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Vice-Chair 
 

On some School Councils, the role of Chair is shared, either through the creation of co-Chairing positions 
or through the Chair ‘s dependence on the Vice-Chair to undertake part of the work. 
 
Typically, the Vice-Chair ‘s duties are to: 
 

➢ In the event of resignation, incapacity or leave of absence of the Chair, fulfill the Chair’s 
responsibilities; 

➢ In the absence of the Chair, supervise the affairs and preside at any meetings of the School 
Council; 

➢ Work with and support the Chair in agenda preparation; 
➢ Ensure the appropriate management, in compliance with PIPA, of any personal information 

collected on behalf of the School Council; 
➢ Assume responsibility, in consultation with the School Council, for communicating with the 

fundraising association or other parent groups within the School;  
➢ Promote teamwork and assist the Chair in the smooth running of the meetings; 
➢ Keep informed of relevant School and School Board policies; 
➢ Prepare to assume the position of Chair in the future; 
➢ Assist the Chair and undertake tasks assigned by the Chair. 

 

Secretary 
 

The School Council Secretary typically will: 
 

➢ Act as a recorder at each meeting and ensure that the minutes are prepared accurately to 
reflect the directions agreed to at the meeting; 

➢ Keep minutes, correspondence, records and other School Council documents; and ensure that 
all relevant documents (as per legislation) are available to the public in an accessible location in 
the School, for a period of 7 years;  

➢ Maintain a dated record of all the members of the School Council who have knowingly provided 
their contact information, in compliance with PIPA;  

➢ Distribute, as determined by the School Council, agendas, minutes, notices of meetings and 
notices of other events;  
 

Teacher 
 

Each School Council must have at least one Teacher Representative, as per the legislation.  A Teacher 
Representative contributes to a successful School Council in the following ways: 
 

➢ Promotes a collaborative, collegial model of decision making at the school and for the School 
Council and provides support for the decisions of the School Council 

➢ Shares professional knowledge with School Council members 
➢ Encourages parents and community members to become involved in school activities 
➢ Shares School Council activities and information with other staff, parents and community 

members 
➢ Follows the code of ethics and professional protocols set out by the Alberta Teachers 

‘Association (ATA) 
➢ Represents the teachers’ perspective. 
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Communication/Social Media  

The Communication Officer works under the direct supervision of the School Council and undertakes all 
responsibilities in consultation and cooperation with the School Council Chair and the School Principal. 
 

In general, the Communication Officer applies his/her communications expertise to improve the links 
between the School Council and the School Community and to advance the goals and profile of the 
School Council. 
 

The Communication Officer of the School Council, in consultation with the Chair and the Principal, may: 

➢ Assist the School Council in developing, implementing and evaluating a Communication Policy 
and Communications Plan. 

➢ Prepare School Council Newsletters and the School Council’s section of the School Newsletters.  
➢ Provide information for the School Council section of the School website to inform of the 

purpose and structure of the School Council, highlight activities and accomplishments of the 
School Council and to promote parental involvement.  

➢ Ensure that the information in the School Council section of the Parkside Montessori Parent’s 
Handbook is updated annually. 

➢ Develop promotional material for the Annual General Meeting, special events, projects and 
programs and other School Council materials as directed by the School Council and in keeping 
with the School Council Communications Policy and the Communications Plan.  

➢ Collaborate with Alberta School Councils’ Association (ASCA) in obtaining templates and samples 
for promotional and other School Council materials. 

➢ Develop communication strategies which facilitate two‐way communication between the School 
Council and the School Community.  (Surveys, discussion groups, social media). 

➢ Assess the effectiveness of School Council publications, distribution systems, etc. and 
recommend improvements. 

➢ Attend School Council meetings regularly. 
➢ Managing social media platforms (Facebook, Twitter, website). 

 

Parents and others 
 

Parents of children enrolled at the school form the majority of the members of School Council.  
 

Parents and other members of the School Council will: 
➢ Share their professional knowledge, expertise and life experience; 
➢ Encourage feedback and participation from community groups and individuals; 
➢ Communicate information of interest to the School Council and the school community; 
➢ Share information from School Council meetings with the community; 
➢ Have a clear understanding of the School Council ‘s objectives; 
➢ Attend School Council meetings; 
➢ Identify possible topics for agendas; 
➢ Serve as a liaison between the School Council and their organization or area of responsibility.  

 


