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Chapter 1:  School Community Councils Background 
 
Included in this section: 
• Background to the Creation of the Framework 
• Purpose and Vision of Councils 
• School Community Councils Guiding Principles 
 
Background to the Creation of the Framework 
 
Saskatchewan has a long history of encouraging and facilitating parent and community 
engagement in schools.  In our province’s early days, local governance of schools was 
largely the responsibility of the parents and other community members.  Over 5,000 
school districts were formed across the province and each school board built and 
operated their own school.  Schools were very close to their communities but 
expectations were different.  Although education was valued, the pressures of needing 
to work either in the home, on the farm or in the cities meant most students did not go on 
to high school.  As the population increased and schools grew in size, and as 
educational expectations changed, a new system of governance began to evolve.  
School districts in rural Saskatchewan began to join together to offer high school 
education.  The first major reorganization of the education system came in 1944 when 
rural, village and town districts were amalgamated into larger units of administration.  
District Board of Trustees, or Local Boards as they came to be called, were retained for 
each school attendance area in rural Saskatchewan.  This was to maintain a supportive 
relationship between the school and community and to provide opportunities for parent 
and community involvement in school-level decision-making. 
 
The Education Act, 1995, was first written in 1978 to combine a number of school and 
education related Acts into a single piece of legislation.  Our province’s commitment to 
meaningful parent and community involvement was evident in the inclusion within The 
Act of provision for the establishment of Local School Advisory Committees in the cities to 
complement the District Boards of Trustees in rural Saskatchewan.  When the Division 
scolaire francophone was established in 2001, Conseils d’école were put in place at 
each of the schools of the Division.  The Conseils are very similar to District Boards of 
Trustees. 
 
Schools and Communities Today 
Currently, in addition to those defined in The Education Act, 1995, there is an array of 
other structures in place that encourage and facilitate parent and community 
involvement in schools.  These include Community School Councils, parent councils, and 
Home and School Associations.  Other committees such as SchoolPLUS Facilitation Teams 
and Health Education Liaison Committees have also been established at the school and 
community level to provide support for school improvement planning and curriculum 
initiatives. 
 
As our history suggests, Saskatchewan’s educational community has recognized the 
value and importance of family and community engagement.  Today we can see 
evidence of this in the Community Schools Program and SchoolPLUS initiatives that 
continue to promote authentic parent and community engagement.  While these 
initiatives are progressive, there is some concern that such efforts have not always 
ensured consistent practice across the province.  There are also questions related to 
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whether parents and community members are involved in activities that will have the 
greatest impact on students’ learning. 
 
On May 13, 2004, the Government of Saskatchewan announced the restructuring of 
school divisions in Saskatchewan, reducing 81 school divisions to 28 school divisions by 
January 1, 2006.  As part of that decision, the government also wanted to examine the 
current model for local school and community engagement.  
 
The recent School Division restructuring efforts have provided the impetus for a review of 
current structures for parent and community involvement in schools.  In early 2005, the 
Minister of Learning appointed The Local Accountability and Partnership Panel to review 
current practice and develop a framework for local accountability and community 
involvement.  The task of the Local Accountability and Partnership Panel was to 
recommend a framework for local accountability and community involvement for K-12 
Education. The new framework would support student learning and well-being and 
encourage meaningful engagement of parents and community members at the school 
level. 
 
After reviewing literature, conducting province wide consultations, and much 
deliberation, the Panel recommended that the role of parents, families and community 
members is critical in the education of children. On September 26, 2005, the panel 
released its report to the government and in November 2005, the government 
announced its response to that report.  The new ‘School Community Councils’ would 
become the school and community engagement model for Saskatchewan school 
divisions.  A Council would be required in every school and the framework would be 
included in legislation.   
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Purpose and Vision of Councils 
 
School Community Councils will help to strengthen the capacity of schools to improve 
children’s learning.  By helping families to support their children’s learning and by 
gathering the resources of the community to ensure student well-being, Councils will 
make a valued contribution to the learning success of Saskatchewan students.  School 
Community Councils will replace all other entities as defined in legislation. 
 
School Community Councils are established within the authority of Boards of Education 
to ensure alignment of accountability, authority and responsibility among the schools of 
the Division. 
 
The purpose of the School Community Council is to: 
• develop shared responsibility for the learning success and well-being of all children 

and youth; and, 
• encourage and facilitate parent and community engagement in school planning 

and improvement processes. 
 
The Vision for School Community Councils 
School Community Councils are an essential feature of educational planning and 
decision-making.  They are part of the school system and are a primary link between the 
home, community and school.  The Vision for School Community Councils guides their 
formation, initiatives and evaluation. 
 
The School Community Council is an integral, purposeful and valued component of 
School Division governance. 
The School Community Council is: 
• created through an election process; 
• integrated into the Board of Education decision-making processes; and 
• guided by common standards included in legislation.  Boards of education address 

flexibility through policy and procedure. 
 
The School Community Council is inclusive of the community and representative of the 
students in the school. 
The School Community Council: 
• membership is representative of students in the school and representative of the 

community; and  
• appointed positions are included to support the implementation of the SchoolPLUS. 
 
The School Community Council roles are clear and well understood. 
The School Community Council: 
• develops shared responsibility for learning success and well-being of children and 

youth; 
• encourages and facilitates parent and community engagement in school planning 

and improvement processes; and 
• provides guidance and direction from a lay perspective to the school, the Board and 

community organizations and agencies. 
 
The School Community Council responsibilities address key matters that make a 
difference in student learning and well-being. 
The School Community Council: 
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• focuses its attention on the areas of the School Strategic Plan where the 
parent/community perspective and efforts are more appropriate and needed; and 

• monitors its activities to support continuous improvement in the areas of student 
learning and well-being. 

 
The School Community Council aligns its work with Provincial and Division goals and 
initiatives. 
The School Community Council: 
• aligns its work with the Provincial overarching accountability framework and focuses 

on related Division goals and initiatives; and 
• aligns its work with Provincial and Division learning and well-being outcomes for 

students. 
 
The School Community Council is accountable, transparent and responsive in its 
relationship with parents and school community. 
The School Community Council:   
• actively engages parents and community members in matters of concern related to 

public education. 
• reflects the nature of the community in which it is situated by collecting and sharing 

appropriate information with others; and 
• regularly reports on its activities to parents, the school, and the community. 
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School Community Council Guiding Principles 
 
In light of the work done by the Joint Committee on Good Practices and Dispute 
Resolution, and taking into consideration the roles and responsibilities of School 
Community Councils, the following “guiding principles” are suggested for School 
Community Council consideration. 
 
Representative 
School Community Councils are an integral component of School Division governance.  
They strive through their membership and their actions to be representative of all students 
attending the school. 
 
Inclusive 
School Community Councils recognize all members of the school community can make 
a difference in the learning success and well-being of children and youth.  In their 
activities, School Community Councils engage in processes to ensure all voices in the 
school community are heard and all perspectives are taken into account. 
 
Respectful 
School Community Councils understand school communities are complex environments.  
Councils recognize the importance of both lay and professional perspectives within the 
community and strive to appreciate all viewpoints. 
 
Trustworthy 
School Community Councils conduct their affairs in an open and transparent manner.  
Councils honour the right to privacy of individuals and treat all information they are privy 
to with appropriate discretion and sensitivity. 
 
Responsible 
School Community Councils make every effort to respond to the needs and aspirations 
of the school community they represent.  They regularly consult with students, parents, 
community members, the Board of Education, the school Principal, school staff and 
others.  In addition to this, Councils respond to requests for guidance and direction, by 
the Board of Education, school Principal and other community agencies and 
organizations that support children and youth. 
 
Effective 
School Community Councils focus their attention and efforts on key matters that make a 
difference in student learning and well-being.  Keeping in mind their understanding 
related to their own unique school communities, Councils align their work with provincial 
and School Division goals and initiatives related to student learning and well-being 
outcomes. 
 
Committed 
School Community Councils are committed to fulfilling their role as a vital link in school 
level governance.  Councils evaluate their performance regularly, take advantage of 
opportunities to build their capacity and account to the public they represent and the 
Board of Education on their progress. 
 Chapter 1 adapted from: 

A Handbook for School Community Councils and Principals 
Saskatchewan School Boards Associations 
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Chapter 2:  Establishing School Community Councils 
 
Included in this section: 
• Advertising School Community Councils 
• Membership of the School Community Council 
• Election Procedures for Representative Parent/Guardian and Community Members 
• Agenda of the Annual Meeting 
• Organizational Meeting 
 
Advertising School Community Councils 

 
School Community Councils are a new entity at the school and community level. It is 
important that School Community Councils are understood and supported by all those 
involved.  The formation of the School Community Council is a ‘work in progress’ and it 
may take several years to achieve the goals set out in the framework by the provincial 
government. 

 
This section discusses the importance of providing parents, community members, 
students and school staff with information about the School Community Council.  
 
Information about School Community Councils can be shared through: 
• School newsletters 
• Community Association Newsletters 
• School website 
• Pamphlets 
• Posters 
• School sign 
• Staff Meetings 

 
The following templates can be adapted and used at the school level as needed to 
bring awareness about the new School Community Council framework for schools.  
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Sample Newsletter Item #1: 
 

Sharing Responsibility for Learning 
 

The Government of Saskatchewan has legislated a new framework for parent and 
community engagement in all schools within the province.  
 
For the 2007-2008 school year, all Boards of Education must adhere to the legislation and 
regulations, and establish a ‘School Community Council’ in every school in their division.  
Schools will begin the process of establishing a School Community Council in May/June or 
early fall of this year.   
 
School Community Councils are advisory bodies and their primary purpose is to support 
student learning and well-being, and encourage parent and community involvement in the 
school.  
 
Membership: 
Elected and Representative Members: 
• A minimum of  5 to a maximum of 9 elected Parent/Guardian and Community Members 

(Parents/Guardians in the Majority) 
• First Nations representative(s) if there are students who live on reserve and attend a 

school within the Saskatoon Public School Division 
• 1 or 2 student representatives at the Secondary Collegiate level 
 
*The elected and representative members above will fill the positions of chair, vice-chair, 
secretary and other positions identified in the school’s constitution (i.e. treasurer, members at 
large).  
 
Appointed Members: 
• Principal 
• One Teacher 
• other individuals in consultation with the other members of the council.  
 
Responsibilities: 
• Understand the learning and well-being needs of students, the community’s economic, 

social and health needs, and the resources and supports available to the school and 
community; 

• In cooperation with the Principal and school staff, develop and recommend a school 
strategic plan, that is aligned with the School Division Strategic Plan, to the Board of 
Education for approval; 

• Encourage and facilitate meaningful parent and community engagement in the school; 
• Report to the parents and community on its initiatives and accomplishments for the year 

and on the expenditure of funds related to the operation of the School Community 
Council; 

• Participate in opportunities to develop the capacity of the School Community Council to 
fulfill its responsibilities; 

• Advise the Board, school staff and other agencies and organizations on policies, learning 
programs and educational service delivery. 
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Sample Newsletter Item #2: 
 

What’s New? 
School Community Councils  

 
 

On May 13, 2004, the Government of Saskatchewan announced the restructuring of 
school divisions in Saskatchewan, reducing 81 school divisions to 28 school divisions by 
January 1, 2006. As part of that decision, the government also wanted to examine the 
current model for local school and community engagement.  
 
In February 2005, a three-person panel was appointed to prepare a policy paper on 
local engagements in schools.  The task of the Local Accountability and Partnerships 
Panel would be to recommend a framework for local accountability and community 
involvement for K to 12 education.  
 
On September 26th, the Panel released its report to the government and in November 
2005, the government announced its response to that report.  The new ‘School 
Community Councils’ would become the school and community engagement model for 
Saskatchewan school divisions. A Council would be required in every school and the 
framework would be included in legislation. 
 
The primary purpose of School Community Councils will be to support student learning 
and well-being; and encourage parent and community involvement in the school.  
 
What are they? 
• New school level groups that will provide input into school improvement 
• A new opportunity to be involved in your child’s school 
• Legislated by the provincial government to be in every school in the province 
 
Who are they? 
• Parents/Guardians and community members 
• Secondary students at the Collegiate level 
• Principal 
• Teacher 
• Other appointed individuals to support the school and community  
 
For more information, contact … 
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Sample Newsletter Item #3: 
 
 

School Community Councils  
A Word for Parents and Community Members 

 
A parent or community member serving on the School Community Council is: 
• a dedicated volunteer providing advice for educational planning and decision-

making at the school level 
• interested in working with others (including the Board of Education, school division 

administrators, parents, community members and other Council members) to support 
student learning success and well-being 

• willing to be guided by ‘principles’ that support good School Community Council 
practice 

 
 
As a Council member, you might expect to… 
 
• attend monthly meetings from September to June 
• participate in building a constitution 
• engage in the work of the council such as: 

o jointly developing the school strategic plan with the staff of the school; 
o providing advice to the school, Board of Education and other community 

organizations and agencies on policies, learning programs and educational 
service delivery; 

o taking action on Council initiatives to help families support their children’s 
learning; 

o reporting to parents and community on Council progress; and 
o working with other Council members to learn more about the role of the Council 

and how to fulfil its responsibilities.  
 
Your role as a Council member is to build shared responsibility among parents, the 
community and school for student learning and well-being and to lead parent and 
community involvement in school planning and improvement. 
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Sample Newsletter Item #4: 
 
 

Getting Involved in Public Schools 
 
 
 
How to Get Involved…. 
 
A School Community Council is being elected at each school in the Division. 
 
The purpose of a School Community Council is to: 
 
• support student learning success and well-being; and  
• encourage parent and community involvement in the school.  
 
Responsibilities include: 
 
• Understanding the needs of the students and the community; 
• Supporting parent and community involvement in the school; 
• Working with the staff of the school to develop and recommend a school strategic 

plan to the Board; 
• Providing advice to the Board, school staff and other agencies and organizations on 

policies, learning programs and educational service delivery.  
 
 
To Learn More About Getting Involved… 
 
Contact ‘School Name’ @ … 
 
Visit our website at ………….. 
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Membership of the School Community Council 
 
 
A. Representative Members: 
 
Elected Representative Parent and Community Members    
 
The membership of the School Community Council shall include nine elected members 
to represent parents/guardians of students in the school and community members.  
If, following the nomination and election process, there are vacant positions on a School 
Community Council, the School Community Council may proceed with a number less 
than nine. However, if there are fewer than five (5) elected members, the Director may 
appoint sufficient members to ensure that there are a minimum of five. The Director shall 
request recommendations from the School Community council for such appointees.   
 

Persons Eligible to Run as an Elected Member include: 
   

• a parent/guardian of a student who attends the school for that School 
Community Council (including parents/guardians who do not reside within the 
attendance/geographic area of the school);   

 
 

• a community member who is an elector (see Appendix C and D) and resides 
within the attendance area, or geographic area for that School Community 
Council’s school, and is not a parent or guardian of a student who attends that 
school.  

 
 

Parents/guardians are eligible to be member of a School Community Council at every 
school they have a child enrolled.   

 
A community member may not be a member of more than one School Community 
Council for a school in which he/she is not a parent/guardian of a student in that school.   
 
Each elected member of the School Community Council holds office for two years and is 
eligible for re-election. In the first election for each School Community Council, 
approximately half of the members will serve a one-year term and the other members 
will serve two-year terms.  

 
Representative Secondary Students 
 
 
The principal and school staff in each Secondary Collegiate will determine the selection 
procedure for the student representative(s).  
 
Secondary student reps will serve a one-year term and are eligible for re-appointment. 
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Representative First Nation 
 
If a student attends a school in the Saskatoon Public School Division and resides on 
reserve, the Board of Education shall invite representation from the reserve to the School 
Community Council. The First Nation will identify individuals willing to represent the First 
Nation on the School Community Council and if practicable, appoint at least one of 
those individuals to the School Community Council.  
 
The First Nation representative will be appointed for a two-year term.   
 
B. Appointed Members: 
 
The School Principal is an appointed member on the School Community Council and is 
integral in promoting and supporting the ongoing development of the council. 
 
One Teacher shall be an appointed member on the School Community Council and will 
offer an important classroom perspective to council discussions and decisions. The 
principal and school staff will determine the selection procedure for the teacher 
member. The Vice Principal of the school may fill the appointed ‘teacher’ position. 
 
Appointed members serve a two-year term and are eligible for re-appointment.  
 
C. Other Appointed Members 
 
Other appointed members may represent a particular group of students or provide 
representation and support for the community not otherwise represented on the School 
Community Council by the elected and representative members.  
 
Other Appointed Members may include, but will not be restricted to: 

- Vice/Assistant Principal 
- Community School Coordinator 
- Nutrition Coordinator 
- A Community Association rep 
- A Service Provider (i.e. Health, Mental Health, Police)  
- Partnership rep 
- Parent classroom reps 
- Citizens’ Advisory Council rep 
- Grade 7 or 8 student rep 

 
Appointed members serve a two-year term and are eligible for re-appointment.  
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Election Procedures for Representative Parent/Guardian and 
Community Members 
 
Minimum election procedures for School Community Councils are outlined in Board 
Policy 17: School Community Councils, and adhere to the legislation and regulations 
outlined by the provincial government. 
 
Representative Parent/Guardian and Community Members are elected at an Annual 
Meeting convened by the School Community Council.  
 
The time of year for School Community Council elections will vary throughout the 
Saskatoon Public School Division. Some schools may choose to elect their councils in May 
or June and other schools may choose to elect their councils in the fall. While there are 
advantages and disadvantages to both times of the year, every school will need to 
make a decision that best suits the needs of their school and community.  
 
1. Public Notice 
 
The Annual Meeting to elect the School Community Council is a formal meeting called 
under the authority of The Education Act, 1995. The purpose of the Annual General 
Meeting is to elect members of the School Community Council. A Public Call for 
nominations shall precede the Annual Meeting. (See Appendix A) 
 
Public Notice of the Annual Meeting will be given at least 4 weeks before the meeting is 
held to elect School Community Council members.  Notice shall be advertised or posted 
in such a way that it would be reasonably expected to reach the parents or guardians of 
students for that school and community members (as defined within the school’s 
attendance or geographic area).   
 
Advertising may be delivered by way of: 
• information in the school newsletter 
• posters at school entrances 
• information on the school website 
• information on the school sign 
• information in the community association newsletter 
 
The notice will include:  
• the purpose of the meeting; 
• the date, time and location of the meeting; 
• the attendance area or geographic area for the School Community Council; 
• the nomination process (i.e. Advanced Only, Advanced and from the Floor, from the 

Floor Only); 
• where policies and procedures respecting the School Community Council can be 

reviewed; 
 
Optional: 
• How this will benefit their children/community 
• Why we need their help 
• Refreshments 
• Child care availability 
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2.  Nomination Procedures 
 

Option A:  Advanced Nominations Only 
Nominations will be accepted for 4 weeks in advance of the Annual Meeting and close 
one week in advance of the Annual Meeting.  
 
Where an advanced nomination process is established and the number of candidates is 
equal to or less than nine (with parents/guardians in the majority), an election is 
unnecessary. The candidates would be acclaimed and names of the elected members 
would be posted.  At the Annual Meeting the chair would announce the elected 
members and call for a motion to acclaim the individuals.     

 
If there are more names than elected seats and/or if community members are in the 
majority, an election would be required at the Annual Meeting. The chair of the Annual 
Meeting will call upon the Returning Officer. 
 
 
Option B: Advanced Nominations and Nominations from the Floor 
Nominations will be taken in advance of the Annual Meeting as well as from the floor at 
the Annual Meeting.  Changes to the ballots will need to be made that evening and a 
Returning Officer will need to be present in the event an election is required. 
 
The chair will announce the nominations that were received in advance of the Annual 
Meeting.  The chair will call for nominations from the floor. Individuals nominated from the 
floor must be present that evening to qualify.  

 
Nominations will be received by the Returning Officer until a motion is passed that 
nominations cease.  Nominees may withdraw their nomination until a motion is passed 
that nominations cease and the chair calls for a vote by secret ballot. 
 
If there are more names than elected seats and/or if community members are in the 
majority, an election would be required at the Annual Meeting as parents/guardians 
must be in the majority of the elected parent/guardian and community members. The 
chair of the Annual Meeting will call upon the Returning Officer.  
 
Option C: Nominations from the Floor Only 
Nominations will be taken from the floor at the Annual Meeting.  Nominations will not be 
accepted in advance.  Those individuals wishing to have their name stand for an 
elected position must be present on the evening of the Annual Meeting.  
 
3. Nomination Forms  
 
Nomination forms will be available from the school office and may be submitted during 
office hours.  Nominees who have submitted the Nomination Form in advance of the 
Annual Meeting are not required to be in attendance at the Annual Meeting to appear 
on the ballot.  Nominees who are nominated from the floor must be in attendance at the 
Annual Meeting to appear on the ballot (Appendix B – Nomination Form). 
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4. Receipt and Safe-Keeping of Nominations 
 
The Principal or Administrative Assistant (s) of the school will date and sign the nomination 
forms as they arrive at the front office.  A photocopy of the signed and dated 
nomination form shall be given to the nominee.  This signed photocopy would confirm 
that the form was appropriately completed, contains the required information and was 
received prior to the due date.  
 
The Principal of the school should make provisions for security and safe storage of the 
nomination forms.  
 
5. Public Information 
 
The names of all nominees will become public and posted upon submission to the school 
office.  The list will be updated as nominations are received.  The list will simply define the 
name of each nominee and whether they are running as a parent/guardian or 
community member.  
 
The names of nominees should be posted and updated in an area of the school that is 
visible to the parents/guardians and community members (i.e. on wall outside the front 
office, bulletin board in the school). The nomination forms should be held in the 
principal’s safe-keeping and given to the Returning Officer at the Annual Meeting if an 
election is required.  
 
6. Withdrawal of Nominations 
 
Nominations submitted to the school office may be withdrawn at any time up to the 
closing date for nominations.  At the Annual Meeting, nominees may withdraw their 
nomination until a motion is passed that nominations cease and the chair calls for a vote 
by secret ballot.  
 
7. Voting 
 
Persons Eligible to Vote in the School Community Council Election include: 
 

• a parent/guardian of a student who attends the school for that School 
Community Council (including parents/guardians who do not reside within the 
attendance/geographic area of the school);   

 
• a community member who is an elector (Appendix C &D) and resides within the 

attendance or geographic area for that School Community Council’s school, 
and is not a parent or guardian of a student who attends that school.  

 
8. Voter Registration  
 
School Community Councils shall have eligible parents/guardians and community 
members sign in on the voter registration form (Appendix E) or sign a declaration stating 
their eligibility to vote before the meeting begins (Appendix F). 
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9. Breaking Election Ties 
 
In the event of a tie vote, and if it is necessary to break the tie to determine the 
membership of the School Community Council, provision should be made for a 
candidate’s name to be “picked from a hat”.   
 
10. Contested Election 
 
If any parent/guardian or community member, who Is eligible to vote in an election of a 
School Community Council, has reasonable basis to believe that an individual was not 
eligible to be elected to or vote in an election of that School Community Council, he or 
she may challenge that individual’s eligibility by contacting the Principal of the school. 
The challenge must be made within 48 hours of the election.  
 
The individual who makes the challenge shall provide his or her name and the basis of 
the challenge. The Principal of the school shall refer the matter to the Returning Officer 
who shall promptly investigate and make a ruling. The decision of the Returning Officer is 
final.  
 
If the Returning Officer finds that an individual who was elected to or who voted in the 
School Community Council election was not eligible, the Returning Officer shall revise the 
final results of the election if they are impacted by that finding.  
 
The Returning Officer shall destroy the ballots cast in an election of a School Community 
Council:  
• if there is no challenge, once the time for making the challenge has expired; or 
• if a challenge has been made, and once the Returning Officer has made a decision 

with respect to the challenge.  
 
11. Destruction of Ballots 
 
Immediately following the Annual Meeting, the ballots, voter registration, and election 
results shall be placed in a sealed envelope by the Returning Officer and given to the 
school Principal.  The Principal shall store the sealed envelope in the school safe for 48 
hours.  Once the 48 hours has passed and the election has not been contested, the 
Returning Officer shall destroy the ballots. 
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Agenda of the Annual Meeting 
 
1. Elections 

 
The Principal or designate will chair the election portion of the Annual Meeting.  

 
The chair of the Annual Meeting will call upon the Returning Officer. The Returning Officer 
shall be an employee of the Board of Education, and not a member of that School 
Community Council.  
 
The Returning Officer will:  

 
• announce who is eligible to vote in the School Community Council election (see 

Appendix D); 
 
• ensure that all eligible voters have signed a voter registration (see Appendix E or F);  
 
• display the names of all nominees (Advanced Nominations), and indicate whether 

they are standing as a parent/guardian or community member (i.e. chart paper, 
chalkboard, whiteboard, video display, etc.);   

 
• request nominations from the floor (Nomination Process B & C only– page 14) and 

then request a motion for nominations to cease. 
 
If an election is required, the Returning Officer will:  
 
• distribute the prepared ballots for a secret ballot; 
 
• gather all ballots from eligible voters; 
 
• count ballots in the presence of the chair (ensure the majority of elected members is 

parents/guardians); 
 
• inform the chair of the election results so that the chair can announce the successful 

candidates; and 
 
• place the ballots, voter registration and the election results in an envelope and then 

seal the envelope with tape and sign his/her name across the seal.  The envelope 
shall by labelled “            School Name                  School Community Council 
Election”.  The envelope shall be placed in the school safe for 48 hours following the 
Annual Meeting.  

 
If an election is not required, the Returning Officer will:  
 
• ask the chair to announce the names of the acclaimed individuals; and  
 
• ask the chair to call for a motion to acclaim the individuals. 
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Annual Meeting Agenda continued…. 
The principal or designate will turn the meeting over to the past chair of the School 
Community Council who will preside over the remainder of the meeting.  
 
2. Annual Report (In 2007 an Annual Report will not be prepared.) 

 
The Annual Meeting will be an opportunity for the School Community Council to 
summarize their initiatives and accomplishments and outline the expenditure of funds 
related to the operation of the School Community Council for the preceding year.  

 
3. Other Business as established by the School Community Council 
 
4. Open Discussion 
 
5. Adjournment 
 
*For the 2007 Annual Meeting, the purpose will be to elect Parent/Guardian and 
Community Members and establish a School Community Council. In subsequent years, 
the School Community Council will elect the open positions of the Representative 
parent/guardian and community members, present the Annual Report and conduct 
other business as determined by the School Community Council. 
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Organizational Meeting 
 
The School Community Council will hold an Organizational Meeting following the Annual 
Meeting to select the officers for the School Community Council.  This meeting may be 
held on the same night immediately following the Annual Meeting or at a later date.  The 
meeting will include the elected Parent/Guardian and Community members, Secondary 
Collegiate representative(s), First Nation representative (where applicable) and 
appointed members.  

 
Chairing: 
The Principal or designate will chair the Organizational Meeting until the chairperson for 
the School Community Council is selected.  
 
Terms of Office for Elected Members: 
With the exception of the first year of establishing a School Community Council, each 
elected member holds office for two years and is eligible for re-election.  Candidates 
may choose one of the following options to decide on who will serve the one-year term 
or two-year term for the first year of operation.  

 
Option A: By way of consensus, elected members will decide amongst 
themselves who will serve a two-year term and who will serve a one-year term.  

 
Option B: Names of elected members will be drawn from a hat.  The first half of 
the names drawn will serve a two-year term and the remaining will serve a one-
year term. 

 
Selecting Officers:   
• The Regulations provide that each School Community Council shall select its officers 

from among its Representative members that include the elected Parent/Guardian 
and Community members, Secondary Collegiate student rep(s), and First Nation 
representative(s) for students who live on a reserve.  

 
• The School Community Council shall select at minimum, a chairperson, vice-

chairperson, and secretary.  Other officers shall be outlined in each School 
Community Council’s constitution (i.e. Treasurer, Members at Large)  

 
• The School Community Council shall select its officers by consensus or by secret ballot 

each year, at the Organizational Meeting, following the election. 
 
Schedule of Meetings: 
• As their first order of business, Councils should set out their schedule of meetings.  The 

legislation requires that Councils have at least five meetings per year (in addition to 
the Annual General Meeting).  However, many may wish to meet monthly.  

 
Constitution: 
• In the first year of operation, the School Community Council will begin its work in 

developing its constitution.  In subsequent years, the School Community Council will 
review the constitution and by-laws at its first regular meeting.  The constitution and 
any amendments shall be approved by the Director.  
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Appendix A 
Sample Notice for Nominations 

 
 
Notice of Annual Meeting to Elect the School Community Council 
 
Nominations for Representative Parent/Guardian and Community Members: 
 
School Community Council elections are scheduled for   date  .  An 
Annual Meeting will be held at   school name  at 7:00 p.m. to 
conduct the election of the School Community Council.  
 
The School Community Council of   school name   will include 9 elected 
parent/guardian and community members.  The majority of the elected members must 
be parents or guardians of students attending the school.  The following individuals may 
stand for election to the School Community Council and vote in the election: 
 

• Parents/guardians of students who are enrolled in the school for that School 
Community Council (including parents/guardians who do not reside within the 
attendance/geographical area of the school); and, 

 
• Community members who are electors and reside within the 

attendance/geographic area for that School Community Council’s school, and 
are not parents/guardians of a student who attends that school.  

 
Nomination Process: 
Nominations of parents/guardians and community members interested in standing for 
election must be submitted on the official forms and received by 3:30 p.m. on                     
         date  .  Nomination forms are available from the school office 
and can be returned to the front office during office hours.  Nominations will/will not be 
accepted from the floor at the Annual Meeting.  
 
Nominees who are nominated in the Advanced Nomination process are not required to 
be in attendance at the Annual Meeting to appear on the ballot.  Nominees who are 
nominated from the floor must be in attendance at the Annual meeting to appear on 
the ballot.  
 
Nominations submitted to the school office may be withdrawn until the                                
    closing date   OR until the Annual Meeting when a motion is passed for 
nominations to cease.   
 
 
Board Policy 17: School Community Councils, can be viewed on the Board of Education 
website.  For more information, contact   school name   at 683- 
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Appendix B 
Sample Nomination Form 

 
School Community Council  

Nomination Form 
 

Nominee: ______________________      School: ______________________ 
 
Nominee information: 
 

Address: ____________________________ 
 
Phone: _____________________________ 
 
Email: ______________________________ 
 
The Nominee will stand as: 

 A parent/guardian of a student who is enrolled in the school. 
 

 A community member who is an elector residing within the   school name  
 attendance/geographic area. 
 
I _________________________________________, agree to let my name stand for the election  
 Nominee’s Name 

 
of the  school name  School Community Council.  
 
___________________________________________________     ______________________________ 
                                   Signature of Nominee                                                                    Date 
 

Supporting Parent/Guardian or Community Member: 
 
Name: ______________________________ 
 
Address: ____________________________ 
 
Phone: ______________________________ 
 
Email: _______________________________ 
 
__________________________________________________     ________________________________ 
                                        Signature of Support                                                                        Date 
 

** Nomination forms must be received by the front office of  school name   
by           date  .  Names of all nominees will be posted upon submission. 
    
** The selection of officers (i.e. Chair, Vice-Chairperson, Secretary) and other officer 
positions as outlined in the Constitution will occur each year at the Organizational 
meeting following the Annual Public meeting.  The School Community Council will select 
its officers from among the elected members, Secondary Collegiate student 
representative(s) (where applicable) and a First Nation representative (where 
applicable). 
 

Office Use Only:  Received by: _____________________  Date: __________________________ 
 

• Original copy for School Community Council 
• 1 copy for Nominee
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Appendix C 
 
 

QUALIFICATIONS OF ELECTORS 
 

23(1)  Every person is qualified to be registered as an elector in a municipality or school 
division: 

(a) who is a Canadian citizen on the day of the election; 
(b) who is of the full age of 18 years on the day of the election; and  
(c) who, on the day of the election: 

(i) in the case of a municipality, other than a resort village: 
(A) has resided in the municipality, or the land now in the 

municipality, for at least three months; or 
(B) is the owner of assessable land situated in the municipality, 

or of land now situated in the municipality, for at least three 
months; 

 
and has resided in Saskatchewan for at least six months;  
 
(ii) subject to subsection (2), in the case of a school division, has 

resided in the school division, or on land now in the school division, 
for at least three months and has resided in Saskatchewan for at 
least six months;  

(iii) in the case of a resort village: 
(A) has resided in the resort village, or on land now in the resort 

village, for at least three months; 
(B) is the owner of assessable land situated in the resort village, 

or of land now situated in the resort village, for at least three 
months; 

(C) is the lessee of land in the resort village, or of land now in the 
resort village, for at least three months; or  

(D) is the spouse of a person mentioned in paragraph (A), (B) or 
(C). 

 
(2) to qualify to be registered as an elector in any election held in a separate 
school division, the person shall, in addition to the requirement set in out sub-
clause (1) (c) (ii), be of the religious faith of the minority that established that 
separate school division, whether Protestant or Roman Catholic, and, on being 
registered as an elector in that separate school division, does not qualify to be 
registered as an elector in respect of any other school division. 
 
(3) A person who is registered as an elector in a public school division is not 
qualified to be registered as an elector in respect of any other school division. 
                               

 (Local Government Election Act, Part III: Electors and Candidates) 
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Appendix D 
 
 

Eligibility to Vote and Run  
in the  

School Community Council Election 
 
 
 

A. PARENT/GUARDIAN:  
 
Are you a parent/guardian of a student in this school?  YES    NO   

 
If YES, you are eligible to vote or run for an elected seat.  
 
 
If NO, move to section B below. 

 
________________________________________________________________ 

 
 
B. COMMUNITY MEMBER: 
 

 
1. Are you a Canadian citizen on the day of the election?  YES    NO   
 
2. Are you 18 years of age on the day of the election?  YES    NO   

 
3. Have you resided in Saskatchewan for at least six months?   YES    NO   

 
4. Have you resided on land in the school division for at least  YES    NO   

 three months?  
 

5. Do you live within the attendance or geographic area as  YES    NO   
 outlined by the Saskatoon Public School Division for this  
 school’s School Community Council?    

 
6. Is this the only School Community Council election that YES    NO   
    you are voting in as a ‘community member’?    
 
 

If YES to all six questions above, you are eligible to vote or run for an elected seat 
as a ‘community member’.                                                    
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Appendix E 
Sample Voter Registration 

 
 
 

Annual Meeting - Voter Registration 
 

I am a parent/guardian of a student enrolled in the school or 
a community member living within the attendance/ 
geographic area of this school. 

Please check (√) whether you are 
a: 

Name and Address Parent/Guardian Community 
Member 

1     
2     
3     
4     
5     
6     
7     
8     
9     

10     
11     
12     
13     
14     
15     
16     
17     
18     
19     
20     
21     
22     
23     
24     
25     
26     
27     
28     
29     
30     

The information on this form will only be used for the purpose of the School Community Council 
election and will not be shared or distributed for any other purposes. 
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Appendix F 
Sample Declaration of Eligibility to Vote 

 
 
 
 
DECLARATION OF ELIGIBILITY TO VOTE: 
 
 
 
I, (Name) _________________________________________, 
 
(Address) _________________________________________, (Phone) ______________ 
 
declare that I am: 
 

 A parent/guardian of a student(s) who is enrolled in   school name          _.                                             
 

 A community member who is an elector and resides within the   school name      

attendance/geographic area and meets the requirements for voting as outlined below.  

I have chosen to exercise my right to vote in the   school name        School 

Community Council election and have not voted as a community member in any other 

School Community Council election in the attendance or geographic area in which I 

reside.   

 
 
_____________________________________                     ________________________ 
Parent/Guardian/Community Member signature                    Date 
 
PLEASE NOTE:  
 
These provisions do not limit or restrict the election or participation in voting of 
parents/guardians of students who may be employed by the School division and work in 
the particular school. 
 
Parents/guardians of students who are enrolled in the school (including 
parents/guardians who do not reside within the attendance area of the school) are 
eligible to vote in the election for each School Community Council where their child 
attends school. 
 
Community members who are electors and reside within the attendance/geographic 
area of the school are eligible to vote in only one School Community Council in their 
community of residence as a ‘community member’. 
 
*Appendix D may be photocopied on the back of this form. 
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Appendix G 
Sample Ballots 

 
 
This ballot may be used for the Advanced Nomination process.  Candidates’ names 
would be known, and stated on the ballot for the Annual Meeting.  
 

 
 

Election Ballot 
 

School Community Council Candidates 
 

Vote for Nine: 
 
_____ ‘Name’ (Parent)    
_____ ‘Name’ (Parent) 
_____ ‘Name’ (Community Member) 
_____ ‘Name’ (Parent) 
_____ ‘Name’ (Community Member) 
_____ ‘Name’ (Parent) 
_____ ‘Name’ (Parent) 
_____ ‘Name’ (Parent) 
_____ ‘Name’ (Parent) 
_____ ‘Name’ (Community Member) 
 
The nine candidates receiving the greatest number of votes will be elected.  
 
 
 

Election Ballot 
School Community Council Candidates 

 
Vote for Nine: 
 
_____ ‘Name’ (Parent)    
_____ ‘Name’ (Parent) 
_____ ‘Name’ (Parent) 
_____ ‘Name’ (Parent) 
_____ ‘Name’ (Community Member) 
_____ ‘Name’ (Community Member) 
_____ ‘Name’ (Community Member) 
_____ ‘Name’ (Community Member) 
_____ ‘Name’ (Parent) 
_____ ‘Name’ (Parent) 
_____ ‘Name’ (Parent) 
 
The first five parents with greatest number of votes will be elected.  The remaining 
positions will be filled by individuals with the next highest vote count. 
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Appendix H 
Sample Ballot 

 
 
This ballot is based on nominations at the Public Meeting.  Voters can write in 
candidates’ names on the ballot. 
 

 
 

Election Ballot 
 
 

Vote for nine individuals by writing their names on the lines below: 
 

1. ______________________ 
 
 
2. ______________________ 

 
 

3. ______________________ 
 
 

4. ______________________ 
 
 

5. ______________________ 
 
 

6. ______________________ 
 
 

7. ______________________ 
 
 

8. ______________________ 
 
 

9. ______________________ 
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Chapter 3:  Responsibilities of School Community Councils 
 
 
 
 
 
 
 
 
 
 
In Saskatchewan, a School Community Council is a legislated structure and forum for 
parents and community members to participate in an advisory capacity at the local 
school and division level.  They are ideally situated to focus on enhancing student 
learning and well-being.  
 
School Community Council members are not required to teach, to administrate or to 
form policy.  They are expected to represent the parents in their school and the wider 
community by providing advice and support to the principal in the operations of the 
school.  As part of School Division governance, Councils also provide students, parents, 
family, and community members with an opportunity to actively participate in school 
planning and governance.  The responsibilities of School Community Councils are thus 
specifically designed to help Councils fulfil their purpose.  
 
 
The Education Act and The Education Regulations, 1986, set out the duties for Councils 
and are outlined below. 
  
The School Community Council shall:  
 
1. Undertake activities to enhance its understanding of the community’s economic, 

social and health needs, aspirations for pupils’ learning and well-being, and 
resources and supports for the school, parents, guardians and community; 
 

2. Under the leadership of the school principal, and in cooperation with the school staff, 
develop and recommend to the Director a School Strategic Plan that is aligned with 
the School Division Strategic Plan, and perform any activities assigned to support the 
plan; 

 
3. Communicate annually to the parents, guardians and community members about its 

plans, initiatives and accomplishments; 
 
4. Account publicly for the expenditure of funds related to the operation of the School 

Community Council; and 
 

5. Participate in opportunities to develop the capacity of the School Community 
Council to fulfil its responsibilities. 

Included in this section: 
• Building a Constitution 
• Understanding the Community 
• Jointly Developing and Recommending the School Strategic Plan 
• Communicating Annually to the Parents and Community 
• Building School Community Council Capacity 
• Providing Advice to the School, Board of Education and Others 
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It is important to note the Regulations also state, “School Community Councils shall not 
discuss or disclose personal confidential information about or complaints about any 
pupil, family member or guardian of any pupil, teacher, administrator or other employee 
of or member of the Board of Education”.  
 
As outlined in Board Policy 17, the School Community Council may within the parameters 
set by the Board in policy and administrative procedures: 
 
• provide advice and recommendations to the Board of Education respecting 

policies, programs and educational service delivery, excluding service delivery by a 
specific staff member; 

 
• provide advice to the school staff respecting school programs; 
 
• provide advice to other organizations, agencies and governments on the learning 

and well-being needs of students; and, 
  
• provide advice regarding the school’s student code of conduct, grade 

discontinuance, and school closure.  
 
It is important to be mindful that, as with all partners in education, there are limits to the 
work that can be done by a School Community Council.  When everyone has a clear 
understanding of his/her role on the School Community Council, it fosters mutual respect 
and collaboration.  As highlighted in Appendix I, each individual and group within the 
school division has professional and legal responsibilities as outlined by the government 
and school division in board policies and procedures.  
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Building a Constitution 
 
The first responsibility for each School Community Council will be to develop a 
constitution to guide Council operations.  The constitution must comply with the 
legislation and regulations as outlined by the provincial government. 
 
The Education Regulations, 1986, outline the requirements of a School Community 
Council’s constitution and are as follows: 
 
3.94 (1) A school community council shall develop and submit for approval to its Board of 
Education a constitution that includes its:  
 
(a) subcommittees and officers; 
 
(b) schedule of meetings; 
 
(c) means of public communication and consultation; 
 
(d) code of conduct; 
 
(e) decision-making processes; and, 
 
(f)  complaint and dispute resolution processes. 
 
        (2) A School Community Council’s constitution or any amendment to it is not in 
 effect until it is approved by that School Community Council’s Board of 
 Education. 
 
Once the School Community Council’s constitution is developed and complete, the 
Council can submit the constitution to their school’s Superintendent of Education for 
approval.  
 
The School Community Council may amend its constitution by sending suggestions for 
change in writing to the school’s Superintendent of Education for approval.  Any 
proposed substantive changes to the constitution shall be communicated at a Public 
Meeting of the School Community Council prior to receiving approval from the 
Superintendent of Education.  A template has been designed to assist Councils in 
building their constitution (Appendix M). 
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Understanding the Community 
 
School Community Councils can become a reliable and expert source of information 
about their communities.  Some schools may wish to develop a “School Community 
Profile” (Appendix J).  The Principal of the school may be able to provide the Council 
with information that describes the unique characteristics of the school and community.   
 
For each area of the profile, Councils might ask themselves: 
1. What kind of information would be helpful to us? 
2.    Who in our community might have that information? 
 
The School Community Council will work at developing an understanding of their 
community’s economic, social and health conditions, their community’s needs and 
aspirations for child and youth learning and well-being.  The School Community Council 
can seek out resources and supports that might be drawn on to fulfil these needs and 
aspirations.  This foundation of understanding is especially important as Councils work 
with the Principal and staff to develop the School Strategic Plan.  It will also support 
Councils when they are asked to provide advice to the Board, the school, and other 
organizations and agencies. 
 
Every five years, Statistics Canada conducts a census.  In Canada, the census is the only 
reliable source of detailed data for small groups and for areas as small as a city 
neighbourhood or as large as a country itself.  Every five years, the questions in the 
census are similar, therefore it is possible to compare changes that have occurred in the 
make-up of Canada’s population over time.  
 
In 2006, the Canadian Census took place on May 16, 2006.  In early fall 2007 and 
throughout the 2008 year, information will be released including details on families and 
households, education, language, income and earnings, housing and shelter costs for 
communities in Saskatoon and throughout Canada.  
 
The School Community Council may want to acquire information from the Canadian 
census so they have an informed picture of the economic, social and health conditions 
of the community, therefore understanding the larger environment in which children and 
youth learn.  More information on the 2006 census can be found at: 
http://www12.statcan.ca/english/census/index.cfm 
 
By identifying community needs, Councils can become familiar with their community’s 
particular desires and expectations related to children and youth and knowledgeable 
about the barriers to success. 
 
By becoming more aware of resources that exist right in the community, Councils can 
have a clear picture of existing supports for student learning and well-being. 
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Jointly Developing and Recommending the School Strategic 
Plan 
 
In many Saskatchewan schools, parents and community have taken part in developing 
a School Strategic Plan or a School Improvement Plan.  Saskatoon Public Schools requires 
all of its schools to develop and implement school plans and to report the results of the 
plans on an annual basis. 
 
The Principal is responsible for the development, implementation and measurement of 
the school’s Strategic Plan.  The principal will determine the method of communication 
with students, the staff, the school Council, and the general public regarding the results 
of the School Strategic Plan.  
 
As outlined in Saskatoon Public School’s Administrative Procedure 102, School Plans will 
reflect: 
a. The Division’s strategic direction including Board priorities 
b. The Division’s Strategic Education Plan 
c. School and community goals and priorities 

 
Schools will engage the School Community Council in the development of the plan and 
indicate the role of the School Community Council in support of the plan.  School Plans 
are submitted to the respective Superintendent of Education by June 30th for the 
upcoming school year.  
 
It is expected that the Principal along with the staff will take a leadership role in the 
development of the School Strategic Plan and throughout the school year, collaborate 
with the Council, students and parents on the progress of the goals and initiatives within 
the plan.  The School Strategic Plan will align with the Division’s Strategic Plan and 
address Provincial and Division priorities, while allowing for some flexibility.  By working 
together to develop the Plan, the Council can share responsibility for student learning 
and well-being.  
 
The School Community Council may take on specific initiatives to support the goals 
within the School Strategic Plan.  One example may be to host a parent evening with a 
guest speaker that informs parents about ways they can contribute to their children’s 
learning.  Councils will become more confident as they consider what further initiatives 
they might take to support the plan. 
 
Achievement of the School Strategic Plan is a shared responsibility.  For most 
components of the Plan, the responsibility will rest with the staff of the school.  However, 
for those initiatives that may be more appropriately undertaken by the School 
Community Council and have been agreed upon by the Council, the Council should 
take responsibility.  
 
Where a sense of shared responsibility has been established, information about progress 
can be used effectively to refine and improve the Plan and to make adjustments in the 
contribution the School Community Council might make.  
 
In order to fulfil the responsibilities they have adopted in the School Strategic Plan, 
Councils will need to consider what services, resources and strengths will be needed to 
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support the planned actions.  Some supports may be found easily and others may 
require some work to find or create. 
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Communicating Annually to the Parents and Community  
 
School Community Councils are an important part of school division governance and a 
critical connecting link between the school and the community.  The strength of the 
connection depends heavily upon Councils’ ‘communications’ or their ‘reporting’ 
practices.  Councils will want to consider how they communicate to parents and the 
wider community.  
 
The School Community Council will also want to communicate a summary of their 
initiatives and accomplishments with the parents, guardians and community.  This can 
be in the form of a year-end summary or as an on-going report throughout the year.  
 
As outlined in Board Policy 17, the School Community Council will provide to their 
school’s Superintendent of Education by June 30th of each year:  
 
• a one page report summarizing its initiatives and accomplishments for the current 

school year on the template provided by the Division (see Appendix K): and,  
 
• a financial analysis that outlines the expenditure of funds related to the operation of 

the School Community Council for the current school year.  This financial statement 
can be obtained from school personnel.  

 
Effective communication is crucial as Councils work towards developing shared 
responsibility for the learning success and well-being of children and youth and in 
achieving increased involvement of parents and community members in school 
planning and improvement processes.  Effective communication is also important to the 
successful operation of the Council itself. 
 
Councils may choose to communicate through the school newsletter, school website, or 
by sending a memo home to all parents/guardians of children in the school.  There may 
be other opportunities for the School Community Council to address the wider school 
community at planned school events (i.e. Meet the Staff Evening, Volunteer 
Appreciation Day).   
 
In order for Councils to function well, members will need to communicate their ideas to 
others.  By developing a climate of open, honest communication where everyone feels 
his or her views is respected, Councils can create a positive communication 
environment.  Councils can also support effective communication by developing their 
communication channels and implementing a communication plan.  
 
Channels of Communication: 
Well developed channels of communication mean that Councils can be more confident 
that the information they wish to communicate is reaching the desired audience.  
Examples of some important communication channels are also described below.  
 
• Among Council Members 

It is important to ensure that the School Community Council chairperson, and 
individual Council Members are accessible to each other.  Committee Members or 
Council Members with questions, issues, or agenda items to add to the next 
meeting’s agenda will need to know how to contact the Chairperson.  It is a good 
idea to develop a list of contact numbers, addresses, and e-mail addresses for all 
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Council Members at the beginning of the year.  As Council committees form, a similar 
process may be followed.  

 
• With the Principal 

The Principal of the school is not only a valued member of the School Community 
Council but also plays a key leadership role within the school.  It is therefore important 
that School Community Councils establish a good working relationship with the 
Principal of the school.  To accomplish this, the School Community Council 
Chairperson and the Principal may need to develop an effective way to 
communicate outside of regular meetings.  Important areas to consider include how 
each would like to receive routine information and a procedure for what is to 
happen when a response to a question or matter is needed quickly. 

 
• With the Community  

It is essential that School Community Councils create channels of communication 
between the Council and the community they represent.  Councils may wish to 
consider a number of routine ways that they believe will be the most effective means 
to communicate with the community.  Councils might also consider what types of 
communication channels they wish to have available in the event that they need to 
provide the community with information and what channels might be most effective 
when they want to receive immediate feedback.  

 
• With other Councils, Organizations and Agencies 

Councils may wish to develop a network that allows them to share information and 
ideas and connects them to new developments in the larger community.  
Networking can occur in a number of ways – for example, through meetings, or e-
mails.  There may be existing networks that Councils can join.  At the beginning of the 
school year, Councils may wish to explore what networking opportunities they would 
like to explore. 

 
• With the Board of Education 

The Board of Education of the School Division is responsible for maintaining a School 
Division administrative contact for each School Community Council in the Division.  
The School Division website is where news, notices, policies and other educational 
information can be made available for School Community Councils.  The school 
principal will be a key contact to the Councils and will direct them to the correct 
source for information, clarification of questions or advice-giving.  
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Building School Community Council Capacity 
 
The School Community Council is only one way for parents to participate in the life of the 
school.  The Council can also help promote a variety of ways through which parents and 
members of the community can contribute to the school.  Some examples include:  
 
• inviting parents and members of the community with special expertise or interests 

(counsellors, health professionals, artists, musicians) to speak at School Community 
Council meetings 

• establishing ad hoc committees on the School Community Council through which 
parent and community volunteers can contribute their expertise or demonstrate 
their interests 

• participating in and encouraging others to participate in school activities such as 
open houses, concerts and parent-teacher interviews 

• serving as volunteers or mentors to students in school-approved activities 
• listening to students read or reading to students 
• serving as a conversation partner for students whose first language is not English 
• maintaining the School Community Council Web site 
• organizing parent speakers for school career days 
• providing orientation activities for families new to the school community  
 
By supporting the priorities outlined in the School Strategic Plan, the Council will naturally 
engage the wider parent community in its efforts to support student learning and well-
being.  
 
The Board of Education helps to offset the expenses of School Community Councils.  
Funds are allocated for Council operations and for the purpose of facilitating parent and 
community engagement in school planning and improvement processes. 
 
The budget for School Community Councils shall be directed toward such   
expenses as: 
 

- postage, paper and photocopying for School Community Council business 
and affairs; 

 
- advertising for the Public Meeting and communication for other School 

Community Council events;  
 

- professional resources that increase parent knowledge to support student 
learning and well-being (i.e. books, videos, CD’s);  

 
- resources and materials to support the School Community Council’s 

operations; 
 

- conferences, workshops, and other professional development 
opportunities for School Community Council members; 

 
- refreshments at School Community Council meetings; 

 
- honoraria or payment for guest presenters and elders for School 

Community Council planned events; 
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- babysitting at the school during School Community Council meetings and 
other School Community Council planned events (i.e. workshops, 
presentations); 

 
- cost as a barrier to support participation in School Community Council 

meetings; and,  
 

- School Community Council planned events that strengthen the 
home/school/community bond. 

 
SELF-ASSESSMENTS 
 
Like other levels of governance, School Community Councils are largely responsible for 
their own growth and improvement.   
 
Assessing progress is also an important part of the work of School Community Councils.  
Knowing how well the Council is performing is a part of public accountability and the 
most direct route to improved contribution to student learning and well-being. 
 
Councils are responsible for their own evaluations.  Council members may self-reflect 
individually or collectively on their initiatives and functioning as a Council.  The goal of 
self-assessment is improvement. 
 
A. The following questions may guide School Community Councils in assessing their 

functioning as a Council. 
 
Membership:  
Is the Council reasonably representative of the student composition of the school? 
Are the interests of all parents voiced as decisions and plans are made?  
 
Internal Council Functioning: 
Are Council meetings well attended? 
Do all members express satisfaction with their involvement? 
Is the Council able to resolve difficult issues? 
 
Inclusion and Communication: 
Does the Council include the larger community in its work? 
Do parents and community members have opportunities to ask questions or meet with 
the Council? 
 
B. The following questions may guide School Community Councils in assessing their role 

and responsibilities.   
 
Understanding the School and its Community: 
Does the Council have an understanding of the economic, social and health conditions 
and needs of their community? 
Has the Council compiled a profile of community resources that could contribute to 
learning improvement?  
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Developing and Recommending a School Strategic Plan: 
Is the School Community Council involved in the development of the School Strategic 
Plan? 
Are parents and community aware of the school’s goals and priorities as outlined in the 
School Strategic Plan? 
 
Taking Action: 
Has the Council followed through on responsibilities assigned to it within the School 
Strategic Plan? 
Are the roles and responsibilities of Council regularly reviewed? 
Is the School Community Council’s constitution regularly reviewed? 
 
Communicating and Reporting: 
Has the Council reported to parents and community on its plans, initiatives, and the 
outcomes attained? 
Has the Council reported on the expenditure of funds related to the operation of the 
School Community Council? 
 
Developing Capacity: 
Has the Council requested feedback from the parents and wider community? 
Has the Council self-reflected on its work and functioning? 
 
FEEDBACK 
 
Councils may also wish to acquire feedback less formally such as: 
• Including some time at the end of each meeting or other Council-sponsored 

initiatives for parents and community members to comment; 
• Placing a School Community Council “suggestion box” in a prominent area in the 

school; or 
• Creating a Council committee whose role is to routinely call representative parents 

and community members to solicit feedback on Council operations and initiatives.  
 
After collecting feedback from Council members, parents and/or the wider community, 
Councils may wish to ask themselves: 
• What is working well? 
• What areas need immediate attention? 
• What areas do we need to attend to in the future? 
• What opportunities are there for growth? 
 
COMPARING COUNCIL EFFECTIVENESS 
 
A third way Councils may wish to assess their ongoing operations is by considering how 
their operations compare to the following characteristics related to school council 
effectiveness as outlined in Barbara Hansen’s School Based Improvement: A Manual for 
Training 1999. 
 
Representative 
The expectation is that School Community Council membership will be representative.  
However, it may also be necessary to take special measures to recruit Council Members 
that represent different segments of the school population or to create ad hoc 
committees or task forces in order to ensure that all voices have the opportunity to be 
heard. 
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Clear Understanding of Purpose 
An effective School Community Council keeps to its purpose: 
• to develop shared responsibility for the learning success and well-being of all children 

and youth; and, 
• to encourage and facilitate parent and community engagement in school planning 

and improvement processes when conducting all Council activities. 
 
Well Defined Roles and Responsibilities 
Each School Community Council Member is aware of his/her responsibilities.  Ongoing 
training in areas such as effective practices and teamwork is a priority. 
 
Action-Oriented Meetings 
School Community Councils are guided by well-conceived agendas.  Decisions are 
made and plans of action are developed and implemented.  Actions provide evidence 
to Council Members and parents and community members that Council meetings are 
worth their time and effort.  
 
Recognition of Council Members and Others 
Each School Community Council Member has a personal sense of accomplishment and 
receives public recognition for his/her contributions.  Council Members make sure 
parents and community members, school staff and others are also recognized for their 
contributions.  
 
Evaluation 
The School Community Council continually keeps track of its operations and evaluates 
contributions of all initiatives it undertakes.  
 
The Halton District School Board (2004) has listed the following as indicators for an 
effective school Council.  School Community Council members may wish to compare 
their Council’s beliefs and actions to the indicators below.     
 
• Focuses on student learning and the best interests of all students; 
• Promotes parental and community involvement; 
• Are inclusive and include members with the diverse views of their school 

communities - strength through differences; 
• Actively involved in setting school priorities for improving student achievement; 
• Utilizes clear and consistent processes for decision making; 
• Communicates regularly with the community; 
• Fosters mutual respect, trust and understanding; 
• Understands clearly the roles and responsibilities of Council and school 

administrators; 
• Shares a common vision for student success; 
• Stays well informed about school and board policies and procedures; and 
• Maintains high ethical standards. 
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Providing Advice to the School, Board of Education and Others 
 
School Community Councils may be asked to share their understandings by providing 
advice to the school, Board of Education, and other community organizations, agencies 
and governments on various matters. 
 
In all cases, the advice provided by the School Community Council is expected to be 
provided at a general and school-wide level and the interests of all students must be 
taken into consideration.  
 
Sometimes parents or community members may ask a Council to investigate a particular 
incident or to advocate on their behalf for special interests.  This is not the role of Councils 
and the Members should be careful to avoid making commitments to others before the 
full Council has considered the matter or if the issue lies outside the role and 
responsibilities of the School Community Council.  Rather, parents or community 
members who have a concern or problem should be encouraged to address their 
concern to the appropriate individual and to follow the proper channels of 
communication.  In fact, an important role that Councils can play is to help others 
understand what those channels are and how they are intended to work.  
 
It is also important to understand that some information and especially that about 
individual students and staff is not available to Councils.  Student information and staff 
information is not intended to be shared with any individual or group for purposes other 
than those for which it was collected and then only with individuals, usually professionals, 
who require it to fulfil their obligations to students, staff or the Board of Education.  For 
more information on Privacy of Information see Administrative Procedure 170.   
 
Councils will become collaborative partners in decision-making when they are asked to 
provide advice to administration, the Board, and other agencies and organizations on 
various matters.  Bruce Wellman and Laura Lipton (2004) have developed a method to 
support groups who wish to engage in collaborative decision-making on behalf of 
children and youth.  Their method is called “Collaborative Inquiry” (see Appendix L). 
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Appendix I 
Roles and Responsibilities 

 
 

SUMMARY:  Roles and Responsibilities 
School 
Community 
Council 

• Acts in an advisory role to the school, the Board and other agencies 
and organizations regarding student learning and well-being. 

• Act as a link between the parents and community. 
• Act in the best interests of the school and students. 
• Advises the principal on student learning and well-being issues. 
• Communicates and consults with parents and the school 

community.  

Principal • Responsible for the general organization, administration & 
supervision of the school. 

• Oversees the operation and management of the school. 
• Supports the formation and operation of a School Community 

Council. 
• Provides the Council with opportunities for input on student learning 

and well-being issues. 
• Promotes cooperation between the community and the school. 
• Provides policy and regulation information to the school Council. 
• Advises Council on actions taken in response to their 

recommendations. 
 

Director • Serves as Chief Administrative & Executive Officer of the Board of 
Education. 

• Has the responsibility for carrying out the educational objectives and 
management priorities of the Board of Education. 

• Provides leadership in educational administration and instructional 
programming to the Board of Education and to Saskatoon Public 
Schools. 

• Upholds The Education Act, Regulations and Board policies. 
• Implements the policies and procedures regarding the operation of 

School Community Councils. 
 

School 
Board 

• Responsible for the development of strategic directions, goals and 
policies to guide the provision of educational services within the 
Division. 

• Performs Board functions required by governing legislation and 
existing Board policy. 

• Responsible for establishing a School Community Council for each 
school in its division.  

• Hires and evaluates the Director. 
• Enables meaningful School Community Council input into decisions 

about education.  
Minister 
Of 
Education 

• Has responsibility for education legislation. 
• Sets funding levels for education. 
• Sets general direction for education policy. 
• Sets guidelines for curriculum and student assessment. 
• Reports annually about education in the province. 
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Appendix J 
Sample School Community Profile 

 
 

Understanding the Community 
 
The following is an example of a “School Community Profile”.  It includes contributions the 
Principal of the school may provide (School Profile) and contributions the School 
Community Council may provide. 
 
The School Principal may provide: 
 
School Profile 
Midwest school is located in southern Saskatchewan in a small city setting.  Midwest 
school is a public school that enrols 256 children aged 4-14. 
 
Curriculum Options 
Midwest School follows the provincial curriculum.  The school is technologically 
advanced making e-learning available to students.  An extensive extra curricular 
environment education program is also offered. 
 
Staff 
Midwest school has 16 professional staff and 5 support staff. 
 
Facilities 
Midwest school has a gymnasium, and outdoor sports grounds, access to a skating and 
curling rink, a full library, and two computer labs.  We are located close to several areas 
that allow us to maintain a challenging outdoor education program including, hiking, 
canoeing and camping. 
 
School Year and School Day 
The school year runs from August 28th to June 30th with holidays for Christmas and Easter.  
The school day is from 9:00 a.m. to 3:30 p.m. 
 
Educational Philosophy 
The educational philosophy of Midwest school is to provide students with a quality 
education that focuses upon using available resources to advance learning.  Our aim is 
to provide students with opportunities to learn in academic, social and physical settings. 
 
Possible School Community Council contributions to the School Community Profile: 
 
Community Social, Economic and Health Conditions 
 
• Midwest school is…information related to economic conditions. 

Type of neighbourhood; 
Statistics related to employment; 
Statistics related to housing; and, 
Other areas of interest 
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• Midwest school is…information related to social conditions.   

Descriptions of: 
Language spoken at home, program available for New Canadians; 
Clubs, organizations in the area of the school; 
Recreation facilities, libraries, arts centres, etc.; 
Businesses; and, 
Other areas of interest. 

 
• Midwest school is…information related to health conditions and services.  

Description of: 
Health status and health concerns of school community members; 
Preventative/restorative health services available in the area; and, 
Other areas of interest. 

 
Needs and Aspirations of School Community Members 
Midwest school is…information related to the school community’s desires and 
expectations related to the learning success and well-being of children and youth. 
 
Description of Expected Outcomes 
• Expected achievement in curricular and extra-curricular activities; 
• Expectation related to post-secondary education and/or employment upon school 

completion – where applicable; 
• Values related to social and, where applicable, work behaviour of students; 
• Expectations related to general health and wellness; and, 
• Other areas or interest. 
 
Resources 
Midwest school has information related to resources available within the school 
community or accessible to the school community.  Examples of opportunity that may 
be provided: 
• Volunteer organizations; 
• Libraries, cultural facilities such as theatres, museums etc.; 
• Businesses that offer learning opportunities; 
• Health and recreational facilities; and, 
• Other areas of interest. 
 

 A Handbook for School Community Council and Principals  
Saskatchewan School Boards Association 
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Appendix K 
School Community Council Annual Report 

 
 

 
School:      Reporting Year:    
 
Date of First School Council Meeting of the Year:      
 
Number of meetings per year including the Annual Meeting: ___________________ 
 
Executive:  List the elected members who held positions as officers in the past year (i.e. 
Chairperson, Vice-Chairperson, Secretary, etc.). 
 
Name                                      Position 
 
             

             

             

             

             

______________________________________________________________________________________

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

 
 
School Council Activities:  Summarize the initiatives and accomplishments of the School 
Community Council for the school year. 
 
             

             

             

             

             

______________________________________________________________________________________

______________________________________________________________________    

 
 
            
School Council Chair      Date 

 
 

Please submit to your school’s Superintendent of Education by June 30th. 
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Appendix L 
Making Decisions Regarding Advice 

 
 

Making Decisions Regarding Advice 
In fulfilling their responsibilities, School Community Councils will become collaborative 
partners in decision-making.  Bruce Wellman and Laura Lipton (2004) have developed a 
method to help groups who wish to engage in collaborative decision-making on behalf 
of children and youth.  Their method, which they call “Collaborative Inquiry”, may help 
Councils as they are asked to provide advice on various matters. 
 
Wellman and Lipton suggest groups follow three processes as they seek to explore an 
issue.  These three processes, known as, “Here’s What”, “So What” and “Now What”, 
have been adapted to fit the needs of School Community Councils. 
 
Here’s What 
Wellman and Lipton (2004) suggest groups begin by talking about their expectations and 
experiences regarding an issue. 
 
Action: 
For any given issue a Council has been asked to give advice, group members should 
share with each other: 
• the assumptions they hold about the issue or situation; 
• the predictions they might make about the issue or situation; 
• the kinds of questions they have about the issue or situation; and 
• the possibilities for learning that the issue or situation presents. 
 
So What? 
Wellman and Lipton (2004) suggest the next step is to explore the data or information 
they have on hand to discover what it might reveal. 
 
Action: 
For any given issue a Council has been asked to give advice on, they are encouraged to 
consider: 
• What points appear to “pop out” when they view information? 
• What patterns or categories or trends appear to be forming? 
• What is surprising or unexpected? 
• What are some things that need to be further explored? 
 
Now What? 
The final step in Wellman and Lipton’s (2004) process is to consider what interpretations or 
explanations/conclusions can be made related to the issue. 
 
Action: 
For any given issue Members ask themselves: 
• What explanations/conclusions might we come to? 
• What additional information do we need to verify our explanations/conclusions? 
• What kinds of advice might we provide based on our explanations/conclusions? 
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Appendix M 
Constitution Template 

 
 

 

 
 

Building a Constitution 
 
 

Building a Constitution will be one of the first steps that School Community Councils will 
take in order to fulfil their responsibilities.  The Constitution will become the system of 
fundamental principles that will provide direction for the Council’s work and will govern 
the way in which the Council operates.  The School Community Council’s constitution 
shall be submitted to the Director or designate for approval.  
 
The newly formed School Community Council comprised of elected, representative, and 
appointed members will develop the new constitution.   
 
 
The template addresses the minimum requirements for the School Community Council’s 
constitution as outlined in The Education Regulations, 1986.  They are as follows: 
 
* officers and subcommittees;  
* schedule of meetings; 
* means of public communication and consultation; 
* code of conduct; 
* decision-making processes; and 
* complaint and dispute resolution processes. 
 
 
Councils may wish to create bylaws that provide further details for the operation of the 
Council.  For example, the bylaws may outline the mission of the Council, duties of the 
officers, nomination process, and details of the Public Meeting.  The School Community 
Council may approve changes to the bylaws but the Constitution will need the approval 
of both the School Community Council and the Director of Education or designate.  
 
 
Should The Education Act, 1995, The Education Regulations, 1986, or Board Policy 17 be 
changed, the constitution will require amendments to be in compliance with those 
changes.  
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Constitution Template 

 
 

This organization shall be called the ______________________ School Community 
Council. 
 
 
1. MEMBERSHIP: 
 

The membership of the School Community Council will be constituted as set out in 
The Education Act 1995, The Education Regulations, 1986, and Board Policy 17.  
 
 

2. OFFICERS: 
 
The officers of the School Community Council will include: 
• Chairperson 
• Vice-chairperson 
• Secretary 

 
• list other officers 
 
The officers and committees of an organization ideally provide support for the 
organization as it seeks to achieve its mission. 
 
The number, role and responsibilities of officers are usually described in an 
organization’s constitution.  The Regulations state that a Council’s officers are to be 
selected from among the elected parent/guardian and community members, Secondary 
student rep(s), and First Nations rep(s).  The required offices will include at minimum a 
Chairperson, Vice-Chairperson, and Secretary.  
 
Councils may wish to ask themselves: 
• Would our Council benefit from naming other officers?  What would the role and 

responsibilities of these “other” officers include? 
 
• The roles and responsibilities of the officers can be outlined in the Bylaws of the 

School Community Council.  School Community Councils may wish to refer to 
Appendix B & C as they decide upon the officers’ roles and responsibilities.  
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3. COMMITTEES:  
 

3.1. The School Community Council may establish committees to fulfill a particular 
role or to support an initiative or project and when established shall develop and 
submit their mandate to the School Community Council. 

 
3.2. Committees must report to the School Community Council as required by the 

School Community Council.  
 

3.3. Advisors to the School Community Council: 
 

3.3.1. The School Community Council may invite individuals to be part of regular 
meetings of the School Community Council in an advisory capacity for a term 
set by the School Community Council.  These individuals are advisory only 
and would not have voting rights. 

 
Councils may also wish to include various committees within their structure.  
Committees can be internal and comprised of School Community Council members 
exclusively, or be external and include other parents, community members or 
interested and knowledgeable individuals (i.e. Nutrition Positive Committee, Literacy 
Committee, Landscaping Committee, Playground Committee, Naturalization 
Committee).  Names of committees may be listed in the bylaws. 
 
 

 
4. SCHOOL COMMUNITY COUNCIL MEETINGS 

 
4.1. Annual Meeting 
 
4.1.1. The business at the Annual Meeting will include: 

 
• election of parent/guardian and community members; 
• an annual report summarizing the initiatives and accomplishments for the 

preceding year; 
• a financial statement outlining the expenditure of funds related to the 

operation of the School Community Council for the preceding year; 
• other business determined by the School Community Council and the 

opportunity to dialogue with parents/community on important issues.  
 

4.2. Regular Meetings 
 
4.2.1. The School Community Council shall determine its schedule of meetings for 

the year at its first regular meeting after the annual election of the School 
Community Council.  The School Community Council shall have a minimum 
of five regular meetings per year between September and June in addition to 
the Annual Meeting.   

  
*School Councils must have a minimum of five regular meetings a year in addition to the Annual meeting 
but may choose to have more. 
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5. MEANS OF PUBLIC CONSULTATION AND COMMUNICATION 
 
5.1. The School Community Council will consult with the school community through 

the following strategy(ies): 
 

• _________________________________ 
 

School Community Councils may want to consider how they will consult with parents 
and community members.  Some options Councils may wish to employ are: 
• feedback forms 
• public meetings 
• workshops 
• regular meetings of the School Community Council 

 
5.2. The School Community Council will communicate with the parents  and 

community through the following strategy(ies): 
 

• _________________________________ 
 
Communication with parents and community is key to the success of the School 
Community Council.  School Community Councils need an overall communication plan.  
Possible communication strategies include: 
• school website 
• poster 
• newsletters, information pamphlets 
• hosting special events that bring the community into the school 
• encouraging Members of Council to speak at school functions and functions in the 

community; 
• regular meetings of the School Community Council 
 
 
6. CODE OF CONDUCT 

 
School Community Councils will need to develop a Code of Conduct.  Ideally, the 
Council’s Code of Conduct should outline the Council’s expectations of its members and 
guide behaviour.  Councils may also wish to include reference to a guideline regarding 
Conflict of Interest (p.8) in their Code of Conduct.  Most important, however, is that the 
code be fully understood and agreed to by all Council Members.  A Council must follow 
and enforce adherence to its Code of Conduct if it is to be an effective governance tool. 
 
Appendix D has two samples of ‘codes of conduct’ that Councils may wish to adopt or 
adapt to meet their needs.  A suggested practice for establishing a Code of Conduct can 
be found in Appendix E if Councils wish to follow a process.  
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7. DECISION MAKING PROCESSES 
 

7.1. The _________________ model(s) of decision-making will be used by the School 
Community Council. 

 
Councils will need to decide on their decision-making model (see Appendix F) and may 
choose the Majority Vote or Consensus Building Model or both. 
 

7.2. Voting 
 
7.2.1. On matters requiring a formal vote, __________________ 

 
    ________________________________________________ 

 
Councils have the flexibility to decide who has voting rights at Council meetings if a 
formal vote is required.  

 
 
7.2.2. A quorum of the School Community Council shall be a majority of 

the____________________________________ 
 
Section 7.2.2 will be added only if ‘Majority Vote’ is a decision making process used by 
the Council. 
 
 
8. COMPLAINT AND CONCERN PROCEDURES 
 

8.1. No School Community Council and no member of a School Community Council 
shall engage in discussion or provide advice regarding personal confidential 
information or complaints about any student, employee of the Board, family 
member or guardian of a student or any member of the Board of Education. 

 
8.2. Any matter concerning an individual student or staff member must be directed to 

the teacher or Principal.  It is not the responsibility of the School Community 
Council to deal with concerns or complaints about individuals other than to direct 
the concern to the appropriate individual. 

 
8.3. Concerns or complaints about the School Community Council’s initiatives or 

activities can be brought to the attention of the School Community Council by 
addressing the concern in writing to the Chairperson or by requesting that the 
Chairperson provide the individual with an opportunity to meet with the School 
Community Council at an upcoming meeting.  The School Community Council will 
provide a response regarding how they have or will address the concern or 
complaint.  

 
Section 8.3 is a recommendation for handling concerns or complaints.  The School 
Community Council may adapt or modify Section 8.3 to suit their beliefs/ needs.  
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9. CONFLICT RESOLUTION PROCESS 
 
A formal conflict resolution procedure can provide School Community Councils with a 
tool to address both internal conflict, which may occur among individuals within the 
Council, and external conflict that may occur between the Council and individuals, 
groups or organizations outside of the Council.  

 
The following statement may be written into the Constitution to address both internal and 
external conflict. 
 

9.1. The Conflict Resolution Process will be used by the School Community Council to 
address both internal conflict, which may occur among individuals within the 
School Community Council and external conflict that may occur between the 
School Community Council and individuals, groups or organizations outside of 
the School Community Council.  The conflict resolution process is outlined in the 
bylaws.  (see Appendix A.) 

 
9.2. If reasonable attempts to resolve the conflict have been unsuccessful, the 

principal or the chairperson will contact the school’s superintendent. 
 
10. AMENDING THE CONSTITUTION 
 

10.1. The School Community Council may amend its constitution by : 
i. approving the change(s) within the School Community Council; and  
ii. sending proposed changes in writing to the Superintendent of 

Education for approval.   
 
10.2. Any proposed substantive changes to the School Community Council’s 

 constitution shall be communicated at a Public Meeting of the School 
 Community Council prior to receiving approval from the Superintendent of 
 Education. 
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Optional for Constitution 
 
 

CONFLICT OF INTEREST 
 
A School Community Council Member may occasionally find him/herself in a conflict of 
interest position in terms of some issue under consideration by the School Community 
Council.  When this happens, the Member should declare that s/he is in a conflict of 
interest situation and refrain from participating in the discussion or leave the room for the 
portion of the meeting.  The Member should not vote on any decision made on the issue. 
 
 
 

Optional for Bylaws 
 
MEMBERSHIP: 
 

The elected, representative and appointed membership of the School Community 
Council will be constituted as set out in The Education Act 1995, The Education 
Regulations, 1986, and Board Policy 17.  Subject to any changes, this will include: 

 
• 5-9 elected parent/guardian and community members with parents/guardians in 

the majority 
• 1 or 2 Secondary students (Secondary Schools only) 
• First Nations representative (only for schools who have students who live on 

reserve and attend a school in the Saskatoon Public School Division) 
  

• Principal (appointed) 
• Teacher (appointed) 
• Other appointed members – The Board may appoint other members in 

consultation with the other members of the School Community Council 
 
(The School Community Council may appoint other members and state these additional 
appointed members in their bylaws) 
 
Other appointed members may represent particular groups of students or provide 
representation of the community not otherwise represented on the SCC by the elected and 
representative members. 
 
Other Appointed members may include, but will not be restricted to: 
- Vice/Assistant Principal 
- Community School Coordinator 
- Nutrition Coordinator 
- Community Association rep 
- Service Provider (i.e. Health, Mental Health, Police) 
- Partnership Rep 
- C.A.C. Rep  
- Parent Classroom Reps 
- Grade 7 or 8 student rep(s) 
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MISSION 
 

______________________ (name of Council) Mission 
 
      ____________________________________________________________________ 
 
An organization’s mission helps members and others understand its “reason for being”.  
A mission statement describes, in the words of its members, why an organization exists 
and what it hopes to achieve in the future.  The mission statement cannot be inconsistent 
with legislation and board policy provisions respecting School Community Councils, 
and cannot expand the role or function of the School Community Council.  
Organizations regularly review and adapt their mission statements to reflect their current 
circumstances.  In developing their mission statement Councils may wish to ask 
themselves: 
• What does our School Community Council hope to achieve? 
 
 
The mission statement should be short, should consist of one or two sentences, and 
may be written into the Council’s bylaws instead of the constitution.   
 
Example #1: 
 
The __________________ School Community Council will develop shared responsibility 
for the learning success and well-being of all children and youth and facilitate parent 
and community engagement in school planning and improvement processes. 
 
 
Example #2: 
The mission of our School Community Council is to enhance student learning and foster 
the well-being of our school community. 
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Constitution - Appendix A 
 

Resolving Conflict 
 

The following steps may be helpful in resolving conflict: 
 

1. Building a collaborative climate.  The Council establishes a collaborative climate so 
that differences in opinion can be dealt with in an open manner and everyone’s views are 
valued.  All members should agree to: 
• respect the perspective of others; 
• listen to what others have to say; and 
• prepare to problem-solve. 

 
2. Be Prepared.  If differences of opinion cannot be worked out, have a procedure in 
place. 

 
3. Conflict resolution procedures may include the use of:  
• a plan to refer a dispute to school administrators or to the school superintendent.   
 
More costly procedures and less practical include:  
• a mediator to develop a solution that will be satisfactory to both sides; 
• a jointly agreed-upon panel to make a recommendation or a binding decision.  
 
4. Identify the Problem: Only by clearly defining the problem can a group begin to 
resolve it and the underlying issues.  Disputes usually occur because of disagreements on: 
• facts, 
• resources, 
• perceptions, 
• values and beliefs, or, 
• styles. 

 
5. Defining the problem involves: clearly stating views, listening to others, trying to 
understand their views, and asking questions to clarify.  At this stage, participants should 
avoid giving advice or judgments.  

 
6. Brainstorm and Evaluate Options and Solutions: by working together to find a 
solution to the problem, individuals and groups can create a win-win situation.  
 
7. Create an Action Plan: the plan should identify timelines, who is responsible for what 
actions, and who will follow up.  

 
 
 Adapted from: Alberta Home and School Councils’ Association.  1995. 
 School Council Resource Manual.  Edmonton. 
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Constitution – Appendix B 
 

DUTIES OF THE OFFICERS 
 
The Chairperson will: 
• ensure that the Council carries out its business according to its constitution and board 

policy; 
• prepare meeting agendas in consultation with the Principal and other School 

Community Council members; and, 
• conduct meetings of the School Community Council. 
 
The Vice Chairperson will: 
• assist the chairperson in his/her duties and the overall leadership of the Council; 
• in the absence of the Chairperson, preside over meetings and attend to the duties 

pertaining thereof; and, 
• perform responsibilities assigned by the Chairperson 
 
The Secretary will: 
• keep accurate minutes of all School Community Council meetings; 
• take care of all correspondence and communication; and, 
• keep an accurate list of names and addresses of school Council executive members. 
 
The Treasurer will: 
• account publicly for the expenditures of funds related to the operation of the School 

Community Council. 
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Constitution – Appendix C 
 

Guide for Roles and Responsibilities of Council Officers 
 
The Chairperson will: 
• conduct meetings of the Council; 
• ensure that all members have input to discussion and decisions; 
• prepare meeting agendas in consultation with the Principal and other Council 

Members; 
• oversee operations of the Council; 
• establish networks that support the Council; and, 
• act as a spokesperson for the Council. 
 
The Vice-Chairperson will: 
• support the Chairperson in his/her duties, taking over when the Chairperson is unable 

to attend; and, 
• perform responsibilities assigned by the Chairperson.  
 
The Secretary will: 
• take minutes at Council meetings; 
• receive and send correspondence on behalf of the Council; 
• take charge of any official records of the Council; 
• maintain a membership list of all the Members of the Council; and, 
• ensure that appropriate notice is given for all meetings of the Council. 

 
 (Adapted from Saskatchewan Education.  1997. Building Communities of Hope: Best 
 Practices for Meeting the Learning Needs of At Risk and Indian and Métis students:  
 Implementation Handbook.) 
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Constitution – Appendix D 
 
Sample #1 – Code of Ethics 
 
As a member of the Community School Council and/or volunteer, I shall: 
• Be guided by the policy, vision, goals and principles of the Community School 

program; 
• Know and work toward the vision for the ______________ Community School; 
• Endeavour to be familiar with school policies and operating practices and act in 

accordance with them; 
• Practice the highest standards of honesty , accuracy, integrity and truth; 
• Encourage a positive atmosphere where individual contributions are encouraged and 

valued; 
• Recognize and respect the personal integrity of each member of the school 

community; 
• Apply democratic principles; 
• Consider the best interests of all students; 
• Respect and maintain the confidentiality of student information; 
• Limit discussions at school Council meetings to matters of concern to the school 

community as a whole; 
• Use the appropriate communication channels when questions or concerns arise; 
• Promote the high standards of ethical practice within the school community; 
• Accept accountability for the decisions of the School Community Council; and, 
• Declare any conflict of interest. 
 
 Saskatchewan Education.  1997. Building Communities of Hope:  Best Practices  
 for Meeting the Learning Needs of At Risk and Indian and Métis students:  
 Implementation Handbook 
 
Sample  #2 - Code of Conduct 
 
A School Council Member shall : 
• Be guided by the overall vision and purpose of School Community Councils. 
• Practice the highest standards of honesty and integrity. 
• Recognize and respect each member of the school community. 
• Encourage a positive atmosphere where individual contributions are encouraged and 

valued. 
• Contribute to consensus building. 
• Consider the best interests of all students. 
• Use the appropriate communication channels when questions or concerns arise. 
• Declare any conflict of interest. 
• Endeavour to be familiar with school and division policies and operating practices 

and act in accordance with them.  
 Revelstoke School Planning Council 
 http://www.sd19.bc.ca/pac_spc
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Constitution – Appendix E 
 

A Process for Developing a Code of Conduct 
 
Step 1 
• Ask each Member of Council to think about a committee, team or other group that 

they worked with that they enjoyed and felt was successful. 
• Write on sticky-note paper, one per page, the positive characteristics of the group that 

contributed to its success.  Each person should easily think of 5 to 10 characteristics.  
• This should be done individually and quietly. 
 
Step 2 
• Group similar characteristics by asking Council members to share the characteristics 

they have identified one at a time.  This should be undertaken as a large group 
exercise. 

• Compile the characteristics into similar clusters by sticking them to the wall in 
groups. 

• Ask Council members to suggest which characteristics should be grouped together.  
 
Step 3 
• Name the grouped characteristics by asking Council Members to suggest a word or 

brief phrase that describes each group of characteristics.  This should be undertaken 
as a large group exercise. 

• Obtain agreement from each Council Member with the merits of including a 
statement (or two) in the Code of Conduct that describes each named characteristic. 

 
Step 4 
• Ask each member of Council to think about a committee, team, or other group that 

they worked with and felt was unsuccessful.  This should be undertaken as a large 
group exercise.  

• Ask Council Members to describe what it was about the group’s conduct that 
detracted from the success. 

• Using a flip chart or chalkboard, compile a list of the types of conduct that detracted 
from the group’s success. 

• Once the list is complete, ask the Council Members to reflect on the list and ask 
themselves if there is any negative behaviour or type of conduct that should be 
included in the Code of Conduct as something that will not be acceptable to the 
Council. 

• Ask Council Members to suggest a word or brief phrase that describes the negative 
behaviour.  Obtain agreement from each Council Member with the merits of 
including a statement (or two) in the Code of Conduct that describes the unacceptable 
behaviour. 
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Step 5 
• Draft a sample Code of Conduct based on the positive and negative behaviours 

suggested by Council Members.  This should be undertaken by one or two Members 
of Council then shared as soon as possible with all Members of Council.  If a 
workshop is being held to develop a draft Code of Conduct, the facilitator could 
provide a 30 minute break for the Council while a draft is compiled.  

 
Step 6 
• Review, revise as necessary and obtain the general agreement of each Member of 

Council with the draft Code of Conduct.  
 
• At this point, it may be beneficial to review other sample Codes of Conduct to 

identify matters that may have been omitted that should perhaps be included.  
 
Step 7 
• Invite the Council to formally adopt the Code of Conduct for submission to the Board 

of Education for approval. 
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Constitution – Appendix F 
 
Two commonly used decision-making models used by organizations are those of Majority 
Vote and Consensus.  Depending on their mission, many organizations use a combination 
of both.  Providing a description of Council’s preferred decision-making model will help 
guide Council Members.  The advantages and disadvantages of each model are described 
below.  Councils may wish to outline within their constitution under what circumstances 
each of the models might be utilized. 
 
A. Consensus Building Model:  
Consensus does not necessarily mean that all parties agree, but that all can live with a 
decision for the sake of the group’s ability to move forward.  It requires that all members 
listen to each other’s opinion and try to find solutions to problems and differences.  
Consensus will almost always involve compromise and can release a group to move 
beyond individual wants to determining and pursuing shared needs.  
 
Advantages: 
o Ensures all Council Members have an effective voice. 
o Builds on differing perspectives and values. 
o Allows for flexibility in arriving at solutions. 
o Can build respect for differing values and viewpoints. 
o Can lead to better informed, more creative, balanced and enduring decisions. 
o Ensures the final decision has the support of the entire Council. 
o If unsuccessful, it allows for decision-making by vote. 
 
Disadvantages: 
o Requires time, a clear process, skill and the full participation of all Members. 
o If Council is operating by pure consensus, the status quo will continue whenever 

there is a stalemate. 
 
The decision made by consensus must be stated clearly and recorded as such in the 
minutes of the meeting.  

 
B. Majority Vote Model:  
The issue is discussed and a vote is taken.  The majority vote decides the issue.  
 
Advantages: 
o some opportunity for modification during discussion. 
o clear decision is made. 
o can be a quick and efficient way to decide a clear-cut issue. 
 
Disadvantages: 
o requires Council members, and especially the Chairperson, to understand the “rules 

of order” for voting. 
o Can create a “win/lose” situation and some participants may be dissatisfied. 
o Can negatively affect team building.
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Chapter 4:  The Principal’s Role on the School Community 
Council 
 
 
 
 
 

 
Within the School Community Council framework, the Principal of the school is an 
appointed Member of the School Community Council and also plays an important role in 
developing a school climate that is open and inviting to parents and community 
members.  While specific responsibilities associated with the Principal’s role may vary 
among School Divisions or types of schools, in general, the Principal has the central role in 
promoting and supporting the ongoing development of the School Community Council. 
 
Promoting and Supporting Council Development 
 
A. Principals can promote Council development by: 
• encouraging parent and community participation in the Council election process; 
• providing guidance in the creation of the School Community Council constitution; 

and 
• assisting Councils with the development of a communication plan. 
 

1. School Community Council Elections 
Principals may be given some responsibility for ensuring the election process runs 
smoothly.  Such responsibilities may include arranging for the Public Meeting as well 
as ensuring election processes are in place. 

 
1.1 The Public Meeting 

It is important that all parents and community members are informed ahead of 
time of the Public Meeting to elect the Parent and Community Members of the 
Council, understand the importance of their attendance and feel comfortable 
attending and participating in Council elections.  Important details related to the 
Public Meeting that Principals may wish to consider include: 
• estimating participation and advising the School Community Council of 

suitable venues (a space where participants feel welcome and is large 
enough to accommodate all participants); 

• working with the School Community Council to develop a strategy to 
encourage participation; 

• working with the School Community Council to determine ways to publicize 
the meeting date (general communication avenues such as public media as 
well as through school communication networks); and, 

• encouraging participation in the nomination process. 
 
Responsibilities associated with the election process may include: 
• sharing details on election procedures; 
• providing nomination forms; 
• arranging for printing and counting of ballots; and, 
• providing a procedure for resolution of disputes. 

Included in this section: 
• Promoting School Community Council Development 
• Supporting Student Membership on Council 
• Self-Reflection for Principals 
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Once the School Community Council’s elected membership is in place for the 
year, the Principal of the school is required to send in the names of the individuals 
serving on the School Community Council for the year to their school’s 
Superintendent of Education (Appendix N). 

 
2. Guidance in Developing the Constitution 

School Community Councils may initially require guidance in the development of 
their Constitution.  While the Regulations set out what is required, a Principal’s 
leadership experience can be a valuable asset as Councils go about the work of 
deciding what else to include in their Constitution and/or Bylaws.  By sitting in on 
initial Constitution development meetings, Principals can provide moral support 
and common sense guidance should Councils run into difficulty.  Principals may 
also wish to offer direct support by providing examples of School Division policy or 
operational procedure in areas such as conflict of interest and resolving conflict 
and by providing descriptions of existing groups within the school community that 
Councils may wish to include as standing committees. 
 
A template is provided by the division to assist School Community Councils in the 
development of their Constitution (Chapter 3 – Appendix M).  

 
3. Development of a Communication Plan 

It is crucial that the School Community Council and the Principal jointly decide 
upon strategies that allow for open and honest two-way communication.  
Principals will likely be aware of effective communication channels that exist 
within the school community and strategies they have found to be effective.  
Sharing their ideas and experiences with Councils will be of great help to Councils 
as they are initially forming.  It is also vitally important that the Principal and the 
Council Chairperson develop workable communication channels and strategies.  
The Principal may wish to meet with the Council Chairperson early in their term to 
determine how these can be established.  Some suggestions include: 
• finding a regular, mutually agreeable time during the week when the 

Principal and School Community Council Chairperson can meet and review 
issues; 

• setting up school “mail-boxes” for Council and the Principal where mail can 
be directed from parents and the community; 

• establishing a plan for two-way communication;  
• providing space in the school newsletter for the School Community Council to 

highlight their work; and, 
• arranging a link to the School Community Council on the school web-site. 



A Handbook for School Community Councils and Principals 
 

September 2007  65  

B. Principals can support the ongoing development of School Community Councils by: 
• providing necessary advice and information related to the school community; 
• providing the Council with Division policies and procedures that are relevant to their 

work; 
• seeking the Council’s advice on school-level decisions; 
• providing information related to the Student Code of Conduct;  
• taking a leadership role in the development of the School Strategic Plan;  
• supporting the Council in their initiatives to support the learning and well-being needs 

of students; and, 
• encouraging all forms of parental involvement and support focused on improved 

student learning and well-being. 
 

1. Providing Advice and Information Related to the School Community 
Principals can help Councils develop positive relationships with the school 
community by providing them with information related to the policies, 
practices and routines of the school.  Providing Councils with an up-to-
date calendar of school events will help with their planning and ensure 
that Council events and general school events do not interfere with one 
another.  As part of the orientation to their role, new Councils will also 
need to develop some understanding of the context of their school.  
Principals can help Councils by sharing current information on topics such 
as: 
• school policies or procedures regarding volunteers, home-work, 

absenteeism, field trips, and other student-related matters; 
• the roles and responsibilities of key school personnel, including the 

Principal, Vice Principal, building operator, lunch and playground 
supervisors, other support staff and interagency personnel (i.e.  
Community School Coordinators, School Counsellors, and Social 
Workers); 

• a profile of the school including the range of programs offered in the 
school, the learning needs of students, school resources including 
facilities, number of school staff, demographic and other school 
community contextual variables.  For more information on creating 
school profiles see: Online Learning for Administrators Planning for 
More Successful Schools: Creating School Profiles 
http://www.saskschools.ca/curr_content/online_admin/successful/pro
files/ 

• current school goals and targets for achievement; 
• expectations related to student conduct and behaviour; 
• school building safety guidelines including emergency plans; and 
• guidelines regarding information sharing (Privacy of Information). 
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2. Providing Council with Policies and Procedures Relevant to their Work 
The Principal of the school can help Councils become aware of Board 
policies and procedures that will support their work.  The Board Policy 
Manual and Board Administrative Procedure Manual can be found on the 
Division website.  The following Board policy and Administrative 
Procedures are relevant to the operation of the School Community 
Council.  

 
Board Policy 17: School Community Councils 
Administrative Procedure 110: School Community Councils 
Administrative Procedure 305: School Attendance Areas 
Administrative Procedure 102: School Strategic Plan and Annual Reports  

 
3. Seeking Council’s Advice 

As School Community Councils go about fulfilling their responsibilities, their 
understanding of the school and the school community will deepen.  
Councils will then be able to provide Principals with valuable information 
related to the needs and aspirations of the community regarding student 
learning and well-being as well as possible available resources and 
supports that exist within the community.  Principals may wish to 
encourage information sharing by providing Councils with examples of 
avenues or areas of advice that they believe would be helpful.  Examples 
include: 
• advice regarding supports and enhancements to the learning 

programs;  
• advice related to extra-curricular programs of the school; and 
• advice related to school and community celebrations. 

 
Principals may also wish to encourage Councils to share information and 
advice related to the learning and well-being needs of children and 
youth with organizations, agencies and governments by: 
• providing Councils with contact information related to key individuals 

in agencies, organizations and government; and, 
• requesting that Council Members be included in meetings with key 

individuals within organizations, agencies and government. 
 

4. Student Code of Conduct 
Most schools will have already established a Student Code of Conduct.  
Usually parents and students have provided a good deal of input to the 
Code’s development and support the articles of the Code.  It is important 
for the Principal to share the existing Code of Conduct with the School 
Community Council and seek their advice when reviewing or developing 
the School’s Code of Conduct.  
 
In some schools, the Student Code of Conduct may only need to be 
revisited or reviewed with all stakeholders.  In other schools, the Principal, 
staff and parents may feel that there is a need to enter a process for 
developing a new Student Code of Conduct.  For the Code of Conduct 
to be authentic, it is important to engage all stakeholders in the process.  
See Appendix O for Guidance in Developing a School Code of Conduct.  
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5. Taking a Leadership Role in the Development of the School Strategic Plan 
In 2006, the Provincial Government identified four educational priorities  
believed to be critical to the Province’s future and created a framework, 
the Continuous Improvement Framework, to assist School Divisions in 
achieving positive outcomes in each of these areas.  The four provincial 
priorities are: 
• Higher levels of literacy and student achievement;  
• Equitable opportunities for all students; 
• Smooth transitions into and through the system; and, 
• Strong system-wide accountability and governance. 
 
At the school level, it is expected that the School Community Council will 
collaborate with the school Principal and school staff in the development 
of a local School Strategic Plan.  The School Strategic Plan will align with 
the Division Continuous Improvement Plan and address Provincial and 
Division priorities while enabling local flexibility. 
 
It is expected that Principals will take a leadership role in the development 
of the School Strategic Plan.  Other school improvement plan guides, 
developed especially for Principals can be found at: 
• On-Line Learning for Administrators: Planning for a More Successful 

School – School Goals Workshop.  
http://www.saskschools.ca/curr_content/online_admin/leadership/go
als/index.html 

 
• A Significant Journey: A Saskatchewan Resource for the Principalship. 

http://www.sasked.gov.sk.ca/branches/leg_school_admin/administrat
ors/principalship/intro.shtml 

 
6. Supporting Council with their Initiatives 

School Community Councils may take on specific responsibilities within the 
School Strategic Plan.  These might be to inform parents about ways they 
can contribute and support their children’s learning, organizing guest 
speakers to share about provincial system and school-level priorities (i.e. 
literacy, math, character education), and organizing presentations from 
community agencies that support the learning and well-being needs of 
students.  There is a broad range of possible learning and well-being 
supports that might be shared by School Community Councils. 
 
School Community Councils will rely on the Principal of the school to 
provide guidance in their initiatives that support the priorities on the 
School Strategic Plan.  
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7. Encouraging All Forms of Parent Involvement 
Participation on the School Community Council is only one opportunity of many 
for parents to become involved at the school level and contribute to their 
child’s learning.    
 
The Framework below has been adapted from the work of Dr. Joyce Epstein 
and offers many examples of parental involvement. 
 

Eight Strategic Categories of Parental 
Involvement (Strategic Level) 

Types of Parental Involvement Initiatives and 
Programs (Program or Tactical Level) 

 
Participating in decision making 
 
Strategic Intent: 
 
Stimulate a sense of partnership and ownership 
on decisions that support students and the school 
by: 

• Providing parents with the timely 
information they need to make decisions 
or assist their children with decisions 
regarding school affairs 

• Establishing conditions for an effective 
school council 

• Inviting parents and the community into 
a dialogue on major issues or decisions 
facing students or the school 

 
 Provide parents with the information they 

need to make informed decisions with or for 
their children 

 Create conditions for an effective School 
Community Council 

 Council training sessions 
 Planning nights 
 Guest speakers 
 Share school budget information 
 Share the school plan for continuous 

improvement, seek input and the support of 
the council 

 Encourage school council members to 
network with others in the board or 
elsewhere in the province 

 Encourage skills in teamwork 
 Establish a method for resolving conflicts 

 
Building parenting skills 
 
Strategic Intent: 
 
Build the confidence and capacity of parents by 
providing access to resources to: 

• Support the growth and development of 
their children 

• Gain knowledge and skills to remain 
resilient in the difficult task of raising a 
child 

• Become aware of issues facing their 
children, and how they might recognize 
and deal with those issues (e.g., 
bullying) 

 
 Establish a parent resource centre within the 

school with books, DVDs etc. either within 
the library or within a dedicated Parent’s 
Room 

 Organize guest speaking events to cover 
topics of interest to parents (helping children 
at home, building literacy skills at home, 
bullying, etc.) 

 Partner with other schools to expand 
available range of topics 

 Announce other events occurring in the 
community that might be of interest to 
school parents 
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Eight Strategic Categories of Parental 
Involvement (Strategic Level) 

Types of Parental Involvement Initiatives and 
Programs (Program or Tactical Level) 

 
Attending school events 
 
Strategic Intent: 
 
Encourage parents to attend activities at the 
school to: 

• Learn about ways to further support the 
learning and development of their 
children 

• Be welcome as important contributors to 
the vibrancy and effectiveness of the 
school community 

• Demonstrate an active interest in the 
activities of the school of their children, 
which reinforces the importance of the 
school and learning to their children 

 
 Create a welcoming and memorable meet 

the teacher night 
 Provide advance notice for key events 
 Encourage all parents to attend parent 

teacher interview, and reach out to those 
who cannot attend 

 Encourage both parents and students to 
attend events together or create events for 
both parents and student (e.g., Snuggle Up 
and Read, Book & Bagel) 

 Concerts 
 Academic nights (e.g., Science, literacy or 

music nights) 
 Sporting events 
 Seasonal Events 
 Leverage some events for participation first 

and add a component of fundraising 
 
Helping at home 
 
Strategic Intent: 
 
Enable parents to provide helpful assistance to 
their children at home including: 

• Guidance and support to complete 
homework assignments 

• Guidance on course selections when 
required 

• Support to prepare for and participate 
on school teams, clubs and special 
events 

 
 A clear school homework policy endorsed 

by the whole school 
 Homework instructions that enable parents 

to provide home support 
 Homework sign-backs 
 Homework assignments and due dates on a 

website, in a class newsletter, an email or on 
a voicemail recording 

 Tips to enable parents to help students 
(without doing the homework) 

 Course selection information 
 Career planning and post secondary 

prerequisite information to enable informed 
course selections 

 Information about the various extracurricular 
school teams, clubs and events that students 
might participate in 
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Eight Strategic Categories of Parental 
Involvement (Strategic Level) 

Types of Parental Involvement Initiatives and 
Programs (Program or Tactical Level) 

 
Communicating 
 
Strategic Intent: 
 
Establish an informative two-way dialogue 
between home and school to: 

• Build a sense of school community  
• Exchange information about upcoming 

events in the school or in a child’s life 
• Enable parents and teachers to monitor 

a student’s progress and reinforce key 
messages 

 
 School newsletters 
 Class newsletters to keep parents up to date 

on curriculum progress and how parents can 
help at home 

 Community Association newsletter with 
school information 

 Websites and use of email 
 Use of voicemail system to share information 
 School signs to announce upcoming events 

or accomplishments 
 Telephone calls to home 
 A class parent telephone tree 
 Student ‘courier packs’ to get information to 

and from home 
 Use of student agendas 
 Distinct communications initiatives to meet 

and address the informational needs of 
different types of parents 

 
Volunteering 
 
Strategic Intent: 
 
Increase the capacity of the school to support 
student learning by: 

• Providing volunteers with opportunities 
to develop and contribute 

• Encourage parents and members of the 
community to volunteer in a variety of 
activities of their choosing 

• Supporting volunteers with training, 
direction and appreciation 

 
 Actively welcome volunteers into the school 
 Recruit, provide instruction and direction 

and recognize volunteers for their 
contributions 

 Encourage teachers to identify key roles for 
volunteers to assist with key curriculum goals 
(e.g., literacy), class field trips or special 
events 

 Field trip supervisors 
 Class readers 
 Math or Science helpers 
 Library or office assistance 
 Establish a joint parent/teacher leadership 

team to coordinate volunteering activities 
within the school 

 Hold volunteer meetings separately from the 
school council (many volunteers are not 
interested in school council issues) 

 Leverage resources from Volunteer Canada, 
including the Canadian Code for 
Volunteering to assist in creating rewarding 
experiences for school volunteers 
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Eight Strategic Categories of Parental 
Involvement (Strategic Level) 

Types of Parental Involvement Initiatives and 
Programs (Program or Tactical Level) 

 
Leveraging community 
 
Strategic Intent: 
 
Mobilize community resources to enhance 
student learning and: 

• Help address the task of teaching all 
students within a community 
environment 

• Foster community responsibility, 
participation and interaction 

• Embed the school as an increasingly 
integrated part of the community 

 
 Seek out community resources helpful to the 

school to support curriculum, fundraising or 
to become more integrated within the 
community 

 Connect/liaison with the Community 
Association 

 Encourage parents to take advantage of 
community sports teams, clubs, Cubs, 
Scouts, Brownies, Guides, Sparks, Beavers, 
church groups 

 Bring organizers of community groups and 
clubs and providers of learning opportunities 
to the school for a “community fair” event 

 Fill the Community Representative position 
on the school council 

 Bring local business owners into school 
events 

 
Fundraising 
 
Strategic Intent: 
 
Enhance the financial resources of the school 
with additional funds to: 

• Complement resources for student 
learning as outlined in school plan 

• Provide additional educational resources 
or opportunities for teachers, students 
and parents 

• Support children and families with 
programs to enhance a healthy learning 
environment 

 
 Magazine sales 
 Book fairs 
 Flower or tree sales 
 Bake sales 
 Organized charity events such as Jump Rope 

for Heart, Hoops for Heart, the Terry Fox 
Run 

 Hot lunch programs (which can also double 
as a service to parents and to children within 
the school) 

 Golf tournaments 
 School events 
 Guest speakers (can be no charge, cost 

recover, or profit making) 
 Easter egg hunts 
 Fireworks displays 
 Many other specific programs 
 Focus on raising the money for a specific 

purpose, which brings meaning to a 
fundraising drive 
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Supporting Student Membership on Council 
 
High School students will be included in the School Community Council membership at 
the collegiate level.  School Community Councils at the elementary level may also wish 
to appoint student representatives to the council. 
 
Students can provide true, down-to-earth insights into the way the school is serving the 
needs of children and youth.  They can provide a fresh perspective on educational 
issues.  Sitting on Council can also provide students with valuable experiences related to 
community leadership.  
 
Councils who wish to receive maximum benefit of student membership may wish to 
consider supporting student Council Members in various ways. 
 
In general, Councils can support students by: 
• listening carefully and respectfully to student voices; 
• paraphrasing and encouraging students to elaborate on what they have said; 
• allowing students to present and receive information in a manner that is most 

comfortable for them.  Many students are comfortable using technology to 
communicate; 

• letting students know they are not “token” Members and that their contributions are 
expected and valued; 

• being flexible to accommodate students’ busy schedules (i.e. studies, extra-
curricular, part-time jobs);  

• developing a mentoring strategy by offering students the opportunity to connect 
with another adult Member who can provide advice and guidance; and, 

• asking students what supports and programs are needed to ensure student success.  
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Self-Reflection for Principals 
 
Successful educational practitioners reflect on their practices and actions.  The following 
questions may help Principals reflect on their leadership role and practices in their work 
with the School Community Council.  The questions below are sample questions1.  
Principals are encouraged to create their own chart using questions that are meaningful 
to their particular circumstance. 
 
Self-Assessment Reflections 
  
1. Am I sharing and reviewing the school’s 

expectations and standards with 
parents and the community? 

     
     
      

  
2. Am I involving parents and the 

community in developing and 
amending or modifying the 
expectations, standards and policies 
for the school? 

     
     
      

  
3. Am I honest and forthcoming in sharing 

information about the school’s 
challenges? 

     
     
      

  
4. Am I encouraging Council discussions 

and reflections aimed at developing 
strategies to address challenges faced 
by the school? 

     
     
      

  
5. Am I encouraging and providing 

resources to parents so that they can 
participate in meaningful activities that 
assist them in better supporting their 
child’s learning? 

     
     
      

  

6. Am I using effective two-way 
communication methods? 

     
     
      

  
7. Am I making allowances for the 

language and cultural barriers facing 
some of the parents? 

     
     
      

  

8. Am I listening carefully to parents and 
community members? 
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9. Am I doing all that I can to engage the 
community? 

     
     
      

  
10. Am I reaching out to those who are not 

often involved in the school and its 
activities? 

     
     
      

  

11. Am I sharing leadership and decision-
making appropriately? 

     
     
      

  

12. Am I giving community members a true 
voice at the decision-making table? 

     
     
      

  

13. Am I encouraging parents to become 
involved in their child’s learning? 

     
     
      

  
14. Am I connecting students and their 

families to the health and social 
services they need? 

     
     
      

 
 Alberta Learning.  A Principal’s Guide to Working Effectively with Your School Council 
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Appendix N 
Post-Election Information  

School Community Council  
 

 

School:  

Public Meeting Date:  

Nomination Process Used:  

Election Required?  YES  NO 
 
Names of Council Members in Elected Seats (5-9): 
Please list the names of the parents/guardians or community members who are filling 
the 5-9 elected seats and indicate whether they were elected, acclaimed, or appointed 
into the position. 
 
Name  
i.e. Joan Smith (parent) 
      Henry Spencer (community member) 

Elected Acclaimed Appointed 

    
    
    
    
    
    
    
    
    
 
Date of Organizational Meeting (if known):  
 
 
Council Member Contact (Name & email address): 
 
 
 
 
To be submitted by the Principal to the school’s Superintendent of Education. 
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Appendix O 
Developing a School Code of Conduct 

 
 
1. Clarifying the Purpose  

A school code of conduct becomes the standard against which 
 behaviour, school and classroom rules and procedures are evaluated. 
 The school code of conduct is intended to assist staff, students, 
 parents, and community members to define, teach, and reinforce 
 appropriate behaviour and expectations.  Prior to developing a code of 
 conduct, it is important that its purpose is well understood. 

 
2. Developing the Code 

School staffs need to work in partnership with students, 
 parents/guardians and community in establishing the code of 
 conduct.  This must be a collaborative process. 

The following questions may be helpful to gather feedback from students, 
parents, staff and community or to stimulate discussions for focus groups. 

 What makes our school caring and respectful? 
 How are people treated in a caring and respectful school? 
 What behaviours do we expect from each other in a caring and 

respectful school? 
 A caring and respectful school looks like, sounds like, feels like….. 

The following steps are suggested to guide the development of a code 
 of conduct:  

 Collate the data received from surveys, focus groups and 
discussions.  

 Establish basic principles based on input from the feedback and 
group discussions.  

 Gather more information if needed and examples of codes of 
conduct.  

 Form a school code of conduct committee involving 
representation from students, staff, parents and the school 
community. 

 Generate themes and four to five belief statements from the 
collated data (this first draft may take 3-4 meetings). 

 Receive feedback on the first draft and collaboratively edit the 
belief statements. 

 Share the final draft with all stakeholders. 
 

3. Teaching the Code 
 School staff must continually teach and refer to the code of conduct on a 
 regular basis: 

 Clarify student understanding of the code and have them 
personalize it to their classroom and their expectations of each 
other in the classroom, in the school and within the community.  

 Include parents in teaching the code. 
 Create opportunities for students to dialogue and teach the code 

to others (i.e. peer groups, care-partners, SRC, assemblies).  
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4. Expressing and Reinforcing the Code  
 The entire school community shares in reinforcing the code and therefore 
 must be made aware of the beliefs expressed in the code.  

 Publicize the code to all students and families (i.e. newsletters, 
posters throughout the school, website) on a regular basis.  

 Model the code in relationships at school.  
 Acknowledge and reinforce students modeling appropriate 

behaviours.  
 Review and refine the code on a regular basis.  

 
5. Implementing the Code  
 Parents and students must understand the expectations and the 
 consequences when a student chooses to exceed established limits of 
 behaviour.  The following will assist in enforcing the code:  

 Check for understanding  
 Problem-solve when disagreements occur  
 Consult with parents 
 Involve students in developing their classroom code of conduct 
 Involve students in developing classroom rules that reflect the 

code of conduct 
 Establish reasonable, related and respectful consequences based 

on the school code of conduct  
 
 

Adapted from: 
Caring and Respectful Schools: Ensuring Student Well-Being and Educational Success 

Saskatchewan Learning 
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Chapter 5:  School Community Council Meetings 
 
 
 
 
 
 
 
As outlined in Education Regulations, 1986, a School Community Council shall meet at 
least five times each year, have an annual general meeting and meet at any other time 
at the call of the chairperson.  Some School Community Councils may wish to meet once 
a month during the school year to conduct their business and deal with requests for 
advice in a timely manner.  
 
School Community Council meetings offer councils the opportunity to get together with 
others who possess diverse thoughts and views to discuss issues and offer suggestions 
related to Council decisions.  In order to take advantage of this benefit, meetings take 
some planning and effective management to ensure that everyone has an opportunity 
to be heard with efficient use of time. 
 
It is important that the School Community Council discuss how formal or informal they 
wish their council meetings to be.  Accurate minutes should be kept of each meeting 
regardless of the format so that decisions and discussions can be recorded and could be 
referred back to in the future.   
 
A formal meeting format may be the choice of some School Community Councils.  A 
meeting agenda as highlighted in Appendix P or Q could be used to guide the meeting.  
Decision Making Methods are outlined in Appendix U.   
 
A ‘Talking Circle’ may be a chosen meeting format used by some School Community 
Councils.  The ‘Talking Circle’ is a traditional practice used by First Nations people.  This 
practice is being used more and more by a variety of groups as an effective way to 
communicate.  The symbolism of the circle, with no beginning and with equal position of 
participants allows the heart to be shared with each other.  Traditionally, the Circle is 
smudged and an Elder is present.  A ‘talking object’ is passed to the left in the Circle.  The 
holder of the object is the speaker while everyone else listens.  The talking circle allows 
one person to talk at a time for as long as they need to talk.  So much can be gained by 
listening.  
 
“It is a native tradition to sit in a circle and talk – to share what is in your heart.”  
                                                                                  John Peters (Slow Turtle), WAMPANOAG 

Included in this section: 
• Planning for Council Meetings  
• Chairing a Meeting 
• Meeting Checklist  
• Ideas for Stimulating Discussion 
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Planning for Council Meetings 
 
Planning the School Community Council meeting is usually the responsibility of the 
Chairperson.  S/he may delegate a number of tasks described below: 
 
• Publicizing the meeting well in advance 
 
This can be done in school calendars, school newsletters, on a school bulletin board, 
school website, or on posters throughout the school.  Make sure everyone is given plenty 
of notice (two weeks if possible).  Try to establish a set meeting day, time and location to 
help people remember. 
 
• Arranging the room 
 
How the room is arranged can be added to the success of the meeting.  A round table 
style, rather than a head-table style can be more conducive to discussion.  Make sure 
there is enough seating for everyone and no one feels on the “outside”.  Arrange any 
necessary equipment and supplies prior to the meeting. 
 
• Establishing the agenda 
 
The agenda should clearly outline what will be dealt with at the meeting.  Having a 
standard, yet flexible agenda will help save time preparing for meetings.  The 
Chairperson usually prepares the agenda with input from others.  Below is a list of 
standard items Councils may wish to include in their agenda as well as question prompts 
to help Council as they consider each item.  (See Appendices P & Q for Sample 
Agendas). 
 

Agenda Item To Consider 
  
Record of previous 
meeting. 

Was follow up action taken on issues of 
concern? 

 Are there further issues that need to be 
addressed? 

  
Principal’s Report Will items particular to this month’s report 

require more time or consideration? 
  
Updates on the School 
Strategic Plan and/or 
other Council action plans 

What progress has been made to date? 
What kind of specific information may be 
required by Council at this time? 

  
Committee Reports What committees of Council need to 

provide a report at this time? 
  
  
  
Expenses of Council What expenses have been incurred to 

date (accounts both paid and 
outstanding)?  What further expenses 
might be expected in the near future? 
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Agenda Item To Consider 
Decision Items What decisions need to be made at this 

time?  Is Council ready to make these 
decisions or is more information required?  
If so, how will Council obtain that 
information? 

  
Discussion Items Are there new topics, issues or concerns 

that merit Council’s attention? 
  
Received Items Are there reports, correspondence, etc., 

that need to be acknowledged? 
  
Items for future 
consideration 

Are there items that need to be 
highlighted for future consideration? 

  
Date, time and agenda 
items for next meeting 

Are changes anticipated to the date, 
time or location?  What agenda items 
can be anticipated for the next 
meeting? 

 
• Choosing a Consistent Meeting Style 
 
Councils will want to follow a meeting style that is efficient yet enhances the 
participation of all. 
 
• Recording the Minutes 
 
As outlined in Section 4.5 of Board Policy 17, the School Community Council must retain 
the minutes for each Council meeting for at least 7 years in the school, making them 
available to the Board upon request. 
 
The Secretary assumes responsibility for recording the proceedings of the meeting.  In the 
absence of the Secretary, the Chairperson appoints another Council Member to record 
the minutes.  (See Appendix R for Sample Minutes) 
 
The minutes can be recorded in one of three ways: 
• Formal minutes:  when a Chairperson governs the meeting. 
• Semiformal minutes:  when a small group is conducting a relaxed discussion. 
• Informal minutes:  used to record the generalities of a meeting. 
 
Using a lap top computer helps keep information easy to read back and saves time on 
the final draft of the minutes.  Accurate minutes provide School Community Council 
Members and others with: 
• A clear objective summary of what went on at the meeting. 
• A historical account of the decisions of the group and the rationale behind them. 
• Objective comments, rather than opinions. 
• Highlights, rather than narrative accounts. 
• Motions and resolutions recorded verbatim.  
 
Councils may wish to consider placing their minutes on the school’s website. 
 
For more information on effective School Community Council meetings see Appendix S.
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Chairing a Meeting 
School Community Council meetings are typically chaired by the chairperson or co-
chairperson.  An effective chair or co-chair will have an agenda that is focused on the 
business of the school council.  
 
Characteristics of a Good Chairperson: 
• Recognizes the similarities and differences of groups. 
• Emphasizes interest and concerns. 
• Acknowledges and values the different roles people play in group situations. 
• Works towards building trust, respect, empathy and effective communication 

between school council members. 
• Fosters collaboration on school council issues. 
• Allows for evaluation at the end of the meeting. 
• Listens carefully to alternate points of view. 
 
Responsibilities of the Chairperson: 
• Determine whether issues will be consultative, advisory or require a school council 

decision. 
• Set the climate of the meeting. 
• Provide the agenda seven days prior to the meeting date. 
• Ensure the agenda is approved as the first order of business. 
• Keep the discussion flowing in a collaborative fashion. 
• Summarize the main points before moving to the next item or before making a 

decision. 
• Encourage participation from all members. 
• Acknowledge that each person’s comments contribute to the success of the 

meeting. 
• Clarify the results of collaborative discussion and summarize the action upon which 

the group decided. 
• Be a harmonizer during conflict. 
 
Simple Rules for Chairing a Meeting: 
• The chairperson calls the meeting to order. 
• The meeting’s formality depends on the chairperson, the group’s size and the group’s 

preference. 
• The chairperson recognizes members before they speak. 
• Each item is entitled to full and free debate by individual members – one at a time. 
• Each person who desires to speak should be allowed to speak once before anyone 

speaks a second time. 
• Motions should be dealt with according to Rules of Order.  (Appendix U) 
• The chairperson is responsible for moving the meeting along and ensuring no one 

monopolizes the floor. 
• Only one subject may be discussed at a time. 
• If time does not permit full discussion of an item, a motion may be made to table the 

item for discussion at another meeting. 
• Every member has equal rights. 
 

Adapted from:   
Alberta School Council Resource Manual 

Alberta Home and School Councils’ Association © 2006
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Meeting Checklist 
 
• Meeting Date: 
• Start time: 
• End time: 
• Participants:  number expected 
• Sign in sheet with meeting, date and location indicated 
• Name tags and holders 
• Name cards for Council Members 
• Location:  size of room 
• Seating arrangement:  fits agenda and encourages open discussion. 
• Tables for participants to write on 
• Refreshments:  tea, coffee, juice 
• Equipment:  projector 
• Transparencies 
• Extension cord  
 
Ideas for Stimulating Discussion 
 
Strategies: 
 
Pairing:  People are randomly paired off to discuss an issue and report back to the group. 
 
Absolute Quiet:  Time is provided for participants to think, read or make notes related to 
the issue being discussed. 
 
Brainstorming:  Spontaneous discussion related to a problem or issue.  Brainstorming 
ground rules include: 
• The Chairperson makes sure everyone is clear on the issue to be discussed 
• Participants can choose priorities 
• No criticism allowed 
• Every idea is noted 
• Emphasis is on quantity of ideas, not quality 
• Ideas can be modified and combined  
• Visual aids are useful 
 
Round Table:  Similar to brainstorming, however, the group is subdivided into small groups 
of four to six people.  Flip charts are used to record all ideas.  Each group is given a time 
limit.  All ideas are recorded and brought back to the main group. 
 
Brain Writing:  Similar to the “round table”, but with more individual participation.  Each 
member has index cards and writes down one idea on each card.  Cards are 
exchanged and new ideas or comments are added.  A facilitator records ideas. 
 
Pro/con Analysis:  Participants focus only on the pros and cons of an issue.  After all items 
have been listed, each member votes on what he or she considers the three or four best 
ideas.  Coloured stickers or differently coloured felt markers could be used to rank ideas 
in order of importance. 
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Value Voting:  Useful to get feedback when time is limited.  The Chairperson asks people 
to take a position on the issue (strongly agree through to strongly disagree).  Each 
category is tallied to arrive at a direction, rather than a decision. 

 
Adapted from Alberta School Council Resource Manual, Alberta Education, 1995 
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Appendix P 
Sample Agenda 

 
 
 
 
 
 
 
 
 
 
 
AGENDA 
 
7:00 – 7:05 p.m. 1. CALL TO ORDER 

• Approval of Agenda 
 
7:05 – 7:10 p.m. 2.  APPROVAL OF PREVIOUS MEETING MINUTES for Decision 

• Date of previous meeting 
• Business arising 

 
7:10 – 7:45 p.m. 3.  REPORTS FROM COMMITTEES (i.e., Nutrition Positive Committee) 

3.1       
3.2       
3.3       
 

7:45 – 7:50 p.m. 4.  REPORTS FROM REPRESENTATIVES FROM OTHER ORGANIZATIONS 
(i.e., Saskatchewan School Board Association (SSBA), 
trustee/charter board member) 

 
7:50 – 7:55 p.m. 5.  PRINCIPAL/STAFF REPORT 
 
7:55 – 8:00 p.m. 6.  UNFINISHED BUSINESS FOR DECISION AND ACTION 
 
8:00 – 8:05 p.m. BREAK 
 
8:05 – 8:30 p.m. 7.  DEVELOP VISION STATEMENT FOR DISCUSSION 
 
8:30 – 8:40 p.m. 8.  NEW BUSINESS FOR REFERRAL 
  8.1       
  8.2       
 
8:40 – 8:45 p.m. 9.  MEETING EVALUATION INFORMATION 
 
8:45 p.m. 10.  NEXT MEETING DATE AND ADJOURNMENT 
 
 
 
 

Adapted from:   
Alberta School Council Resource Manual 

Alberta Home and School Councils’ Association © 2006 
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Appendix Q 
Sample Agenda 

 
 
 
 
 
 
 
 
 
 
 
AGENDA 
 
1.0 CALL TO ORDER 
 
2.0 INTRODUCTIONS 
 
3.0 APPROVAL OF AGENDA    5 minutes 

(Members may request an item be added to the  
agenda at this time.) 

 
4.0 APPROVAL OF THE MINUTES FROM LAST MEETING 5 minutes 
 
5.0 BUSINESS ARISING FROM MINUTES   30 minutes 

5.1     
5.2     
5.3     
5.4     

 
6.0 REPORTS 

6.1 Communication committee reports  10 minutes 
6.2 Board trustee 
6.3 Principal’s report    20 minutes 

6.3.1      
6.3.2      
6.3.3      
6.3.4      

6.4 Saskatchewan School Board Association  
representative report 

 
 
 

Adapted from:   
Alberta School Council Resource Manual 

Alberta Home and School Councils’ Association © 2006 
 

 
   School Community Council Meeting 
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Appendix R 
Sample Minutes 

 
 
 
 
 
 
 
 
 
 
 

Minutes 
 

The regular council meeting was called to order by (Chair) at 7:03 p.m. and a quorum 
was present. 
 
Chairperson: (name of person) 
 
Present: (It is a good idea to pass around an attendance sheet and have the 

chairperson ask the group, at the end of the meeting, if everyone has 
signed it.) 

 
The agenda was approved (or “with one change…”) 
 
The minutes of the last meeting were approved as read.  (If they were photocopied and 
distributed before the meeting date, they can be approved, as circulated, and you 
don’t have to spend time reading them aloud at the meeting.)  (If there were errors, 
indicate they were approved with corrections.) 
 
Business Arising: 
 
 Reports: 

• By-law Committee report was given by Rosa.  A draft of the by-laws was 
circulated for consideration and will be discussed and approved, if possible, 
at the next meeting. 

• The band parents reported on the planning trip to Regina for the spring 
festival. 

• Trustee report – Viktor reported that the board has just had its Annual 
Education Results Review interview with Saskatchewan Learning and the 
board was found to comply with all requirements.  The board will soon begin 
its planning process for the next school year and looks forward to input from 
the umbrella group of school councils. 

• Principal’s report – Jeanne reported that our new open hall policy is causing a 
few problems with littering, but teachers are finding the students are settling 
faster in the mornings. 

 
Old Business 
• Evaluation of progress towards goals to date: 

o Gail noted the after school parent/child reading club and book 
exchange has been a huge success with an average of 45 parents and 

 
   School Community Council Meeting 

 Date:     Time:      

 Location:       
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children attending each session.  It was decided to continue the program 
for another year and to discuss ways of bringing in older students to the 
next meeting. 

o Ahmed noted we were still behind in establishing a resource list of 
individuals in the community who are specialists in the field of technology.  
He noted the time involved contacting parents and businesses was more 
than expected. 

• It was decided to expand the committee and Michelle, Maher and Bill 
agreed to serve on the committee. 

 
New Business: 
 

• Teachers appreciation luncheon 
o George volunteered to head the appreciation committee.  It was 

decided we would have a continental breakfast for the teachers instead 
of a luncheon. 

 
MOTION: THAT WE ASK THE SCHOOL FUNDRAISING ENTITY TO REPORT ON ANY  
  FUNDRAISING ACTIVITIES THAT EXIST. 
 
Jessica: CARRIED 
 
The next meeting will be a special meeting to discuss by-laws on March 2 at 7:00 p.m. in 
the library.  The next regular meeting will be March 23 in the library. 
 
Meeting was adjourned at 9:20 p.m. 
 
 
 
Approved     Approved      
 Secretary Chairperson 
 
 
 

Adapted from:   
Alberta School Council Resource Manual 

Alberta Home and School Councils’ Association © 2006 
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Appendix S 
Make School Community Council Meetings Positive and Productive 

 
 
Meeting should be informative, well organized and held at convenient times. 
• Try to make school council meetings as convenient as possible for parents. 

o Rotate meeting nights – include some day time or early morning breakfast 
meetings. 

o Parents may have children at more than one school – try to set meeting dates 
that don’t conflict with meetings or events at feeder schools. 

o Hold some meetings at other locations; (i.e., library, temple, community centre). 
o Provide babysitting for parents with young children – ask secondary school 

students to help with babysitting and offer them community service hours. 
 
• Make sure parents know and understand the purpose of the meetings. 

o Have clearly established missions, goals and objectives. 
o Pursue activities and events that support student success – don’t let personal 

issues or the concerns of individual parents dominate meetings. 
o Do not give parents jobs the first time they show up at a meeting – let them have 

time to learn about school council before asking for more commitment. 
 
• Run meetings efficiently. 

o Set school council meeting dates and topics, if possible, early in the year and 
publicize them regularly. 

o Develop a dynamic and proactive action plan at the beginning of the year and 
follow it. 

o Set an agenda for each meeting and send it out ahead of time. 
o Keep meetings short – start and finish on time. 

 Use the agenda to set time limits for reports and discussion and try to stay 
within those limits. 

 Set up subcommittees to handle more involved issues and have most of 
the discussions at that level – ask subcommittee members to come to 
school council with clear recommendations for action. 

o Encourage co-roles on school council; (i.e., co-chair, co-secretary); one member 
retires, the person in the co-role will have the skills and experience to take over 
the position. 

 
• Make meetings interesting and informative, 

o Survey parents for topics of interest or speakers they would recommend. 
o Invite special speakers or guest experts to present at meetings.  (Topics don’t 

always have to be about school.)  Invite neighbouring schools and other 
members of the community to attend. 

o Invite students to present on specific topics. 
o Make meetings fun; provide food and allow time for socializing. 
o Keep red tape to a minimum and focus more on supporting student learning and 

least on administrative details. 
 
 

Adapted from:   
Alberta School Council Resource Manual 

Alberta Home and School Councils’ Association © 2006 
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Appendix T 
Checklist for School Community Council Meetings 

 
 
Before the meeting 

 Book a meeting room. 
 Order refreshments. 
 Prepare an agenda.  Put items on the agenda, in order of priority. 
 Circulate the agenda. 
 Check the room arrangements and audiovisual equipment. 
 Ensure appropriate handouts or other materials are available. 

 
At the beginning of the meeting 

 Call the meeting to order at the designated time. 
 Be certain there is a secretary present to record the minutes. 
 Welcome everyone. 
 State the purpose of the meeting. 
 Review and agree on the agenda. 
 Estimate the amount of time to be spent on each item. 

 
During the meeting 

 Keep the group focused on its purpose. 
 Monitor the discussion so that everyone has a chance to speak. 
 Clarify and summarize the discussions, when appropriate. 
 Assist the group to use appropriate procedures for decision making and resolving 
conflict. 

 Facilitate discussion to bring out all sides of an issue. 
 Move the group towards decisions.  (see Appendix U for Decision Making Methods) 
 Check for consensus. 

 
At the end of the meeting 

 Make sure action plans, agreements, commitments and responsibilities are clear. 
 Announce the date, time and place of the next meeting. 
 Identify the purpose of the next meeting and any items that will be on the agenda. 
 Adjourn the meeting. 

 
After the meeting 

 Check with the secretary to be sure that the minutes are clear before distributing 
them to members. 

 Help others carry out the decisions made during the meeting. 
 Ensure minutes are placed in a publicly available place. 

 
 

Adapted from:   
Peel District School Board, July 2005. 



A Handbook for School Community Councils and Principals 

September 2007  91  

Appendix U 
Decision Making Methods 

 
 
Majority Vote Model of Decision-Making 
 
Making a Motion: 
• Stating the motion: A member must formally let the Chairperson know that s/he 

would like to make a motion and the Chairperson must “recognize” the person 
making the motion.  Once acknowledged by the Chairperson, the individual making 
the motion “has the floor”.  S/he may make a formal proposal beginning with the 
statement, “I move that…” 

• Seconding the motion: Before the motion can be considered another person must 
“second” the motion by saying “I second the motion”.  This means s/he agrees the 
motion is worthy of discussion.  A seconder is not normally required for regular Council 
meetings however, a larger meeting, like the Annual Meeting, motions should have a 
seconder.  

• Stating the Question: Once a motion has been made the Chairperson restates the 
motion so that everyone clearly understands what is being proposed.  From then until 
the voting occurs, all discussion is focused on the proposed motion. 

• Discussion: The Chairperson opens the floor to discussion of the motion.  If no one 
wishes to discuss the motion, it is put to a vote.  If Members of the Council wish to 
discuss the motion, the Chairperson opens the debate.  Each member may speak to 
the question twice, but no one member may speak a second time until everyone has 
had a chance to speak once. 

• Declaring the vote: If no one wishes to speak further to the issue, the Chairperson asks 
the Council if it is ready to vote on the proposal.  The Chairperson repeats the 
question and conducts the vote by asking for those in favor and those opposed. 

• The majority needed to pass a motion needs to be stated in the Constitution.  In the 
case of a tie the motion is defeated.  

 
Amending the Motion: 
• Until the Chairperson states the question (repeats the motion) for a final vote, the 

person who made the motion may change it (in this case the original seconder may 
choose to withdraw, in which case another seconder would be required).  

• Once the Chairperson has repeated the question in readiness for a final vote the 
motion can be amended in one of the following ways: 

- The person making the motion may ask to change the original wording.  The 
Chairperson will ask if anyone objects.  If no one objects, the wording of the 
motion is changed.  Debate continues on the amended motion. 

- If someone does object, the question of whether to allow a change in the 
wording of the motion is put to a vote.  If the group consents to the change, 
debate continues on the motion as amended.  

- Someone else may also amend the motion be saying, “I move to amend the 
motion by…..”.  The normal process for making a motion is then followed (see 
above). 

- An amendment to an amendment may also be proposed, but a third 
amendment is “out of order”. 

- If an amendment is defeated, discussion continues on the original motion.  
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Withdrawing a Motion: 
• At any time before a vote, the person making the original motion may ask to 

withdraw it.  This does not require a seconder.  Once a motion is withdrawn it is as if it 
never existed. 

• If the Chairperson has already “stated the question” in preparation for voting and a 
request to withdraw the motion is made, the Chairperson asks if there is any 
objection.  If there is none, the motion is withdrawn.  If someone objects, the request 
to withdraw the motion is put to a vote.  

 
Motion “To Consider at a Later Date” 
A motion to “consider at a later date” means to set an issue aside to discuss at another 
time so more pressing business can be discussed, or so more information about the issue 
can be obtained.  The following rules apply to a motion “to consider at a later date”: 
 
• The motion “to consider at a later date” takes precedence over the discussion of the 

motion. 
• The motion “to consider at a later date” requires a seconder. 
• There can be no debate on a motion “to consider at a later date”.  
 
 
Consensus Building Model of Decision-Making 

 
Basic Steps to Arrive at Consensus 
• Identify the issue or problem. 
• Relate the issue to an identified goal and/or Council roles and responsibilities. 
• Open the floor to suggestions. If necessary brainstorm for alternatives. 
• Discuss each suggestion, clarify; don’t jump to conclusions. 
• Weight the suggestions in terms of reconciling or solving the issue.  
• Select the suggestion members think is most worthwhile. 
• Use consensus voting: 

- How many are all for it and believe in it so much they could be leaders on 
the issue. 

- How many are for it and would lend support? 
- How many need to talk about the issue further? 
- How many are not sure but can live with it”.  Encourage such Members to 

describe their reservations and as if they would like their reservations formally 
recorded.  

- Record the consensus decision of the council (and reservations). 
 
• Suggested phrases for Chairpersons to use as Council Members try to reach 

consensus: 
- Let’s begin by getting a reaction from everyone in the group. 
- Let me summarize what I hear you saying. 
- Let me repeat what I think I heard you say. 
- Let me ask you… 
- Has everyone had the opportunity to express an opinion? 
- Let me see if I can pull this together in a recommendation. 
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Supporting Websites 
 
The following websites will assist School Community Council members in locating 
documents that support the formation and operation of the School Community Council.  
 
The Education Act  
http://www.qp.gov.sk.ca/documents/english/FirstRead/2005-06/Bill-59.pdf (pages 12-14) 
 
The Education Regulations, 1986 
http://www.qp.gov.sk.ca/documents/gazette/part2/2006/G2200644.pdf (pages 942-946) 
 
Saskatoon Public Schools Board Policy Handbook 
Board Policy 17: School Community Councils 
http://www.spsd.sk.ca/files/board/Board_Policy_Handbook.pdf   
 
Saskatoon Public Schools Administrative Procedures Manual 
Administrative Procedure 110: School Community Councils 
Administrative Procedure 102: School Plans and Annual Reports 
Administrative Procedure 305: School Attendance Areas 
http://www.spsd.sk.ca/files/board/BoardAdminManual/index.html  
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Resources 
 
Online Resources 
 
Saskatchewan Learning http://www.sasked.gov.sk.ca/  
Information on Effective Practices Framework and Continuous Improvement Framework 
as well as many Saskatchewan Learning (Saskatchewan Education) publications that are 
available online. 
 
A number of manuals from school councils across Canada are available online.  
Because of the unique responsibilities and position within school governance of 
Saskatchewan’s School Community Councils, adaptations may need to be made. 
 
Vista School District Handbook for School Councils, Clarenville, Newfoundland. 
http://www.k12.nf.ca/vista/schoolcouncils/councilhandbook/makingcouncilwork.html  
 
Revelstoke School Planning Council http://www.sd19.bc.ca/pac_spc   
 
Canadian Institute on Governance http://www.iog.ca/  
“The Institute on Governance, a non-profit organization that explores, shares, and 
promotes the concept of good governance in Canada and abroad, and helps 
governments, the voluntary sector, communities and the private sector put into practice 
for the well-being of citizens and society.” 
 
On-Line Learning for Administrators:  Planning for a More Successful School – School 
Goals Workshop. 
http://www.saskschools.ca/curr_content/online_admin/leadership/goals/index.html  
 
Alberta Learning.  A Principal’s Guide of Working Effectively with Your School Council 
http://www.teachingquality.ab.ca/resources/   
 
Saskatchewan Association of School Councils 
http://www.schoolcouncils.com/  
 
Center on School, Family and Community Partnerships 
http://www.csos.jhu.edu/p2000/  
This website provides information on the work of the National Network for Partnership 
Schools at Johns Hopkins University which follows the Epstein framework for parent and 
community involvement in schools. 
 
Saskatchewan School Boards Association  
http://www.saskschoolboards.ca/   
“The Saskatchewan School Boards Association is a non-profit organization dedicated to 
excellence in public education by providing leadership and services to Saskatchewan 
school boards.” 
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Other Resources 
 
Decker, L. E. Gregg, G.A., & Decker, V.A. 1994.  “Developing parent partnerships in 

education:  the community education philosophy in action.  Community 
Education Journal.  Fall/Winter 1994:  12-16. 

 
Hansen, B.J. & Marburger, C.L. 1989.  School based improvement:  A manual for training 

school councils.  Columbia, Md.:  National Committee for Citizens in Education. 
 
Henderson, A. & Mapp, K. 2002.  “Annual Synthesis.  A New Wave of Evidence:  The 

impact of school, family and community connections on student achievement” 
Southwest Educational Development Library.  Austin, Texas. 

 
Saskatchewan Education.  1988.  Partners at School:  A Handbook on How to Involve 

Indian and Métis Parents in School Activities. 
 
Saskatchewan Learning. 2004. Empowering High Schools as Communities of Learning 

and Support. 
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