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2.3 A school or facility will undergo the process for renaming when; undergoing 

extensive renovations (including program change, i.e., JK-6 to a JK-8), relocating 
to another building, or extensive boundary changes that markedly change the 
makeup of the student population. In any of these cases, it is possible that the 
Naming Committee may recommend retaining the current name of the school. In 
the case of 
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i. Minister of Education; 

ii. Ministry of Education Regional Manager, Field Services Branch; 

iii. Mayor and or City Councilor(s); 

iv. Chair of the Board; 

v. Director of Education; 

vi. Trustees; 

vii. Superintendent of Education; 

viii. Student Senator/Trustee representative; 

ix. All schools working with First Nation Communities through an 

Education Service Agreement are to extend invitations to the 

Chief & Council through designated Education designate;  

x. Communications Officer; 

xi. Local media. 

 

5.1 General Information 

I. An official opening shall be held for a newly built school, or as appropriate, due to 
significant building renovations and/or the consolidation of two or more schools. 
Similarly, a ceremony celebrating the history of a school may be held when it is to 
be closed. 

 
II. The principal of the school has the responsibility of coordinating the celebration in 

co-operation with the Office of the Director of Education, the school 
Superintendent of Education and a Ceremony Planning Committee (see Section 
5.2) 

 
III. A budget for such events shall be developed by the principal and Superintendent of 

Education for review. 

 
5.2 Ceremony Planning Committee 

I. The principal shall establish a Ceremony Planning Committee including 
representation of the following groups: 
a) Teaching and support staff; 

b) School
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applicable): 
a. Chair of the Board; 

b. Provincial representative; 

c. Federal representative; 

d. Municipal representative; 

e. Director of Education / School Superintendent; 

f. Principal / Vice-principal; 

g. Student Senator/Trustee who represents students at the school; 

h. School Council Chair; 

i. Chief of local First Nation or designate 

 
5.6 Thank You Notes 

The Principal and Ceremony Planning Committee will be responsible for assigning a 
committee member(s) to send thank you notes to all platform guests, speakers and 
other individuals involved in the process, as deemed appropriate. 

 

The proper retention of records and Memorabilia from closing or consolidated schools is key 
to ensuring transitions between schools are well received by staff and students and is 
essential to the maintenance of school board history. 

 
The principal must ensure that: 

a. the Board of Education Records Management System (BOERMS) is reviewed 
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6.2 Ontario Student Records (OSRs) 
 

a. Ontario Student Records (OSRs) will be transferred to student’s new 
school, as per the OSR Guidelines. 

b. Inactive OSRs must be retained for 55 years after the student last attended 
school and will be transferred to the school where the majority of students 
are now attending. 

 
6.3 Office Index Cards 

 
a. Office index cards need to be retained for 55 years after the student last attended 

school and will be transferred to the school where the majority of students are 
now attending. 

 
6.4 Build Considerations 

 
a. Builder plaques will not be sold or disposed with the old school. They will be 

removed and permanently installed at the new school. In the case of a school 
closure, where students are consolidated at current school site(s) (e.g., no new 
build), the builder plaque from the old school will be installed at the school where 
the majority of students are now attending. 

b. Display cabinets may be installed in new school builds and should be dedicated 
to house materials from the closed schools.  

c. Display space including cabinets and/or walls shall be made available for 
memorabilia from the closed or consolidated school(s), in the receiving school. 
 

6.5 Memorabilia 
 
Principals must ensure that the Administrative Guideline: Disposal of Surplus Furniture 
and Equipment is followed prior to identifying items as memorabilia and/or for possible 
distribution outside of the board. 

 
For the purposes of this procedure, Memorabilia will be defined as objects that maintain 
historical significance or value. Items identified as memorabilia will be retained utilizing the 
Board of Education Records Management System (BOERMS), which identifies retention 
and disposal periods. See Appendix A “Memorabilia Retention Timeline” for a list of such 
items, including the item specific process for documentation, dispersal, and retention.  
 
Yearbooks are not considered memorabilia and must be transferred to the 
new/consolidated school(s). 

 
Memorabilia includes, but is not limited to, school property in the form of: 
 

i. School photos (if the school name is not listed on the front, write it on the back); 

ii. Trophies, sports banners, and flags; 

iii. Gavels, mascots, crests: 

iv. School stamps, seals; 

v. Time capsules; 

vi. Special event books (e.g., commemorations, anniversaries, etc.), informal school 

histories, architectural drawings. 
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6.5.1 The principal or designate will create a Memorabilia Inventory List that may 
include photo documentation of all memorabilia within the school. Each item 
will be photographed (digitized) as part of the inventory process. 
 

6.5.2 The Memorabilia Inventory List will be shared with the school Superintendent of 
Education. In the case of consolidation, the list will be presented to the principal(s) 
of the welcoming school(s), at which time they may choose specific items to come 
to their school. 

 

6.5.3 At the discretion of the principal, in consultation with the school Superintendent 
of Education, the Memorabilia Inventory List will be reviewed, and either 
identified to transfer to the new/consolidated school(s) or identified for possible 
donation to a historical society/archive/museum (see (i) below). All other 
memorabilia will be handled in accordance with Appendix A “Memorabilia 
Retention Guideline”. 

 
i. Donation to Historical Society/Archive/Museum 

For those items identified for donation, the principal (or designate) will 
contact local historical societies/archives/museums to confirm interest in 
receiving specific items. Once interest has been confirmed, the principal 
will contact the school Superintendent of Education for final review and 
approval to donate each item.  

 
6.6 Photographs 

 
6.6.1 Class photos, graduate photos, staff photos/portraits (photographs should 

include date and school event information if possible – historical context 
required to be considered significant for retention) will also be included as part 
of the Memorabilia Inventory List and photographed (digitized) as part of the 
process. The process may be in the form of electronic archiving of some of 
these items (i.e. Graduation photographs from multiple schools). 

 

6.5.4 At the discretion of the principal, in consultation with the school Superintendent 
of Education, each inventoried item will be reviewed, and either identified to 
transfer to the new school/consolidated school(s) or identified for possible 
donation to a historical society/archive/museum. The school Superintendent of 
Education will be informed of the decisions and have the final say. All other 
photographs will be handled in accordance with Appendix A “Memorabilia 
Retention Guideline”. 
 

 
6.7 Artwork 

 

6.5.5 An inventory of professional 
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7.1 Communications – Students, Staff and Community 
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iii.



12  

Our mission is to educate learners to their fullest potential in preparation for life-long learning. 

 

interior security cameras, technology program equipment upgrades, playground 
equipment, outside storage. 

b. The cost of a site supervisor who can maintain a schedule, maintain quality control of 
the trades and work with the construction priorities will be included in the bidding 
process. 

 
V. Pre-Move Process 

a. Pre-move planning is an important part of the overall transition/integration planning 
process for a new or consolidated schools build. 

b. Pre-move planning will be an integral part of the Transition Plan developed by the 
Plant Services Department for the build or consolidation. 

c. If the sharing and/or division of resources is necessary, the Plant Services 
Department will be responsible for drafting a plan for those resources and 
submitting that plan to the applicable Superintendent of Education for approval. 

d. Time for purging will be incorporated into any plan. 

 

VI. Move-In Process 

a. Unless exceptional circumstances dictate a different move-in date, students and 
staff will move into a new build only after the construction is complete and a safety 
review has been completed. 

b. Consideration will be given to the time that staff will require to pack their 
instructional materials without students present. The Plant Services Department will 
assist wherever possible. 

c. A comprehensive integration plan will be developed to assist with the transition 
when multiple schools are being combined. 

 

VII. Board Support 

a. Consistency of support and accessibility of system staff for a new build or 
consolidation project is essential. 

b. The Office of the Director in consultation with the Plant Services Department and 
the school Superintendent of Education will generate 
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II. Impacts 

a. There are many impacts of a new build on the students, staff and community. 

b. The well-being of students, staff and community will be monitored regularly by the 
school principal during a new build. 

c. The Principal(s) will incorporate student, staff and community well-being into the 
development of the Transition 
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participation one month prior to the event. Follow-up immediately in writing 
to confirm the details you have discussed. 

b. Speak with staff about student involvement. Consider songs, presentations 
and dances by classes or groups as well as choir and band participation. It 
is important to focus on inclusiveness such as culturally sensitive songs and 
welcome messages. Have teachers confirm their group’s participation by an 
established date. 

c. Design invitation and programs. Decide if they will be school or board- 
produced, or a combination of both and consider the format, stock and 
quantity. Contact your school Superintendent of Education if you require 
assistance with the printing. Allow for at least two weeks for completion. 

d. Contact the Plant Services Department regarding the presentation of school 
keys and a plaque, if applicable. 

e. Identify any other presentations to be made and make arrangements for them. 

 
IV. Two months before 

 
a. Speak with staff about additional student involvement to reflect all 

stakeholders including those involved in the consolidation or the new build. 
Consider the Master of Ceremonies, Student hosts for dignitaries, door 
greeters, tour guides, refreshment hosts, coat-check people, and set-up, 
sound, lighting, audiovisual support and breakdown 
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