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School Council Chair 

 
It is expected that the school council chairperson will be a parent of a student attending the 
school. The chair should be someone who can work collaboratively and knows how to organize 
both programs and people. 
The chair should actively encourage others to become involved in meaningful ways. 
 
Typical chairing duties include: 

▪ scheduling regular school council meetings 
▪ preparing agendas for school council meetings in consultation with the principal 
▪ chairing and maintaining meeting decorum 
▪ ensuring that minutes are recorded and maintained 
▪ communicating with the principal on a regular basis 
▪ ensuring there is regular communication with the school community, beyond those who 

attend meetings 
▪ following existing school council by-laws/operating procedures 
▪ ensuring roles and responsibilities are clearly defined 
▪ soliciting input from all members 
▪ staying informed about school board policy that impacts school council 
▪ striving to ensure the diversity of the school community is represented on school council 
▪ promoting teamwork between the school council, principal and staff 
▪ leading a school council self-evaluation (e.g., completing the annual report to the school 

board). 

 
Chair’s Relationship with the Principal 

 
One important responsibility is regular and ongoing communication with the school principal. 
This relationship of mutual trust and respect must be nurtured, being mindful of common goals 
for the learning community. 

 
 
Vice-chair 
 

 
Typically, the vice-chair‘s duties are to: 

▪ chair meetings, in the event the chair is unavailable 
▪ work with and support the chair in agenda preparation 
▪ 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 responsibility of chairperson in the future. 

 

Secretary 
 

The school council secretary typically will: 
▪ act as a recorder at each meeting and ensure the minutes accurately reflect the 

directions agreed to at the school council meeting 
▪ keep minutes, correspondence, records and other school council documents (e.g., 

constitution and operating procedures) filed in an orderly fashion and publicly accessible, 
in accordance with the Personal Information Protection Act 
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▪ have a working knowledge of the operating procedures of the school council 
▪ ensure notices of meetings and other school council events are distributed. 

 

Principal 
 

The principal is the instructional leader who manages the day-to-day operations of the school 
and is a key member on school council who promotes cooperation between the school and the 
community. The principal implements the policies of Alberta Education and the local school 
board, ensures instruction is consistent with the Programs of Study, ensures the standards of 
education are met, evaluates the programs, maintains order and discipline within the school, 
evaluates and supervises teachers and supervises the evaluation and advancement of 
students. 
 
On school council, the principal: 

▪ promotes cooperation between the school and the community it serves 
▪ seeks input from parents and community on major decisions that affect the school 
▪ establishes, facilitates, communicates and encourages opportunities for parent and 

community engagement in school matters 
▪ encourages and supports the formation and continuous improvement of school council 
▪ interprets and shares results of provincial achievement tests and diploma exams 
▪ shares information about the school community 
▪ provides information on the programs in the school and the needs of the students 
▪ refers school council to the appropriate resource for information on laws, regulations and 

policies that affect school council 
▪ provides an opportunity for the school council to provide input into the school‘s education 

plan. 
 

Teacher 
 

Each school council must have at least one teacher representative, as per the legislation. 
 

▪ 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 other 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. 

 

Parents 
 

Parents of children enrolled at the school form the majority of the members of school council.  
 
Parents are key members of school council who: 

▪ operate with a philosophy that enhances the team approach to education and 
community development, viewing the school and the family as a working team 

▪ share their professional knowledge, expertise and life experience with other school 
council members 

▪ encourage feedback and participation from community groups and individuals 
▪ keep current on community events 
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▪ 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 goals 
▪ maintain flexibility while planning to achieve goals 
▪ respect confidentiality 
▪ contact other school councils for support and information 
▪ attend school council meetings 
▪ identify topics for agendas 
▪ work toward building a positive consensus within the school environment 
▪ make recommendations for and attend training sessions on school council effectiveness 
▪ create an inviting school council environment. 


