible data remains intact on the hard drive. Unauthorized users can recover deleted data very 
easily with readily available and inexpensive software. Once the date is recovered it can be 
exploited. 
 
When re-purposing a computer for any reason, first securely eradicate the hard drive data using 
disk overwriting (disc-wiping) software through a reputable computer service provider. This 
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process is referred to as a “zeroing-out the hard drive” whereby the data is replaced by a series of 
zeroes. Data destroyed by disc-wiping or zeroing-out procedures is not recoverable. Zeroing out 
will destroy all operating systems and programs as well as data. The operating system and 
programs will need to be reinstalled before the computer can be operated. Be sure to retain your 
original, licensed operating system and program discs. 
 
A record of the disk-wiping service must be secured from the service provider and retained. 
Reformatting is not enough. Reformatting a hard drive will destroy the data structure and 
complicate the recovery process. Nevertheless, recovery of the original data on a reformatted 
drive is still possible to an increasing set of tech savvy thieves who employ very sophisticated 
data recovery software. 
 
Re-purposing a Laptop Checklist 
 

1.  Back up any data that is required by the Local Executive to an 
external drive or disc for installation on the incoming executive’s 
computer.  

 

2.  Obtain the authorized, licensed installation discs for the operating 
system (Windows XP, Vista, Mac O/S, etc). 

 

3.  Obtain the authorized, licensed installation discs for the application 
software programs (MicroSoft Office Suite, MicroSoft Word, Excel, 
Publisher, FileMaker Pro, Access, etc).  

 

4.  Have the hard drive of the laptop “zeroed-out”  by a reputable 
computer service provider. Obtain written confirmation from the 
service provider that the hard drive has been wiped completely and 
including the date of the data eradication and the laptop’s make, 
model, and serial number.  

 

5.  Keep the written confirmation of the data eradication on permanent 
file with the Local Executive.  

 

6.  Using the discs described in items 2 and 3 above, reinstall the 
laptop’s operating system and programs. 
 
Note:  If you do not have the original discs, the operating system and 
the programs will have to be repurchased. This may represent a 
substantial cost.  

 

7.  Transfer ownership of the laptop to the new owner or recipient.   
8.  Permanently retain written confirmation of the laptop’s sale (bill of 

sale) or gifting (letter, memo, or minutes entry) itemizing the date, 
the recipient, the make and model of the laptop and its serial number.  
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6.14.4  Security on USB Flash Drives 
 
Recent amendments to PIPA require that the Association report any breach, loss on unauthorized 
use of personal information to the Office of the Information and Privacy Commission. 
 
USB (Universal Serial Device) flash drives are a convenient mode of sharing information for 
legitimate purposes. However, they also pose a significant and often overlooked privacy risk. 
Read on to discover how to protect the information on USB flash drives in your possession. 
 
USB flash drives are small devices that insert into a USB port of a computer and appear like a 
mechanical hard drive. Data is written to a flash drive (also called a thumb drive and 
occasionally a jump drive) in the same manner that data is written to a mechanical hard drive. 
However, a flash drive is purely solid state with no moving parts. It is not like RAM because it 
can retain data on its circuit board for an indefinite length of time without a power source. 
 
Flash drives are small, easily transportable and very convenient. The issue with flash drives 
comes when private information is stored on the drive as it can pose an information security 
vulnerability. For example, a flash drive containing member information can be read by anyone 
and the drive can be easily lost. According to the Alberta Privacy Commissioner, individuals are 
responsible for taking security precautions if sensitive information is contained on the drive. The 
commissioner recommends data encryption as the minimum standard. 
 
Types of Security on Flash Drives 
There are multitudes of flash drive brands and security options available from retailers. They fall 
into the following security categories: 
 
• No security protection 
• Password protection 
• Biometric protection (eg, fingerprint) 
• Password and biometric protection 
• Software-based encryption with password (may be AES 128 bit) 
• Hardware-based AES 256 bit encryption with password 
 
Both biometric and encryption protection will adequately secure information on a flash drive. 
Biometric protection usually requires reading a finger print to access data on the flash drive. Data 
on the drive is not encrypted but access to the drive is protected. Encryption protects the data by 
rendering it unreadable. AES (Advanced Encryption Standard) is a standard that can encrypt and 
decrypt data using algorithms that use 128, 192, and 256 bit keys. The more bits in the key the 
more secure the encryption. Software-based encryption is less convenient because every 
computer that will access data from the flash drive requires software to be loaded to enable 
reading the encrypted data. If software-based encryption is desired the flash drive should be 
purchased with the encryption software already loaded on the drive. Hardware-based encryption 
is more convenient because the facility to read encrypted data is on the flash drive and software 
is not required on the computer into which the flash drive is inserted. 
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There are system utilities that can be used to encrypt unprotected flash drives. Windows 7 
includes Bit Locker (AES 128 bit) as a utility. Mac OSX 10.7 includes a utility called FileVault 
2 (AES 128 bit). These utilities will reformat unprotected flash drives and will enable data 
encryption. However, every computer that will be used with the encrypted flash drive must have 
this particular software. 
 
Security Recommendations 
After carefully reviewing the options available for secure storage of individual information the 
Association recommends the following steps be taken to protect personal privacy.  
 
• Don’t transport member information on any mobile devices. If it must be accessible from 

more than one location use cloud technology (Apple iCloud, Dropbox, Microsoft SkyDrive 
or a VPN). 

 
• If you must transport member information on a flash drive use a drive that is AES 256 bit 

hardware encrypted. These flash drives do not required software to be loaded on the drive or 
a computer to read the data. The encryption on these devices can be conveniently turned off 
to operate like an unprotected flash drive when it does not contain sensitive information. 

 
Examples: 
Patriot Signature Bolt 8GB 
Approximately $23, available at Memory Express 
Available in other storage sizes 

 
Verbatim Store ‘n Go 4GB 
Approximately $25, available at Staples 
Available in other storage sizes 

 
• Don’t use open-source encryption software available on the Internet because it may not be 

compliant with the flash drive hardware or operating systems that are installed on the 
computers used with the flash drive. If you choose to use software-based encryption buy a 
flash drive with the software already on the drive. 

 
6.15  Retention of Financial Records 
To comply with Canada Revenue Agency regulations, financial records must be retained for 
seven years (ie, the current year plus six past years) and stored by the convention association at a 
secure location. The current and past year’s records can be retained onsite by the convention 
association for reference purposes. 
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6.16  Reporting Fees, Honoraria and Scholarships 
Your convention association is considered a subgroup of the Alberta Teachers' Association. The 
Association is legally required to report to the Canada Revenue Agency all payments that your 
local makes to individuals in the form of a fee, honorarium, bursary or gratuitous payment. The 
payment that you make to an individual is essentially a portion of the individual’s income for the 
tax year. 
 
Please refer to the forms that you must fully complete to fulfill the requirements for the 
Association to report to Canada Revenue Agency. It is imperative that you complete these forms 
accurately, completely and on a timely basis, as all of the information is compiled into a single 
report for the entire Association for the tax year. 
 
The collection of the information is authorized and required by the Income Tax Act ((RSC 1985 
c.1 (5th Supplement)) and will be used solely for the purposes of reporting to Canada Revenue 
Agency for the current taxation year. The deadline for submitting your reports to the Association 
is December 31st of each year. 
 
Payments will generally fall into the following categories: 
 

• Payments made to elected officials 
• Payments made to persons other than elected officials 
• Payments made to speakers or a speakers’ bureau 

o for persons who are Canadian residents 
o for persons who are not Canadian residents 

 
 
Payments Made to Elected Officials 
Canada Revenue Agency deems honoraria paid to elected officials to be the same as salary from 
an employer for taxation purposes. Further, an elected official within the structure of a union is 
subject to both Canada Pension Plan (CPP) and Employment Insurance (EI) deductions.  
 
An elected official for the purposes of a local would be the president, vice-president, 
secretary or treasurer. Please use the form Reporting for Elected Officials to provide us with 
the information necessary to complete T4 forms. EI must be calculated and remitted for both the 
employee and employer share for these positions. The form clearly details how to calculate EI 
with 2015 rates.  
 
For 2015, an honorarium payment to an elected official is subject to CPP if the payment equals 
or exceeds $3,500.00. While the Reporting for Elected Officials form does not have space for the 
calculation of CPP, for honorarium payments that equal or exceed $3,500.00, the employee share 
of 4.95 per cent must be deducted from the gross honorarium payment, and the employer (ie, the 
local) must match the 4.95 per cent. The total 9.9 per cent (ie, 4.95 per cent employee share and 
4.95 per cent employer share) must be remitted to the Association. Incomplete or inaccurate 
calculations will be invoiced or refunded by the Association. 
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Payments Made to Persons Other Than Elected Officials 
Honorarium payments to individuals who hold an executive position with the local but who are 
not occupying president, vice-president, secretary or treasurer roles must be reported on the 
Reporting For Other Than Elected Officials form. Similarly, individuals who received a payment 
for their involvement or participation in an activity, function or scholarship/bursary granted by 
the local should be reported on the Reporting For Other Than Elected Officials form.  
 
All information must be accurately provided on the form. Please report information for each 
individual on a separate form.  
 
Payments Made to Speakers or a Speakers’ Bureau 

Speakers who are Canadian residents 
Please complete the form Reporting for Resident Speakers for each payment you make.  
 
It is particularly important that the information on this form makes it very clear who the 
payment recipient was (ie, an individual or a corporation or a speakers’ bureau).  
 

 
Payments Made to Non-Resident Speakers 

Please complete the form “Reporting for Non-Resident Speakers” for each payment 
you make to any non-resident speaker, including businesses and speakers’ bureaus. 
This form must be completed in full, with all applicable information. 
 
Non-resident Withholding Tax 

A 15 percent withholding tax must be deducted from the Canadian dollar equivalent of 
the gross fee or honorarium (excluding travel expenses) for the services rendered in 
Canada. The 15 percent applies to both foreign individuals and foreign speakers’ bureaus.  

However, the speaker may apply for a tax waiver through the Canada Revenue Agency 
by completing the Regulation 105 Waiver Application. A copy of this form is included in 
this package for your reference. The waiver and completion instructions can also be 
downloaded at www.cra-arc.gc.ca/E/pbg/tf/r105/.  
 
Once the speaker has completed the waiver request, please direct him or her to forward 
their waiver application by fax or mail to 
 
 
 
Canada Revenue Agency  OR  Canada Revenue Agency 
9700 Jasper Avenue NW    220 – 4th Avenue SE 
Edmonton, AB T5J 4C8    Calgary, AB T2G 0L1 
Canada      Canada 
 
Fax (780) 495-6908     Fax (403) 292-5660 
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The Canada Revenue Agency will then determine if the activities of the speaker qualify 
for a waiver of the 15 per cent withholding tax. If so, you will receive a letter from the 
Canada Revenue Agency allowing you to pay the full amount of the fee or honorarium 
without the deduction of the 15 percent tax. 
 
A speakers’ bureau representing a non-Canadian speakers’ bureau will often be aware of 
this tax requirement and may make the waiver application on the speaker’s behalf. It is 
best to clarify with the speakers’ bureau who is responsible for handling this 
administrative detail. 

PLEASE NOTE: You must have the tax exemption letter in your possession on the day 
that you pay the speaker in order to avoid deducting the 15 percent tax. If you do not 
have a waiver letter, you must deduct 15 percent tax from the gross fee or 
honorarium paid to the speaker, including deposits. The 15 percent tax that you 
deduct must then be remitted to the Association immediately, and it is then forwarded to 
Canada Revenue Agency. If the CRA does not receive the withholding tax in a 
reasonable time (approximately 30 days), we will be assessed a penalty for late filing. 

Deducting Withholding Tax 

If you do not have an exemption letter from Canada Revenue Agency, and you are paying 
the speaker directly, you must deduct 15 percent tax on the Canadian dollar equivalent 
of the gross fee or honorarium payment. Please refer to the form for the required 
calculation.  

Please read contracts carefully before signing, watching for clauses like “the sponsor 
is responsible for paying all taxes.” We do not pay taxes on behalf of speakers. 

 
 

Any questions can be directed to: 
 
Tracy Pohl, Accountant 
The Alberta Teachers' Association 
Toll Free in Alberta 1-800-232-7208 
Direct Line (780) 447-9482 
tracy.pohl@ata.ab.ca 
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6.17  Contract for Speaker Services 
 
To comply with Canada Revenue Agency (CRA) regulations, the Alberta Teachers’ Association 
has developed a standard speaker contract to be used by convention associations that names the 
Alberta Teachers’ Association as the contractor for speakers. Since the Association is 
responsible for the tax reporting to CRA, the ATA is deemed to be the contractor for speakers 
engaged by the convention association. The speaker contract also complies with the Personal 
Information Protection Act that became effective on January 1, 2004. 
 
Conventions associations are required to use the speaker contract as attached; however, a 
modified version of the contract may be used for local speakers. All speaker contracts 
undertaken by the convention association must specify that they are acting on behalf of the 
Alberta Teachers’ Association and must contain the privacy statement. 
 
6.18  Exhibitor Services Criteria and Contract 
 
Convention associations will need to include or revise: 
• criteria for exhibits and 
• procedures to be followed for exhibits in their convention handbook or policy and procedure 

documents for 2013 conventions. 
 
Background Information 
 
Teachers’ conventions achieved a higher and more political profile following the Alberta 
Commission on Learning in 2003. The amount of money related to teachers’ conventions from 
the salary aspect as well as convention budgets and the importance of professional development 
received attention in the report. 
 
The opportunity to reach more than 35,000 teachers at conventions and sell teacher resources or 
other products in the exhibit areas has proven to be an area worth pursuing for a variety of 
businesses, some of which are new to convention exhibits. Teacher demographics have attracted the 
attention of businesses who see a lucrative market for certain products or services. Financial advice 
and retirement services are examples of two areas that have shown increased interest in conventions. 
 
As well, every year some teachers question the types of exhibits and some specific exhibit booths 
as to their appropriateness at teachers’ conventions. A small number of complaints or questions 
are raised each year. 
 
Considerations 
 
Convention boards need to consider the following issues: 
1. How do exhibits contribute to the professional appearance of conventions and promote a 

positive image of the teaching profession? 
2. How does the convention association deal fairly and consistently with applications from 

vendors to exhibit at conventions? 
3. What is exhibited or sold at Association teachers’ conventions may damage the Association’s 

image or the Association may have liability for the products exhibited or sold at conventions.  
4. The growing number of financial service providers who are interested in the lucrative 

teacher market may appear to have the Association’s stamp of approval. 
5. The Association’s business partnership with Morgex Insurance and Capital Estate 

Planning must be considered. 
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Signs based on legal advice regarding disclaimers for exhibits must be prominently posted at the 
exhibits site. 
 
Criteria and Procedures 
 
Convention Associations were directed to develop criteria and procedures regarding exhibits for 
the conventions. The following items are suggested for consideration: 

• All exhibits are to be arranged by the ____________ of exhibits (director, vice president, 
chair, etc). 

• Preference will be given to vendors who promote the teaching profession or public education. 
• Exhibitors must clearly state what is going to be sold or promoted on the application to 

exhibit form. 
• Exhibits must be designed and exhibited with consideration for the safety of convention delegates. 
• Controversial subject matter must be carefully considered and a balanced approach provided 

in the overall exhibits at the convention. 
• Religious exhibits will be accepted provided they support the program of studies and 

programs in public schools (public includes separate). 
• Applications from companies that sell, promote or display products and information that 

violates ATA policy or damages the image of the teaching profession or public education 
will not be accepted. 

• Only financial services that are of benefit to the membership and are based on sound financial 
principles which conform to the guidelines and philosophy of the Association will be accepted. 

• Consideration will be given to the Association’s business partnership with Morgex Insurance 
and Capital Estate Planning. 

• Signs based on legal advice regarding disclaimers for exhibits will be prominently posted at 
the exhibits site. 

• In the event the ____________ of exhibits (director, vice president, chair, etc) has a concern 
regarding the appropriateness of a display application, he/she will seek advice from the 
president and/or district representative of the convention association and/or the provincial 
convention factotum. 

• Appeals from exhibitors regarding the decision of the ____________ of exhibits (director, 
vice president, chair, etc) should be directed in writing to the convention executive at least 
one month prior to the convention. The decision of the executive will be final. 

• Other sections which currently exist in convention policy and procedures will remain. 
 
To summarize: 
 
Policies and procedures should state 
• What can and cannot be exhibited? 
• Who decides if an exhibitor should or should not be accepted? 
• What is the appeal procedure when exhibitors are denied? 
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Contract for Speaker Services 
 
BETWEEN: 
 

 
 

(the “Speaker”) 
- and - 

 
 

on behalf of 
the Alberta Teachers’ Association 

(the “Association”) 
 
The Speaker and the Association hereby agree as follows: 
 
1. The Speaker will attend and present a session lecture at  _______________________ 
 (event name) 

____________________________________ in ________________________, Alberta on 
 (location) 

______________________________, 20 _____, (the “Event”). 
 (date) 
 
2. Within a reasonable time prior to the Event, the Association will inform the Speaker of the 
specific location and time that the Speaker will be presenting his or her session(s). 
 
3. The Speaker will provide a written description and title of the Speaker’s session(s) to the 
Association within a reasonable time prior to the Event, failing which the Association may create 
a title and description of the Speaker’s session(s) that they deem appropriate, and will not be held 
responsible for any inaccuracies that may result. 
 
4. Any materials that the Speaker wishes to use in conjunction with his or her lecture, 
including photocopies and handouts, are the sole responsibility of the Speaker. The Association 
is not responsible for the costs of said materials, for postage and handling of materials mailed to 
session participants by the Speaker, or for any other materials that the Association has not 
expressly agreed to provide. 
 
5. The Speaker must refrain from selling any materials or products or otherwise engaging in 
any promotional activity within the context of the lectures or sessions at which he or she is 
presenting. 
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6. The Speaker hereby authorizes his or her presentation at the Event to be recorded by audio 
or video, unless, within 14 days of signing this agreement, the Speaker informs the Association 
in writing to the contrary. 
 
7. The Speaker will be open and agreeable to being interviewed by the media on the days when 
he or she is making his or her presentation at the Event, unless, within 14 days of signing this 
agreement, the Speaker informs the Association in writing to the contrary. 
 

HONORARIUM 
 
8. The Association: 
 
  Will Not pay the Speaker any honorarium or other appearance fee in return for the 

Speaker’s appearance at the Event. 

  Will pay the Speaker the amount of $                per session (+ GST if applicable). 

  Will pay the Speaker the amount of $                per day of required attendance at the 
Event (+ GST if applicable). 

  Will pay the Speaker a flat fee of $                (+ GST if applicable). 
 
9. Goods and Services Tax (GST) charged by a Speaker who is being paid for attending the 
Event will be honoured only if the Speaker has provided a business registration number to the 
Association within a reasonable time prior to the event. 
 

ACCOMMODATIONS 
 
10. The Speaker: 
 
  Will Not be provided with accommodation. All accommodations required by the 

Speaker in connection with his or her attendance at the Event will be the responsibility 
of the Speaker. The Association will not reimburse the Speaker in any way for costs 
incurred for said accommodations. 

  Will Not be provided with accommodation. All accommodations required by the 
Speaker in connection with his or her attendance at the Event will be the responsibility 
of the Speaker. The Association will reimburse the Speaker pursuant to this agreement 
for the costs incurred for said accommodations, provided that the details of the 
accommodations are communicated to the Association in writing within 2 weeks prior 
to the Event and the Association expressly agrees that those accommodation 
arrangements are reasonable and acceptable. 
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  Will be provided with accommodation at ___________________________________, 
   ____________________________________________________________________ 
   ______________________, telephone _____________________________________ 

The Association will pre-arrange these accommodations for the Speaker. The Speaker 
must call the above-noted hotel no later than 48 hours prior to the date of the Speaker’s 
first scheduled speaking engagement and confirm the pre-arranged accommodations. If 
the Speaker fails to confirm by this time, the accommodations may be cancelled at the 
sole discretion of the Association. Such cancellation will not affect any other term of 
this agreement. 

 
11. Any costs of accommodation beyond those of the Speaker specifically are the responsibility 
and at the sole expense of the Speaker, unless otherwise arranged in writing with the 
Association. 
 

MEALS 
 
12. When the Association has not pre-arranged a meal for the Speaker, the Association will 
reimburse the Speaker for meals that the Speaker is required to purchase in connection with the 
Speaker’s attendance at the Event. Reimbursement will be on the following per-meal basis only: 
 
 Breakfast: maximum $                  (including GST and gratuities) 
 Lunch:  maximum $                  (including GST and gratuities) 
 Supper:  maximum $                  (including GST and gratuities) 
 
13. The Association is not responsible for expenses incurred for the meals of any person other 
than the Speaker. Reimbursement will only be provided to the Speaker if the pertinent receipts 
are submitted to the Association with the Speaker Expense Claim Form by no later than 2 
months after the Event. 
 

TRAVEL ARRANGEMENTS 
 
14. The Association will make any travel arrangements by air, bus or rail that are necessary for 
the Speaker to attend the Event, unless otherwise arranged between the parties. 
 
15. Except as otherwise provided in this agreement, the Association will be responsible for the 
cost of air, bus or rail travel that has been arranged by the Association in order for the Speaker to 
attend the Event. 
 
16. If the Speaker wishes to make his or her own travel arrangements, all details of those 
arrangements, including mode of travel and price, must be communicated to and authorized by 
the Association prior to the date of travel. 
 
17. All air travel arranged by the Speaker must be in economy class. 
 
18. In all circumstances, the Speaker is responsible for purchasing travel insurance if desired. 
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19. The Association will reimburse the Speaker for travel arrangements made by the Speaker 
and communicated to and authorized by the Association. However, the Association may refuse 
to reimburse the Speaker for: 
 
 (a) any travel arrangements and associated costs which were not communicated to or 

authorized by the Association prior to the date of travel; 
 
 (b) any travel arrangements made by the Speaker for which pertinent receipts have not 

been received by the Association by no later than 2 months after the Event; 
 
 (c) any costs for kilometrage in excess of the air travel costs that would have been incurred 

had the Speaker flown to the location of the Event rather than driven. 
 
20. If the Speaker has arranged with the Association to travel by car, the Association will 
reimburse the Speaker for kilometrage at a rate of $            per kilometre, provided that the 
Speaker indicates to the Association in writing by no later than 2 months after the Event the 
exact kilometrage for which they seek reimbursement. If the kilometrage reimbursement sought 
by the Speaker is unreasonable in the circumstances, the Association will have the discretion to 
reimburse the Speaker for the kilometrage that the Association deems to be reasonable. 
 
21. The Association will reimburse the Speaker for taxi fares incurred by the Speaker in 
traveling: 
 
 (a) between his or her place of accommodation and the location of his or her speaking 

engagement, the airport or the bus/rail terminal; 
 
 (b) from his or her place of accommodation or from the location of his or her speaking 

engagement to any eatery, provided that meals for that particular day have not been pre-
arranged by the Association; 

 
 (c) any other taxi fares that the Association deems necessary and reasonable in the 

circumstances. 
 
22. Reimbursement will only be provided to the Speaker if the pertinent receipts are submitted 
to the Association with the Speaker Expense Claim Form by no later than 2  months after the 
Event. If the taxi fare reimbursement sought by the Speaker is unreasonable in the circumstances, 
the Association will have the discretion to reimburse the Speaker for the taxi fare that the 
Association deems to be reasonable, or to refuse reimbursement. 
 
CANCELLATIONS 
 
23. The Speaker may cancel his or her appearance at the Event without penalty, provided that: 
 

 (a) the Association receives written notice of such cancellation by no later than 60 days 
prior to the Speaker’s first scheduled speaking engagement at the Event; or 
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 (b) in the event that the Speaker’s cancellation is by reason of illness or bereavement, the 
Association receives from the Speaker: 

 
  (i) written or verbal notice of such cancellation prior to the Speaker’s first scheduled 

speaking engagement at the Event; and 
  (ii) satisfactory confirmation, within 2 months of the conclusion of the Event, that an 

illness or bereavement in fact existed which necessitated the Speaker’s 
cancellation of his or her appearance at the Event. 

 
24. If the Speaker cancels his or her appearance at the Event, but fails to do so in accordance 
with Clause 23 above: 
 
 (a) the Speaker will be responsible for the cost incurred by the Association to rent the room 

in which the Speaker was scheduled to speak, provided that the Association, upon 
having made reasonable efforts, is unable to arrange for an appropriate replacement 
speaker; and 

 
 (b) the Speaker will be responsible for all pre-arranged travel and/or accommodation costs 

(including any additional penalty costs), provided that the Association is unable, 
through reasonable efforts, to arrange for a replacement speaker to travel and stay in the 
Speaker’s place or otherwise avoid these costs being incurred. 

 
25. The Association shall communicate to the Speaker in writing by no later than 2 months after 
the conclusion of the Event all costs that the Speaker becomes responsible for as a result of his or 
her cancellation of their appearance at the Event. 
 
26. Except as otherwise provided in this agreement, the Association will not be responsible for 
special, incidental or consequential damages in any circumstances, including circumstances 
arising from the Association’s cancellation of the Event or the Speaker’s session(s) for any 
reason or at any time whatsoever. 
 
27. If the Association cancels the Event or the Speaker’s session(s), the Association will be 
responsible for the pre-arranged travel and/or accommodation costs (including any additional 
penalty costs) of the Speaker that are associated with the Speaker’s intended engagement at the 
Event, provided that neither of the parties is able, through reasonable efforts, to arrange for those 
costs to be avoided. 
 
28. If the Association cancels the Event or the Speaker’s session(s), the Association will not be 
responsible for payment of any honorarium or appearance fee that the Speaker would have 
received pursuant to this contract had the Event or session(s) not been cancelled. 
 
29. If the Association cancels the Event or the Speaker’s session(s), the Association may, in its 
discretion, compensate the Speaker for all or part of the costs that the Speaker incurred in 
preparation for the Event or otherwise. Such compensation by the Association will not be 
construed to be a waiver of the Association’s rights under clause 26 of this agreement or 
otherwise estop them from relying on those rights. 
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30. Any monies payable between the parties, either for honorarium, reimbursement of expenses 
or otherwise, must be paid in full by no later than 2 months after the amount owing has been 
properly communicated to the other party pursuant to the terms of this agreement, and will not be 
paid at or before the Event. 
 
31. This document represents the entirety of the agreement between the parties. There are no 
other representations, conditions or warranties. 
 
 
________________________________  _________________________________ 
Speaker: Association: 
 
 
Contact Information: Contact Information: 
 
 
 
 
 
 
Social Insurance Number 
______________________________ 
(mandatory for Canadian residents,  
pursuant to Canada Revenue Agency 
regulations) 
 
 
______________________________  _________________________________ 
Date Date 
 
 
 
The Alberta Teachers’ Association requires the information contained on this form in order to conduct the 
professional and business affairs of its membership and will collect, use and disclose the personal information about 
you accordingly. For inquiries, objections or concerns about how the Personal Information Protection Act applies to 
your personal information, please refer to our privacy policy on the Alberta Teachers’ Association website. 
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Contract for Exhibitor Services 
 
 
TERMS AND CONDITIONS 
 
1. The following terms and conditions form part of, and are to be read in conjunction with, the 
terms contained in the Application Form. 
 
2. For the purpose of these provisions: 
 
 (a) “Exhibitor” means the party named as the exhibitor in the Application Form requesting 

exhibit space(s); 
 
 (b) “Association” means the _________________________________________________ 
   (name of Convention Association/Specialist Council) 
  of the Alberta Teachers’ Association. 
 
 (c) “Event” means __________________________________________________________ 
  __________________________ in ________________________________, Alberta on 
  __________________________, 20 _____. 
 
3. The Application Form must be returned to the Association by no later than              days 
prior to the first day of the Event. 
 
4. Any Application Form that is returned to the Association which is not accompanied by a 
signed copy of these terms and conditions and a cheque for the full amount owing for the exhibit 
space(s) requested by the Exhibitor in the Application Form will be considered void. 
 
5. Any cancellation by the Exhibitor must be done by notice in writing and received by the 
Association by no later than 90 days prior to the first day of the Event. 
 
6. If the Exhibitor cancels its appearance, but does not do so in accordance with the procedure 
set out above, the monies that the Exhibitor paid to the Association for the exhibit space(s) will 
not be refundable. 
 
7. Other than those items listed in the Application Form, the Association will not be 
responsible for the provision or cost of any materials, supplies or services used or required by the 
Exhibitor in connection with the exhibit space(s). 
 
8. Except as otherwise provided in this agreement, the Association will not be responsible for 
any special, incidental or consequential damages in any circumstances, including circumstances 
arising from the Association’s cancellation of the Event or the exhibit space(s) for any reason or 
at any time whatsoever. 
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9. The Association reserves the right to refuse any application for any reason up to 60 days 
prior to the first day of the Event, in which case the monies that the Exhibitor paid to the 
Association for the exhibit space(s) will be refunded to the Exhibitor by no later than 60 days 
after the Event. 
 
10. The Association reserves the right to cancel the Exhibitor’s exhibit(s) at any time before or 
during the Event, if, in the opinion of the Association, the exhibit is not an accurate reflection of 
the description of the exhibit(s) that the Exhibitor provided in the Application Form, in which 
case the monies that the Exhibitor paid to the Association for the exhibit space(s) will not be 
refundable. 
 
11. If the Association cancels the Event or the Exhibitor’s exhibit(s), the Association may, in its 
discretion, compensate the Exhibitor for all or part of the costs that the Exhibitor incurred in 
preparation for the Event or otherwise. Such compensation by the Association shall not be 
construed to be a waiver of the Association’s rights under clause 3 of this disclaimer or otherwise 
estop them from relying on those rights. 
 
12. By signing below, the Exhibitor acknowledges that it has read these terms and conditions in 
full and understands that they form part of the application and agreement for the provision of 
exhibit space at the Event. 
 
13. The Exhibitor agrees to comply with applicable privacy legislation with respect to the 
personal information of any identifiable individuals. The Exhibitor also agrees that the 
Association may collect, use and disclose the Exhibitor’s personal information to the extent 
necessary to carry out the purposes for which the parties are contracting. 
 
 
 
_________________________________________ 
(signature) 
 
Exhibitor Name: 
 
Address: 
 
 
 
 
 
The Alberta Teachers’ Association requires the information contained on this form in order to conduct the 
professional and business affairs of its membership and will collect, use and disclose the personal information about 
you accordingly. For inquiries, objections or concerns about how the Personal Information Protection Act applies to 
your personal information, please refer to our privacy policy on the Alberta Teachers’ Association website. 
 
 
 
2006 03 10, PD103-1 
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6.19  Due Process for Cancelling Speakers and Exhibitors 
 
If the occasion arises that a speaker session or exhibit is cancelled, the speaker or exhibitor needs 
to be included in a due process of cancellation. 
 
The convention association shall provide the speaker or exhibitor with a reason for cancelling the 
session or exhibit. An opportunity for the speaker or exhibitor to respond and appeal to the 
convention board in person or in writing shall be provided. The decision of the convention board 
will be final. 
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7.  POLICIES AND PROCEDURES MANUAL 
 
It is crucial that the Association has the most current copy of each convention association’s 
policy and procedures manual or handbook. Please ensure a copy is sent to the Factotum, 
Conventions at the beginning of each convention year or whenever documents have been 
amended and approved. 
 
Each convention association should review its minutes and extract all resolutions and motions 
which are policy statements or procedure directives. These policies and procedures should be 
organized into a manual as guidelines for the use of members of the convention board. One 
executive member should be assigned the responsibility of updating the policies and procedures 
manual for the convention association. The standard constitution suggests this be one of the 
duties of the past president. 
 
Below is a suggested table of contents for a policies and procedures manual. There are many 
ways these guidelines might be organized and each convention association will want to modify 
the suggested table of contents so it is consistent with its own operations. 
 
7.1  Suggested Table of Contents for the Policies and Procedures Manual 
1. Constitution 
 (a) Format 
 (b) Distribution 

2. Meetings 
 (a) Meeting Schedule 
 (b) Meeting Format 

3. Convention Board 
 (a) Responsibilities 
 (b) Job Descriptions 

4. Executive 
 (a) Responsibilities 
 (b) Job Descriptions 

5. Convention Format 
 (a) General Philosophy and Objectives 
 (b) Operational Goals 
 (c) Action Plan 
 (d) Dates 

6. Program 
 (a) Policy for Program Selection  
 (b) Speakers Contract(s) Form 
 (c) Workshops 
 (d) Format 

7. Facilities 

8. Publications 
 (a) Pre-Convention Bulletins 
 (b) Convention Program-at-a-Glance 

9. Social Functions 

10. Hospitality 
 (a) Speakers 
 (b) Guests 

11. Exhibits 
 (a) Policy 
 (b) Contract Form 

12. Publicity and Public Relations 
 (a) News Releases 
 (b) School Board and Superintendent 

Notices 

13. Finance 
 (a) Fees 
 (b) Honoraria 
 (c) Expense Allowances 

14. Evaluation 
 (a) Speaker 
 (b) Annual Report Form 

15. Convention Attendance 
 (a) Protocol for Convention Attendance 
 (b) Flowchart for Convention Attendance 
 (c) Reporting Infractions of the Attendance 

Protocol 
 (d) Other Issues 

16. Miscellaneous 
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8.  CONVENTION COMMUNICATIONS 
 
8.1  Structure for Communications 
 
The ATA is committed to enhancing public education and the image of teachers and the teaching 
profession. Promoting the exceptional work of teachers’ conventions is an important way to 
enhance the image of teachers. 
 
Furthermore, effective communications are fundamental to the smooth operations and quality 
service of each convention board. 
 
The first crucial step in effective communications is the establishment of an efficient model for 
decision making and reporting. A suggested model follows: 
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Audience and Message 
 
The two most important considerations when planning communications are audience and 
message. Determine who needs to receive the message and what they need to hear and then keep 
the message clear and brief. 
 
Potential Audiences: 
 

• Convention association board members 
• Locals 
• School representatives 
• Principals 
• Teachers in public schools including school administrators 
• School board superintendents 
• School board trustees 
• Exhibitors 
• Media 
• Parents 
• General public 
• Other PD partners 

 
Once the audience and the message are clearly identified, select a medium that will reach the 
correct audience—both physically (that is, the message will get to the person) and emotionally 
(that is, the message will be listened to by the person). 
 
8.2  Communication Plan 
 
It is important to create a plan that outlines the communication committee’s objectives for the 
year. The plan will keep everyone on track and informed of what the committee is doing. 
 
The following elements should be included in a communications plan: 

• Goal: A goal is a broad statement of what you hope to achieve. 
• Objectives: Objective are specific, measurable, attainable ways to accomplish 

your goal. 
• Audiences: Audience refers to people or groups who need to receive the messages 

to accomplish your goal. 
• Activities: Broadly outline major activities you will undertake to achieve your goal. 

Beside each activity, include the 
o specific audience, 
o message, 
o medium, 
o timeframe, 
o human resources (person responsible & contributors), 
o capital resources (costs, supplies, and equipment required), and  
o evaluation (ways to determine the success of the activity).

Internal 
 
 
 
 
 
 
External 
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8.3  Communications Activities 
 
8.3.1  The Convention Program 
 
Your convention program is the most important piece of internal communication. It gives you an 
opportunity to communicate directly with your most valued audience (your members). It will 
contain information that your members want and need to know so you can be certain that it will 
be read. Furthermore, it is a required document for the Association’s permanent records. 
 
Organization 

• Make it easy for teachers to navigate the document, before the convention and at the 
convention centre.  

• Keep the reader in mind.  
• Focus on the essential information. 

 
Content 
 
Keynote speakers: topic, biography, area of interest, location and time. 
Sessions: speakers, topic, profiles, area of interest location and time. 
 
Consider including the following information in your convention program: 

• Greetings from the ATA president 
• Greetings from the convention executive 
• Greetings from external interested parties (locals, school division personnel) 
• Parking information 
• Convention exhibits and events 
• Accommodation information 
• Dining information 
• Maps 
• Lists of board and committee members 
• Roles and responsibilities of the convention association 
• Operational goals of the convention association, including mission and vision 

statements 
• Highlights of other convention activities such as awards, publicity, socials 
• Guidelines for convention attendance 

 
Writing 

• Be brief. 
• The less writing in a communications piece, the more likely it will be read. 
• Use short words and sentences. 
• Keep it simple and concrete.  
• Be consistent in spelling, punctuation, grammar, dates and times. 
• Have others proofread your writing. 
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Format 
• Choose print styles that are readable, attractive and catch attention 
• Make effective use of white space, photos and graphics 
• Use similar format from year to year to avoid confusing your audience 
• Main page of website—include the convention theme, the full name of your  

association, the date and the address 
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8.3.2  Memorandum 
 
To deliver a special message to one of your internal audiences, consider using a standardized 
memorandum form with your logo prominently displayed. This automatically identifies the 
convention association and provides context for the reader. 
 
8.3.3  Branding 
 
A brand refers to the visual identity of an organization, including name, logo, slogan and design 
scheme. A brand will unify the different activities of an organization and differentiate the 
organization from other similar groups. Brand recognition is created by reinforcing the visual 
identity with the same audience over a long period of time. 
 
The ATA prides itself on being the professional organization of teachers and on its important 
role in teacher professional growth. However, many teachers identify conventions with their 
school boards, regional consortia or even the department of education. 
 
The quality of teacher organized professional development should be reinforced with the 
Association brand. The same ATA identity should be evident on letterhead, banners, websites 
and any other communications. The provincial Association provides guidance as well as 
resources to create this identifiable, professional identity. We also encourage use of the public 
education logo and the logo “The Future. It’s why teachers teach.” 
 
8.3.4  Working with Media 
 
Conventions provide an opportunity to advance the image of teachers and the teaching 
profession that should not be missed. 
 
Public relations and media relations are long-term, cumulative initiatives. Building relationships 
with media takes time and needs to be reinforced on an ongoing basis. Establish a strong 
personal relationship by delegating a media liaison to keep in contact with media throughout the 
year. 
 
Getting Started 
 
A good time to start is right after one convention takes place. Meet personally to provide the 
dates for next year’s convention, and any other information that may be useful including the 
convention board’s role, structure and objectives. The liaison should also find out how each 
media prefers to receive news, background documents and/or photographs. 
 
Building Contacts 
 
As you plan for attracting media coverage identify the public interest stories in your convention. 
What is taking place at the convention that non-teaching friends and family might talk about over 
coffee? Would they be interested in a well-known keynote speaker, a timely or relevant theme, a 
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Morning meeting to discuss issues and 
assign reporters. 

Reporters research stories and conduct 
interviews. 

Reporters produce and edit stories they 
think are most likely to be used. 

Stories are selected for the 
newscast/newspaper based on space 
available. 

The news cycle: 

specific topic, or perhaps a personal interest story about a teacher who is overcoming a barrier to 
attend the convention? 
 
Getting Attention 
 
The following factors increase interest in an event: competition, conflict, controversy, 
consequence, famous people, heart strings, humour, problems, progress, success and want/need. 
 
Key strategies to engage the media: 

1. Determine how each media likes to receive its news releases and background 
documents. 

2. Send out an advance news release (see below) that includes a backgrounder or 
photograph. 

3. Have a primary contact available for interviews. 
4. Follow up with phone calls to media to ensure that they received the press release and to 

see if there are any questions. 
5. Release a media advisory one or two days in advance to let them know of media 

availability and interview opportunities. 
6. Establish a media centre at convention, have a contact on hand and refreshments 

available. 
 
How to Write a News Release 
 
A news release is intended to draw media 
attention to stories you want publicized. 
 
Send news releases to newspapers, 
television and radio stations. Timing is the 
biggest factor in whether the release gets 
picked up and turned into a news item. 
Your best chances of getting coverage are 
on a slow news day earlier in the week – 
avoid being pushed out by a major news 
story. Deliver your release early in the 
day. 
 
 
 
Suggestions for News Releases 

• Find out how each outlet prefers to 
receive news releases. The standard format is e-mail, but there may be other media used. 

• Keep the news release to one page, use a backgrounder attachment if needed. 
• Assume the reader knows nothing about your event, organization, or the issues.  
• Write in short simple sentences without using technical terms. 
• The first paragraph should inform the reader about the news and answer the following 

questions: who, what, when, why and sometimes how. 
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• The second paragraph should expand on the details and highlight why the public would be 
interested in this story. 

• The next paragraph should include a quote from an interesting person involved in the story. 
• The last paragraph should be a brief explanation about your convention association. 
• Proofread, proofread and have someone else proofread. Check for grammar, spelling and 

accuracy. 
 
During Convention 
 

a) Protocol 
On the day of the convention, establish a protocol for media. The media liaison 
should show reporters around and help them make contact with people they might be 
interested in interviewing. The liaison should know the stories the convention board 
wants told and the stories that should not be told. 

 
b) Media Table 

Set up a media table by the registration desk and hand out bright, easily identifiable 
credential badges to ensure that teachers know when they are talking to media. Hand 
out the convention program to media and discuss potential story ideas, interesting 
sessions and speakers. 

 
c) Information Release 

After the convention, issue an information release with highlights from the 
convention; consider including photographs. This is particularly useful in rural areas 
where the local paper is unlikely to have the ability to send a reporter but needs 
content to fill the paper. 

 
8.4  Advertising 
 
8.4.1  Complimentary Advertising 
 
Teachers’ conventions will be featured along with specialist council conferences in a centre-
spread, pull-out advertisement in the early September and January issues of The ATA News. The 
centre-spread format will showcase professional development opportunities available to teachers 
as they prepare their professional growth plans in September. These advertisements are provided 
at no cost to the convention association. 
 
The information required for the advertisement includes convention date, location, website 
address and contact information. The theme or keynote speaker may also be included. 
 
Convention association presidents and secretaries will be contacted for the information via email 
request by the deadline provided. 
 
8.4.2  Purchasing Advertising 
 
A risk with media is that they may filter your information, add to it or remove some of your message. 
To help ensure that the message you want is delivered as you want it, consider buying advertising. 
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Advertisements need to be clean, engaging and easy to read. They should include attractive 
graphic and photographic elements—again, be brief because the money is not well spent if no 
one reads your ad. Ask for appropriate placement for your ad based on the audience you are 
trying to reach. If you are placing an ad in the local newspaper, consider sending that same ad to 
school principals for school newsletters. 
 
8.5  Photography 
 
Public relations is a continuous and ongoing venture, so ensure that you collect artefacts from 
one convention to be used in publicity for the next convention. Bring a camera or arrange with 
someone in your district to take pictures throughout the convention. Consider taking photos of 
teachers, guest speakers, activities and socials. Try to tell a story with every photo or use photos 
to bring readers into a good news story. 
 
8.5.1  Personal Information Privacy 
 
The Personal Information Protection Act (PIPA) governs the ATA’s collection, use and 
disclosure of personal information under the ATA’s custody and control. Convention 
associations, as subgroups of the ATA, are required to abide by the ATA’s Privacy Policy that is 
posted on the ATA’s website, www.teachers.ab.ca/privacy+policy. Questions regarding specific 
privacy policies and practices, including convention registrations and programming materials, 
may be directed to the ATA Privacy Officer at 780-447-9400 or 1-800-232-7208. 
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8.5.2  Consent for Photography 
 
Express Consent 
 
The Consent for Photography form on page 126 should be completed 1) in advance of taking any  
photo for any reason; and 2) in advance of any posed photographs. This form is not meant for 
use at large meetings or events.  
 
Opt-out Consent 
 
At large events such as conventions, symposiums, etc, the following information must be 
provided to participants: 
1. Please be aware photographs and moving images will be recorded at this event.  
2. Photographs and moving images are being recorded to document this event and may be 
 included in Alberta Teachers’ Association publications.  
3. The ATA’s privacy policy is available at www.teachers.ab.ca/privacy+policy  
4. Please direct concerns or questions to the ATA Privacy Officer at 780-447-9400 or 

1-800-232-7208.  
 
Appropriate places to include such information are: 1) the opening “housekeeping” address; 
2) the registration materials and event publications; and 3) displayed on sign(s) placed in 
conspicuous locations at the event (entry doors, registration tables, etc). 
 
8.6  Interviews 
 

• Interviews should be conducted by officials of the organization, preferably the 
president. 

• Help prepare the spokesperson for interviews beforehand—compose a number of 
simple messages about the convention. 

• Create sound bites (small snappy saying to convey key messages) for your 
spokesperson. Use plain, simple language. 

• Ask your spokesperson to try not to stray from the key messages by redirecting 
questions back to the prepared messages. 

• Be sure that your spokesperson answers honestly and never answers questions he or 
she is not prepared or informed enough to answer. 

• It is important to thank the interviewer. 
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8.7  The ATA Booth and Display 
 
The Association requires a booth at every convention in order to promote the Association and 
provide service, information and give-aways to members. Exhibit Directors must ensure that a 
prominent high traffic location is reserved for the ATA booth which is shipped to each venue 
prior to convention. A power supply and internet access are required at the booth. 
 
A 3’ by 14’ ATA banner is sent along with the booth to conventions. This banner must be 
displayed in a prominent location to welcome members to the convention. Convention 
associations should ensure that a spot is reserved for the banner. Exhibit Disclaimer signs are 
also included and must be exhibited  in prominent location(s) in the Exhibit Hall. 
 
Convention associations will be sent (attention to the district representatives or designate) the 
display, banner and boxes containing Association give-aways and publications.  
 
Working with Association communications staff, district representatives or designates will be 
responsible for 

• setting up the display and materials; 
• working with convention executive to ensure that the banner is placed in a prominent 

location; 
• arranging staff at the ATA booth for the duration of the convention; 
• taking down the display and returning it to the loading dock; and 
• contacting Distribution at Barnett House to arrange for return shipment. 

 
For more information or assistance with convention communications contact: 

Jonathan Teghtmeyer 
e-mail: jonathan.teghtmeyer@ata.ab.ca 
In Edmonton 780-447-9477 
Toll free in Alberta 1-800-232-7208 
Fax 780-455-6481 
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8.8  Invited Guests 
 
Convention boards are encouraged to consider inviting superintendents and trustees to attend part 
of the two day event. There is merit in inviting trustees and superintendents as guests of 
convention to hear keynote or feature speakers who will be presenting information that promotes 
teacher professionalism, effect assessment practices and other topics that further Association 
policy. As well, the invitation presents an opportunity to showcase the excellent work done by 
the convention board volunteers. 
 
It is important that convention president issues the invitation on convention letterhead and 
specifies where the guest should come to at the convention site to be greeted by convention 
executive and provided with a guest name badge and program information. 
 
Convention executive need to be clear that trustees are invited guests of the convention and have 
no access to the convention without that invitation. In the past, some trustees believed they had 
access to the convention because of their role as trustees and their teachers are in attendance. 
 
An invitation to a member local’s superintendent and/or trustees does not require Provincial 
Executive Council permission. Local presidents should be advised that the convention board is 
considering inviting the superintendent and trustees. (Include other trustees in the invitation in 
the letter to the Chair of the Board. Do not include other central office staff in the letter to the 
Superintendent). 
 
A sample letter follows. 
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Convention letterhead 
 
 
Chairperson, Board of Trustees 
  School District/Division 
Address 
 
and/or 
 
Superintendent 
  School District/Division 
Address 
 
 
To Chairperson/Superintendent, 
 
As president of the   Convention Association, I would like to 
invite you to our annual convention on   at the   in 
  on Thursday morning,  . The Alberta Teachers’ 
Association conventions are the premier professional development event of the year and 
our convention board would like to showcase the exciting program that we have planned 
for our teachers. 
 
Please come to the convention office located   so that we can 
provide you with guest registration information and identification. Your visit could 
include taking in a keynote session, a visit to our exhibits hall and lunch with the 
convention board in the   room. 
 
I look forward to hearing from you by   to advise me if 
you are able to attend.  
 
Sincerely, 
 
 
 
President 
Convention Name 
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