
 

 

DISTRICT OPERATIONS – ADMINISTRATIVE SERVICES 
Reporting to Public Session, Tuesday, November 25, 2025 

 
 

1.    Administrative Procedures (AP) Update 
 
As part of the Burnaby Board of Education’s policy review, some current policies are being converted to 
administrative procedures (AP #100). Regular review and development of administrative procedures 
supports effective operations within the school system.  
 
As administrative procedures are reviewed, they will be appropriately categorized under the following 
sections: 

• 100 Administration 
• 200 Community 
• 300 Personnel 
• 400 Instruction 
• 500 Facilities 

 
The following administrative procedure has been reviewed, updated, and categorized: 

• #412 Admission and Placement of Students in the Burnaby School District 
 
Further, the following administrative procedure has been created as part of the July 1, 2025 amendment 
to the Support Services for Schools Ministerial Order: 

• #105 Response to Unexpected Health Emergencies 
 
Additional administrative procedures will be brought forward in February 2026. 
 
Recommendation:  
 
THAT the Board of Education receive this information. 
 



 
 
 

4054 Norfolk Street, Burnaby, BC, V5G 0C3 
Tel (604) 296-6900   Fax (604) 296-6910 

              

Board Report 
Date:  November 25, 2025 
To:  Board of Education – Public Meeting 
From:  Karim Hachlaf, Superintendent 
Subject: Administrative Procedure Updates 

              

 
Background: 
 
The Board of Education, through its Policy Committee, has been working to review and update 
its current policies leading to a complete restructuring of the policy manual. In alignment with 
this process, the Superintendent will be reviewing and updating existing administrative 
procedures.  
 
Considerations: 
 
The following administrative procedure has been updated, reviewed and re-categorized: 
 

• Administrative Procedure #412 Admission and Placement of Students in the Burnaby 
School District 

 
The following administrative procedure has been created as part of the July 1, 2025 amendment 
to the Support Services for Schools Ministerial Order: 
 

• Administrative Procedure #105 Response to Unexpected Health Emergencies 
 

Recommendation: 
 
THAT the Board of Education receive this information. 
 

 
 
 
 



DRAFT
ADMINISTRATIVE PROCEDURE #4125.05 

ADMISSION AND PLACEMENT OF STUDENTS INTO THE BURNABY 

SCHOOL DISTRICTSYSTEM 
……………………………………………………………………………………………………………………… 

BACKGROUND 

Under the School Act, the Board has: 

1. The duty to provide an educational program for every school-aged student who

ordinarily resides in Burnaby;

2. The power to establish school enrolment attendance catchment areas for the purpose of

assigning students to specific neighbourhood schools;

3. The authority to place students in specific schools throughout the School District; and

4. The authority to charge fees to international students who are temporarily resident in

Burnaby and whose legal guardian is not ordinarily resident in Canada.

An educational program will be provided for every school- aged childstudent who is 

ordinarily resident in Bburnaby. 

Students will attend the school within the designated catchmentattendance area where the 

student ordinarily resides, or make application to attend another school or educational 

program within the Ddistrict.

An educational program may be provided for students who meet the Ddistrict’s admission 

eligibility requirementsregulations and who reside outside of Bburnaby, or who are 

Ttemporarily Rresident in Bburnaby.  

Students who do not qualify for free education, as per Ministry of Education and Child Care 

guidelines, will be required to register as International students. 

Student placement is subject to the Ddistrict’s student admission and placement 

requirementsregulations and procedures. 

OBJECTIVES 

1. To ensure every student who seeks admission to the Burnaby public school system is

treated in a fair and consistent manner.
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2. To ensure students have the opportunity to attend their neighbourhood school or the 

choice to attend another school or educational program within the District providing 

there is space and the appropriate education program.  

 

3. To ensure registration procedures are in place which verify and update the necessary 

documentation regarding a student’s residency, age, citizenship, guardianship, child 

care arrangements, academic and health records.  

 

4. To ensure parent(s) and/or guardian(s) are aware of the process for admission and the 

timelines for registration. 

 

PROCEDURESREGULATIONS 
 

GENERAL INFORMATION 

 

Guiding Principles  

 

Student admission and placement in the Burnaby School District is guided by the following 

principles:  

 

1. Fairness  

The admission and placement process should ensure that every student who seeks to 

attend a Burnaby public school will be treated in a fair and consistent manner.  

 

2. Access  

The admission and placement process should maximize access for students to attend 

their attendance area (neighbourhood) school or closest District program location.  

 

3. Choice  

The admission and placement process should maximize the ability of students and 

parents to choose the school and educational program that best meets the student's 

educational needs.  

 

4. Certainty and Stability  

The admission and placement process should support certainty for students and families 

by maximizing the ability for siblings to attend the same school concurrently wherever 

possible, subject to the provisions of the School Act and the wishes of the family. Multiple 

births (i.e. twins, triplets) applying for the same program at the same location will be 

treated as a single application.  

 

5. Continuity  

The admission and placement process should allow students from outside a school's 

designated attendance area (Cross-District and Out-of-District) who have been 

approved to attend the school, the opportunity to continue to attend the school.  

 

6. Efficient Resource Allocation  

The admission and placement process should enable school and District staff to plan the 
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allocation of space, resources and instructional programs to best accommodate 

demand and minimize adjustments required throughout the school year. 

 

Admission Procedures  

 

1. Documentation  

 

As per the Ministry of Education and Child Care requirements, sStudents seeking 

admission into the Burnaby public sSchool Districtsystem must provide the appropriate 

documentation in order for the District to determine the student's eligibility to attend 

public school in Burnaby. All dDocumentation is requirements,d including those for 

Temporary Residents, Refugee Claimants, and International Students are available on the 

Burnaby School District’s website. 

 

1. Documentation is required to verify the following: 

a. Age - A student is eligible for admission in September of a school year if the student 

will have attained the age of five years on or before December 31 of that school 

year. The student is eligible to continue to receive an educational program until 

June 30 of the school year in which the student reaches the age of 19. Students 

who have not qualified for a graduation certificate prior to reaching the age of 19 

may finish their secondary course requirements through the District’s Community & 

Continuing Education program.  

b. Residency - The location where a student and their parent(s) and/or legal 

guardian(s) is “ordinarily resident in the everyday course of living”, as per the 

Ministry of Education and Child Care Policy, determines the admission status, 

attendance catchment area, and school the student is expected to attend. 

Students who are Canadian Citizens or Permanent Residents whose parent(s) 

and/or legal guardian(s) do not “ordinarily reside” in Canada may be required to 

pay Internationaltuition fees. The legal guardian must be “ordinarily resident” as per 

Ministry of Education and Child Care requirements. The parent(s) and/or legal 

guardian(s) and the child must be residing in Burnaby at the time of registrationa 

Canadian Citizen or Permanent Resident. 

c. Guardianship - Students seeking admission to the Burnaby public sSchool District 

system must be accompanied by their parent(s) and/or or legal guardian(s). In 

situations where a legal guardian has been appointed through the court system, 

appropriate documentation must be provided to satisfy the School District that the 

student is being registered by their legal guardian, and that the legal guardian and 

student reside together and are “ordinarily resident” in Burnaby as per Ministry of 

Education and Child Care Policy., in the “everyday course of living”.  School-aged 

students living independently may be admitted into the School District after review 

of residency and , guardianship authority and “everyday course of living” 

arrangements.  

d. Citizenship - For Canadian Citizens and Permanent Residents, admission to the 

Burnaby public school system is determined by the residency, guardianship and 

age requirements outlined above. The admission of international students to the 

Burnaby public school system is determined by the School District's International 

Student Admission Regulations and Procedures.International Students – The  

admission of international students to the District is determined by the School 
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District's International Student Admission Regulations and Procedures.  These are 

available on the District’s website. 

e. Temporary Residents/ Refugee Claimants - Students whose parent(s) and/or legal 

guardian(s) is a temporary resident in Burnaby and has a work permit or study 

permit that is longer than one year may be eligible during that time for funded 

education. Children of Refugee Claimants can be provided with a publicly funded 

education while their claim is being processed. 

d.f. As per Burnaby Board Board of Education Policy #19 Sanctuary Schools, all 

school-age children who are ordinarily resident within the boundaries of the 

Burnaby School District, including those with precarious immigration status or no 

immigration status in Canada, are entitled to admission to their catchment school. 

 

2. Admission of Out-of-District sStudents seeking to attend a Burnaby school whose parent(s) 

and/or guardian(s) reside outside the City of Burnaby's boundaries must submit an Out-of-

District Admission Application. Acceptance and placement of Out-of-District students will 

be determined by the criteria outlined in Placement in a School, item 3 of these 

regulations.these procedures.  

 

3. Admission Review Students who have had their request for admission into the Burnaby 

public school system denied may request a District review of the decision. Depending 

upon the outcome of the review, the decision may be appealed to the Burnaby Board of 

Education.  

2.  

Availability oOf Space iIn aA School  

 

1. The School Act establishes priorities for the placement of students if the DistrictBoard 

determines that space and an appropriate educational program are available in a 

school.  

 

2. The School Act allows for students not ordinarily resident in a school's designated 

attendance area to apply and be registered in a school if the school has the capacity to 

provide the applicant with an educational program appropriate to the applicant’s 

needs. School capacity and the availability of space will be determined by District 

personnel in consultation with the principal of the relevant school, and will be based on 

capacity with regard to the following factors: 

a. The decision to register the student will be made taking into account the school's 

physical and educational resources, enrolment pprojectedions for continuing 

students populationincluding the projected enrolment of new students resident in 

the school's catchmentattendance area; 

b. staffing and resources assigned to a school by , and the space required to 

accommodate District; 

c. physical space in which instructional programs operate located in the school; 

d. ability of the school to provide appropriate educational programs for the applicant 

and other students; 

e. needs of unique programs developed by the school; and, 

2.f. needs of District programs located in the school..  
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3. The Board delegates to the Superintendent of Schools, or their designate, the authority to 

determine whether space and facilities are available in individual schools and District 

programs for purposes of the School Act.  

 

4. Once Sschool capacity and the availability of space haswill been determined, by the 

District will review the number of applications and accept students where space allows.'s 

Long Range Planning Committee in consultation with the principal of the affected school, 

and will be based on program capacity with regard to the following factors: 

a. projected student population in the school’s attendance area;  

b. staffing and resources assigned to a school by the District;  

c. physical space in which instructional programs operate in the school;  

d. ability of the school to provide appropriate educational programs for the applicant 

and other students;  

e. needs of unique programs developed by the school; and  

f. needs of District programs located in the school.  

 

5. Once school capacity and availability of space has been determined, the District will 

declare the school:  

a. open with a defined number of spaces; or,  

b.3. closed for Cross-District and Out-of-District applicants.  

 

Applying fFor Admission: Out-of-Catchment and Out-of-District Students  

 

1. Each school year, the DistrictBoard will establish and publicize the dates and application 

procedures for students wanting to attend a Burnaby school or District program who are 

out-of-catchment or out-of-District. The DistrictBoard may establish different dates for 

different grades, District programs, schools or categories of applicant. Information for 

application to these programs is available on the District’s website. 

 

2. Applications submitted for school placement within the established timelines will be 

placed in order, as per subject to the terms outlined in Placement in a School , item 3 of 

these proceduresregulations.  

 

3. Applicants will be notified of the status of their application by April 15the last school day 

in March.  

 

4. When an applicant is offered and accepts a placement at a specific school, all other 

out-of-catchment applications become invalid. 

 

4.5. Applications received after the deadlines established will be placed on a school or 

District program waiting list that will be maintained until September 2930 of each school 

year, at which point the application process and waitlist will be considered closed. 

 

5.6. Applicants wanting to attend a District program must meet all program requirements 

and regulations for the requested program.  

 

Placement Iin aA School  
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1. Continuing students will be automatically registered for the next school year at the school 

they are attending. , with the exception of sStudents moving from the elementary school 

level to the secondary school level. These students will be required to register at the will 

be transitioned to the secondary school that serves the catchmentattendance area in 

which the student ordinarily resides. Students wanting to attend a different Burnaby 

school or District program must make the appropriate application.  

 

2. New students residing within a school's designated attendance catchment area will be 

placed at that neighbourhood school, subject to space and the school’s ability to 

provide an appropriate education program.  

 

3. After taking into account the number of continuing students and the number of new 

catchment-attendance area students, applications from new students will be accepted 

if the requisite space and facilities are determined to be available. Providing application 

deadlines and other requirements have been met, the following priority order shall be 

used:. This priority order does not apply to District programs such as French Immersion or to 

students who have been administratively transferred to schools by the Superintendent of 

Schools.  

a. Ssiblings of continuing students in the school, including those in or accepted to 

District programs, whose residence falls outside the school’s attendance area;  

b. sStudents who are registered in and attending before and/or after-school child 

care at a licensed child care facility within an elementary school’s 

catchmentattendance area;  

c. gGrade 7 students, whose  attended an elementary catchment school feeds intoin 

their attendance area, which straddles the attendance area of twoTWO 

secondary schools, will be given priority for grade 8 enrolment in one of those two 

secondary schools based on their residence;  

c.d. out-of-catchment transfers whose catchment school has little or no enrolment 

capacity as determined by the District; 

d.e. Students not included in item c whose residence falls within the attendance 

areas of other Burnaby schools (Cross-Districtout-of-catchment transfers); then, 

f. Students whose residence falls outside the Burnaby School District (oOut-of-District 

transfers).  

 

 

e. This priority order does not apply to District programs such as French Immersion or to 

students who have been administratively transferred schools by the Superintendent. 

 

4. In the event of more applicants than program spaces available, the following process will 

be used to determine the allocation of the available spaces:  

a. aApplications received within the District’s established registration timelines will be 

grouped by priority category as outlined abovein item 3 of these regulations;.  

b. aA lottery method will then be used to determine the order of applicants within 

each priority category;.  

c. sProgram spaces will then be allocated according to the order outlined in item 3 of 

these regulations until all available spaces have been filled; then,.  

d. aAny remaining applicants will be placed in priority order on athe District program 

waiting list which . This list will be maintained until September 2930 of each school 
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year, after such time at which point the application process and waitlist will be 

considered closed.  

 

5. Applications received after the District deadlines will be prioritized by application date. 

Sibling applications that do not meet the District deadlines will be placed after existing 

on-time sibling applications on the waitlist.  

 

6. Students who become resident in a school's catchment attendance area after the 

school has established its organization plan for the school year may be required to attend 

another school. This may occur if the catchmentneighbourhood school does not have 

available space within the grade level, sufficient education program capacity, or 

appropriate physical resources to accommodate the student. In such cases, the District 

will place the student in the nearest school with the appropriate education program. 

Students may register inturn to their catchmentattendance area (neighbourhood) school, 

should space become available, or at the start of the next school year. 

 

 

FRENCH IMMERSIONDISTRICT LANGUAGE PROGRAMS 

 

Program Locations and Capacity  

 

 

1. District catchment areas will be established for the purpose of registering students in 

designated schools housing the District's Early, Late, Secondary French Immersion programs 

and Mandarin Language Arts program.  

 

2. Enrolment capacity for each District Language program location site will be established 

by the District prior to the commencement of registration for the next school year. 

 

Admission and Placement  

 

1. Continuing French Immersion students currently in the District will be automatically 

registered for the next school year at the school they are attending.  Students currently in 

the District moving from the elementary school level to the secondary school level will be 

transitioned to the French Immersion secondary school that serves the catchment area in 

which the student ordinarily resides.  Students wanting to attend a Burnaby French 

Immersion school, other than their catchment school, must make out-of-catchment 

application. 

 

1.2. Each year the DistrictBoard will establish and publicize the dates and application 

procedures for students wanting to attend French Immersionthe District Language 

programs. These dates will be available on the Burnaby School District website by 

October 31. 

 

2.3. Applications submitted within the established timelines will receive first priority for 

available space in the program. , subject to the terms outlined in items 4 and 5 of these 

regulations. Applicants will be notified of the status of their applications by April 15the last 
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school day in March.  

 

3.4. While aApplicants are expectedshould  to apply to the program location within the 

District catchment area where they reside, however, applicants may apply for more than 

one program location. AHowever, an applicant may be registered at only one location. 

When an applicant is offered and accepts a placement at a French Immersion specific 

District program location, applications for all other District program locations become 

invalid.  

 

4.5. Applications from new students for available spaces at program locations will be 

considered in the following order, provided application deadlines and other requirements 

have been met:.  

a. sSiblings of continuing French Immersion District Language program students who 

are attending the site where the District program is located, and whose residence is 

within the District’s catchment area for that program;  

b. sStudents whose residence is within the District's catchment area for that program;  

c. Ssiblings of continuing students in the French Immersion District program whose 

residence is outside the District's catchment area for that program;  

d. Sstudents who are registered in and attending before and/or after school child 

care at a licensed child care within the District catchment area for that elementary 

school program;  

e. Sstudents whose residence is in Burnaby but outside the District's catchment area 

for that program; then, 

f. Students whose residence is outside of the Burnaby School District.  

 

5.6. Applications received after the District deadlines will be prioritized by application date 

and placed at the end of the program wait list.  

 

6.7. In the event of more applicants than program spaces available, the following process 

will be used to determine the allocation of the available spaces:  

a. aApplications received within the District's established registration timelines will be 

grouped by priority category as outlined above;in item 4 of these regulations. 

b. aA lottery method will then be used to determine the order of applicants within 

each priority category;.  

c. pProgram spaces will then be allocated according to the order outlined in item 4 

of these regulations until all available spaces have been filled; then,.  

d. aAny remaining applicants will be placed in priority order on the District program 

waiting list, which . This list will be maintained until September 2930 of each school 

year, after such time at which point the application process and waitlist will be 

considered closed. 

 

 

……………………………………………………………………………………………………………………… 
 

Date Adopted:  1998-09   Cross References: Policy #19 Sanctuary Schools 

Date(s) Revised: 1999-01   Statutory: School Act Section 2, 3, 85 

2002-04   Other:  

  2005-01 

  2009-04 

  2016-02 

https://burnabyschools.ca/wp-content/uploads/2025/05/Policy-19-Sanctuary-Schools-May-27-2025.pdf
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DRAFT
ADMINISTRATIVE PROCEDURE #412 

ADMISSION AND PLACEMENT OF STUDENTS IN THE BURNABY 

SCHOOL DISTRICT 
……………………………………………………………………………………………………………………… 

BACKGROUND 

An educational program will be provided for every school-aged child who is ordinarily 

resident in Burnaby.  

Students will attend the school within the designated catchment area where the student 

ordinarily resides, or make application to attend another school or educational program 

within the District.  

An educational program may be provided for students who meet the District’s admission 

eligibility requirements and who reside outside of Burnaby, or who are Temporarily Resident in 

Burnaby.  

Students who do not qualify for free education, as per Ministry of Education and Child Care 

guidelines, will be required to register as International students. 

Student placement is subject to the District’s student admission and placement requirements 

and procedures. 

PROCEDURES 

GENERAL INFORMATION 

Admission Procedures 

1. Documentation

As per the Ministry of Education and Child Care requirements, students seeking admission

into the Burnaby School District must provide the appropriate documentation in order for

the District to determine the student's eligibility to attend public school in Burnaby. All

documentation requirements, including those for Temporary Residents, Refugee

Claimants, and International Students are available on the Burnaby School District’s

website.

Documentation is required to verify the following:

a. Age - A student is eligible for admission in September of a school year if the student

will have attained the age of five years on or before December 31 of that school
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year. The student is eligible to continue to receive an educational program until 

June 30 of the school year in which the student reaches the age of 19.  

b. Residency - The location where a student and their parent(s) and/or legal 

guardian(s) is “ordinarily resident”, as per the Ministry of Education and Child Care 

Policy, determines the admission status, catchment area, and school the student is 

expected to attend. Students who are Canadian Citizens or Permanent Residents 

whose parent(s) and/or legal guardian(s) do not “ordinarily reside” in Canada may 

be required to pay International fees. The legal guardian must be “ordinarily 

resident” as per Ministry of Education and Child Care requirements. The parent(s) 

and/or legal guardian(s) and the child must be residing in Burnaby at the time of 

registration. 

c. Guardianship - Students seeking admission to the Burnaby School District must be 

accompanied by their parent(s) and/or or legal guardian(s). In situations where a 

legal guardian has been appointed through the court system, appropriate 

documentation must be provided to satisfy the District that the student is being 

registered by their legal guardian, and that the legal guardian and student reside 

together and are “ordinarily resident” in Burnaby as per Ministry of Education and 

Child Care Policy. School-aged students living independently may be admitted into 

the District after review of residency and guardianship authority.  

d. International Students – The  admission of international students to the District is 

determined by the School District's International Student Admission Regulations and 

Procedures.  These are available on the District’s website. 

e. Temporary Residents/ Refugee Claimants - Students whose parent(s) and/or legal 

guardian(s) is a temporary resident in Burnaby and has a work permit or study 

permit that is longer than one year may be eligible during that time for funded 

education. Children of Refugee Claimants can be provided with a publicly funded 

education while their claim is being processed. 

f. As per Burnaby Board Board of Education Policy #19 Sanctuary Schools, all school-

age children who are ordinarily resident within the boundaries of the Burnaby 

School District, including those with precarious immigration status or no immigration 

status in Canada, are entitled to admission to their catchment school. 

 

2. Admission of Out-of-District students seeking to attend a Burnaby school whose parent(s) 

and/or guardian(s) reside outside the City of Burnaby's boundaries must submit an Out-of-

District Admission Application. Acceptance and placement of Out-of-District students will 

be determined by the criteria outlined in these procedures.  

 

Availability of Space in a School  

 

1. The School Act establishes priorities for the placement of students if the District determines 

that space and an appropriate educational program are available in a school.  

 

2. The School Act allows for students not ordinarily resident in a school's designated 

attendance area to apply and be registered in a school if the school has the capacity to 

provide the applicant with an educational program appropriate to the applicant’s 

needs. School capacity and the availability of space will be determined by District 

personnel in consultation with the principal of the relevant school, and will be based on 

capacity with regard to the following factors: 
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a. projected student populationin the school's catchment area; 

b. staffing and resources assigned to a school by the District; 

c. physical space in which instructional programs operate in the school; 

d. ability of the school to provide appropriate educational programs for the applicant 

and other students; 

e. needs of unique programs developed by the school; and, 

f. needs of District programs located in the school. 

 

3. Once school capacity and the availability of space has been determined, the District will 

review the number of applications and accept students where space allows.  

 

Applying for Admission: Out-of-Catchment and Out-of-District Students  

 

1. Each school year, the District will establish and publicize the dates and application 

procedures for students wanting to attend a Burnaby school or District program who are 

out-of-catchment or out-of-District. The District may establish different dates for different 

grades, District programs, schools or categories of applicant. Information for application 

to these programs is available on the District’s website. 

 

2. Applications submitted for school placement within the established timelines will be 

placed in order, as per Placement in a School of these procedures.  

 

3. Applicants will be notified of the status of their application by April 15.  

 

4. When an applicant is offered and accepts a placement at a specific school, all other 

out-of-catchment applications become invalid. 

 

5. Applications received after the deadlines established will be placed on a school or 

District program waitlist that will be maintained until September 29 of each school year, at 

which point the application process and waitlist will be considered closed. 

 

6. Applicants wanting to attend a District program must meet all program requirements and 

regulations for the requested program.  

 

Placement in a School  

 

1. Continuing students will be automatically registered for the next school year at the school 

they are attending. Students moving from the elementary school level to the secondary 

school level will be transitioned to the secondary school that serves the catchment area 

in which the student ordinarily resides. Students wanting to attend a different Burnaby 

school or District program must make the appropriate application.  

 

2. New students residing within a school's designated catchment area will be placed at that 

neighbourhood school, subject to space and the school’s ability to provide an 

appropriate education program.  

 

3. After taking into account the number of continuing students and the number of new 

catchment-area students, applications from new students will be accepted if the 
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requisite space and facilities are determined to be available. Providing application 

deadlines and other requirements have been met, the following priority order shall be 

used:  

a. siblings of continuing students in the school, including those in or accepted to 

District programs, whose residence falls outside the school’s attendance area;  

b. students who are registered in and attending before and/or after-school child care 

at a licensed child care facility within an elementary school’s catchment area;  

c. grade 7 students, whose elementary catchment school feeds into two secondary 

schools will be given priority for grade 8 enrolment in one of those two secondary 

schools based on their residence;  

d. out-of-catchment transfers whose catchment school has little or no enrolment 

capacity as determined by the District; 

e. out-of-catchment transfers; then, 

f. out-of-District transfers.  

 

This priority order does not apply to District programs such as French Immersion or to 

students who have been administratively transferred schools by the Superintendent. 

 

4. In the event of more applicants than program spaces available, the following process will 

be used to determine the allocation of the available spaces:  

a. applications received within the District’s established registration timelines will be 

grouped by priority category as outlined above;  

b. a lottery method will then be used to determine the order of applicants within each 

priority category; 

c. spaces will then be allocated according to the order outlined until all available 

spaces have been filled; then,  

d. any remaining applicants will be placed in priority order on a waitlist which will be 

maintained until September 29 of each school year, after such time the application 

process and waitlist will be considered closed.  

 

5. Applications received after the District deadlines will be prioritized by application date. 

Sibling applications that do not meet the District deadlines will be placed after existing 

on-time sibling applications on the waitlist.  

 

6. Students who become resident in a school's catchment area after the school has 

established its organization plan for the school year may be required to attend another 

school. This may occur if the catchment school does not have available space within the 

grade level, sufficient education program capacity, or appropriate physical resources to 

accommodate the student. In such cases, the District will place the student in the nearest 

school with the appropriate education program. Students may register in their catchment 

area school, should space become available, at the start of the next school year. 

 

 

FRENCH IMMERSION PROGRAMS 

 

Program Locations and Capacity  
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District catchment areas will be established for the purpose of registering students in 

designated schools housing the District's Early, Late, Secondary French Immersion programs.  

 

Admission and Placement  

 

1. Continuing French Immersion students currently in the District will be automatically 

registered for the next school year at the school they are attending.  Students currently in 

the District moving from the elementary school level to the secondary school level will be 

transitioned to the French Immersion secondary school that serves the catchment area in 

which the student ordinarily resides.  Students wanting to attend a Burnaby French 

Immersion school, other than their catchment school, must make out-of-catchment 

application. 

 

2. Each year the District will establish and publicize the dates and application procedures 

for students wanting to attend French Immersion programs. These dates will be available 

on the Burnaby School District website by October 31. 

 

3. Applications submitted within the established timelines will receive first priority for 

available space in the program. Applicants will be notified of the status of their 

applications by April 15.  

 

4. Applicants should apply to the program location within the District catchment area 

where they reside, however, applicants may apply for more than one program location. 

An applicant may be registered at only one location. When an applicant is offered and 

accepts a placement at a French Immersion program location, applications for all other 

locations become invalid.  

 

5. Applications from new students for available spaces at program locations will be 

considered in the following order, provided application deadlines and other requirements 

have been met:  

a. siblings of continuing French Immersion program students who are attending the 

site where the District program is located, and whose residence is within the 

District’s catchment area for that program;  

b. students whose residence is within the District's catchment area for that program;  

c. siblings of continuing students in the French Immersion program whose residence is 

outside the District's catchment area for that program;  

d. students who are registered in and attending before and/or after school child care 

at a licensed child care within the District catchment area for that elementary 

school program;  

e. students whose residence is in Burnaby but outside the District's catchment area for 

that program; then, 

f. Students whose residence is outside of Burnaby.  

 

6. Applications received after the District deadlines will be prioritized by application date 

and placed at the end of the program waitlist.  

 

7. In the event of more applicants than program spaces available, the following process will 

be used to determine the allocation of the available spaces:  
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a. applications received within the District's established registration timelines will be 

grouped by priority category as outlined above; 

b. a lottery method will then be used to determine the order of applicants within each 

priority category; 

c. program spaces will then be allocated according to the order outlined until all 

available spaces have been filled; then,  

d. any remaining applicants will be placed in priority order on the District program 

waitlist, which will be maintained until September 29 of each school year, after such 

time  the application process and waitlist will be considered closed. 

 

 

……………………………………………………………………………………………………………………… 
 

Date Adopted:  1998-09  Cross References: Policy #19 Sanctuary Schools 

Date(s) Revised: 1999-01    

2002-04    

  2005-01 

  2009-04 

  2016-02 

Converted from Policy 5.05: ____-__ 

https://burnabyschools.ca/wp-content/uploads/2025/05/Policy-19-Sanctuary-Schools-May-27-2025.pdf


DRAFT
ADMINISTRATIVE PROCEDURES #105 

RESPONSE TO UNEXPECTED HEALTH EMERGENCIES 
……………………………………………………………………………………………………………………… 

BACKGROUND 

The Burnaby School District will provide Automated External Devices (AEDs) and naloxone kits 
at all school sites, along with necessary training and maintenance, to ensure quick and 
effective responses to unexpected health emergencies.  AED’s and naloxone kits will be 
accessible and administered in a non-stigmatizing and equitable manner. 

PROCEDURES 

1. Locations and Installation - AEDs will be in a clearly marked unlocked wall cabinet in an 
accessible area with clear signage above. Naloxone kits will be stored at room
temperature, protected from direct sunlight.

2. Training - First Aid designates and alternates will be trained in AED and naloxone use. Site
specific first aid procedures will be updated to include location(s) of AED’s and naloxone
kits.

3. Maintenance - AEDs and naloxone kits will be routinely inspected for use.

4. Incident Reporting - AED and naloxone use will be reported to the principal. Data
retrieved from the AED will be shared with emergency services if requested.

Roles and Responsibilities 

1. Principal
a. Ensure AEDs are in a clearly marked and accessible area and that naloxone kits are

appropriately stored.
b. Designate staff (i.e., first aid designates) responsible for routine checks.
c. Ensure staff are aware of the AED and naloxone kit locations.
d. Record AED and naloxone kit use and maintenance.
e. Report AED and naloxone use to the Manager of Health & Safety.
f. Ensure AED and naloxone kits are functional.  Arrange for maintenance or

replacement when required.

2. First Aid Attendants or Alternates
a. Conduct and document AED and naloxone kit inspections
b. Maintain AED and naloxone kit readiness.
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3. Staff 
a. Follow established emergency response procedures. 
b. Immediately call 911 in the event of a health emergency and follow dispatcher 

instructions. 
 
 
………………………………………………………………………………………………………………………………… 
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