SCHOOL COMMUNITY COUNCIL
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Horizon School Division No. 205
Updated November 14, 2022

PREFACE
School Community Councils (SCCs) are local advisory bodies that contribute to the learning success and
well-being of all students within their school and community, as well as encouraging and facilitating parent
and community engagement.
Joining your SCC is a great way to contribute to the school and community and connect with teachers,
administrators, parents/caregivers, and community members.
SCCs provide the community with a voice in local education, as well as providing families and community
members an opportunity to work with their local school on programs that enhance learning and student
well-being.
As outlined in The Education Regulations, 2019 each Board of Education is required to designate a senior
administrative employee to be responsible for school community councils in the division. In Horizon School
Division, this responsibility lies with the Director of Education.
If you are interested in joining your SCC, or are looking for more information, contact your school principal
or send an email to: scc@horizonsd.ca.
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1. ABOUT HORIZON SCHOOL DIVISION
Horizon School Division No. 205 operates 43 schools across east central
Saskatchewan, with our central office in Humboldt. Horizon spans a geographic
area of approximately 30,970 square kilometers, from Bulyea in the south,
Wakaw in the north, Foam Lake in the east, and Viscount in the west. The division
is divided into 14 Subdivisions for purposes of representation on the Board of
Education.
The First Nations of Day Star, Fishing Lake, George Gordon, Kawacatoose,
Muskowekwan, One Arrow, Beardy’s & Okemasis, and Yellow Quill can be found
within the boundaries of Horizon. The division also serves three
Hutterian colonies.
The economy within Horizon School Division is very diverse. Agriculture, mining,
and world-class manufacturing can be found across the division.

OUR THREE GOALS
SAFE & CARING
To ensure a safe & caring learning environment for all students and staff.

LITERACY & NUMERACY
To ensure our students achieve a level of literacy and numeracy consistent with success beyond high
school.

GRADUATION RATES
To ensure successful completion of high school and readiness for life beyond the classroom.

OUR MISSION, VISION, & VALUES
MISSION
Nurturing a community of excellence by providing diverse learning opportunities.

VISION
Creating a better world, one student at a time.

VALUES
Accountability, Community, Diversity, Relationships, Trust
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2. SCC DUTIES AND POWERS
Definitions:
Advice
Advise
Approve
Collaborate
Duties
Facilitate
Powers

Provide guidance or make recommendations
Offer suggestions about the best course of action
Officially agree to
Work jointly on an activity in order to achieve or create something
Shall do
To make an action or process easier
May do

The Education Act, 1995
School Community Councils Duties and Powers
140.5 Every school community council shall:
(a) facilitate parent and community participation in school planning;
(b) provide advice to its board of education;
(c) provide advice to its school’s staff;
(a) provide advice to other agencies involved in the learning and development of pupils; and
(d)
(e) comply with the regulations and the policies of its board of education.

The Education Regulations, 2019
Duties
12. A school community council shall:
(a) undertake activities to enhance its understanding of the economic, social and health needs of the
community; the aspirations for the education and well-being of the pupils within the community;
(b) in cooperation with the school staff, develop and recommend to its board of education for approval a
school level plan that is in accordance with the board of education’s strategic plan;
(c) perform any activities assigned to it in a school level plan approved by the board of education;
(d) communicate annually to the parents, guardians and community members about its plans, initiatives and
accomplishments;
(e) account publicly for the expenditure of funds related to the operation of the school community council;
(f) participate in orientation, training, development and networking opportunities in order to enhance its
capacity to fulfil its responsibilities; and
(g) not discuss or be given access to 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.
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Powers
13. A school community council may:
(a) provide advice and recommendations to the board of education respecting policies, programs and educational
service delivery, including fundraising, school fees, pupil code of conduct, grade discontinuance, school closure,
religious instruction, and language of instruction but not including educational service delivery by a specific
teacher;
(b) provide advice to the school staff respecting school programs; and
(c) provide advice to other organizations, agencies and governments on the learning needs and well-being of pupils.

The Work of Councils
SSBA – A Handbook for School Community Councils and Principals

SSBA
Handbook

Administrative
Procedure(s)

Understanding the Community
School Community Councils can become a reliable and expert
source of information about their communities by developing a
“School Community Profile”

3.1.1

Developing and Recommending the Learning Improvement Plan
Steps School Community Councils and others may wish to follow as
they go about jointly developing, implementing and evaluating the
Learning Improvement Plan:
1.
2.
3.
4.
5.
6.
7.
8.

Reviewing the School Community Profile
Establishing Beliefs and Creating a Vision
Reassessing Needs Based on the Vision
Developing Objectives
Creating an Action Plan
Identifying Program Supports
Submitting the Plan to the Board for Approval
Monitoring/Evaluating and Communicating Accomplishments
to the School Community

3.1.2

AP 104 - Learning
Improvement Plan
(LIP) and Alignment
with the Horizon
Strategic Plan
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Advising the School, Board of Education and Others
School Community Councils will be asked to share their
understandings by providing advice to Boards of Education, the
school and other community organizations and agencies and
governments on various matters.
The advice Boards of Education may seek falls into three broad
categories:
•
•

•

advice related to general Division-wide governing policy,
operational procedure and decisions including the School
Division strategic plan, budget and other specific initiatives;
advice on the educational program and its delivery and on
religious observances and language of instruction within the
school: and,
advice about the formation, structure and operations of the
Council itself.

3.1.3.1

Review of Fundraising Activities, School Fees and the Student Code
of Conduct
School Community Councils shall review fundraising activities, school
fees and the Student Code of Conduct within the limitations of Board
of Education governing policy and administrative operational
procedure.

AP 501 – School Based
Budgets and School
Generated Funds
3.1.3.2

AP 505 – School Fees
AP 520 – Fundraising
AP 350 – Student
Discipline

Taking Action on School Community Council Initiatives
School Community Councils take action to engage parents and
community, to develop shared responsibility for child and youth
learning and well-being, and to fulfil their responsibilities within the
Learning Improvement Plan.
School Community Councils may take on specific implementation
responsibilities within the Learning Improvement Plan. These might be
to inform parents about ways they can contribute to their children’s
environmental awareness or reinforce at home the numeracy skills
learned at school, to establish a family literacy program, or to support
community agencies in the development of recreation opportunities for
disabled youth.

3.1.4

AP 104 – Learning
Improvement Plan
(LIP) and Alignment
with the Horizon
Strategic Plan
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3. SCC CONSTITUTION
As outlined in section 14 of The Education Regulations, 2019 “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.”
Horizon School Division has developed a constitution outline that SCCs may use to develop their
constitution. A copy of the constitution outline can be found in Appendix 1 of this handbook.
An SCC’s constitution and constitutional amendments must be approved by both the School Community
Council and Director of Education, before coming into effect.
Amending the Constitution – An SCC may amend its constitution by sending the amended constitution
along with the motions supporting the amendments, in writing to the Director of Education. Constitutional
amendments do not come into effect until they have received approval from the Director of Education.
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4. SCC CODE OF CONDUCT
School Community Councils need to develop a Code of Conduct that fosters positive, cooperative, student
focused, and forward-looking relationships among parents/caregivers, the school, and community.1
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 in their
Code of Conduct.
The information below is intended as an example that your SCC can use when developing your Council’s
Code of Conduct. Changes may be made to fit your school community.
1. The School Community Council is not a forum for the discussion of individual school personnel,
students, parents, or other individual members of the school community.
2. A person who accepts a position as a member of the School Community Council shall:
(a) Honour the role of the School Community Council;
(b) Be guided by the overall vision and purpose of the SCC;
(c) Endeavour to be familiar with the mission, vision, and shared values of Horizon School
Division and perform their duties accordingly;
(d) Strive to familiarize themselves with the Administrative Procedures of Horizon School
Division, in particular those that relate directly to SCCs;
(e) Work to ensure that the best interests of all students is a primary focus in all decisions;
(f) Work to ensure that issues are resolved through due process;
(g) Strive to be informed and only share information that is reliable and correct;
(h) Respect all confidential information;
(i) Declare any conflict of interest;
(j) Support public education; and
(k) Represent the school community in a positive way in all communication.

1

Any reference, in this document, to “Parent” is inclusive of parents, caregivers, and/or guardians.
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5. SCC COMPLAINTS AND CONCERNS
As a representative body, School Community Councils may receive complaints about their operations or
the operations of the school. Any matter concerning an individual student or staff member must be
directed to the Principal. It is not the responsibility of the SCC to deal with complaints or concerns about
individuals other than to direct the concern to the appropriate individual. SCC meetings are not the forum
to discuss, consider, or provide advice about complaints or about personal, confidential information
relating to students, parents/caregivers, teachers, or other school staff.
Informal Complaint or Concern Procedure
Provided Council Members are comfortable in their knowledge and feel at ease expressing themselves
concerns or questions about Council initiatives or activities expressed informally to members of the
Council, may be addressed immediately by the Council Member. If Council Members are unsure of the
appropriate response they should say so, but indicate that they will check and get back to the individual. If
such a commitment is made, the Council Member must follow through. After responding to the complaint
or concern, Council Members should always ask if their response has been satisfactory. If the individual is
not satisfied with the response, the Council Member should explain how the School Community Councils
complaint or concern could be brought to the attention of the Council in a more formal manner.

Formal Complaint or Concern Procedure
Complaints or concerns can be brought to the attention of the SCC 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 SCC at an upcoming meeting. The SCC will provide a written response regarding how they have or
will address the complaint or concern.
Please refer to Horizon School Division’s Administrative Procedure AP 152 – Concerns and Issues for more
information.
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6. RESOLVING CONFLICT
A conflict resolution process shall be developed and used by SCCs to address both internal conflict, which
may occur among individuals within the SCC, and external conflict that may occur between the SCC and
individuals, groups, or organizations outside of the SCC.
The following steps may be helpful in resolving conflict:
Build a collaborative climate: The SCC should establish a collaborative climate so that differences in
opinion can be dealt with in an open manner and everyone’s views are valued. All SCC members should
agree to:
•

Respect the perspective of others;

•

Listen to what others have to say; and

•

Prepare to problem solve.

Be Prepared: If differences of opinion cannot be worked out, have a procedure in place. Conflict resolution
procedures may include the use of:
•

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; or

•

A plan to refer a dispute to school administrators or the Director of Education.

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.

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.
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.
Create an Action Plan: the plan should identify timelines, who is responsible for
what actions, and who will follow up.

SSBA – A Handbook for School Community
Councils and Principals
Adapted from: Alberta Home and School
Councils’ Association. 1995. School Council
Resource Manual. Edmonton.
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7. SCC COMMUNICATION
Communication with the Board
1. Each Horizon Trustee attends up to three (3) SCC meetings at each of their schools, per year.
2. Information about Horizon’s Board of Education is available online, at horizonsd.ca.
•

Information about your Trustees can be found on horizonsd.ca/board;

•

Board Policy;

•

Meeting Minutes;

•

“From the Board” (a monthly newsletter highlighting discussion topics and activities of the
Board’s regular monthly meetings.); and

•

Board meeting dates are listed on the “Division Calendar” section of the horizonsd.ca
homepage.

3. As per legislation, the Board produces audited financial statements and an Annual Report for the
preceding year.
Communication with the School
1. School Principals share the school’s Learning Improvement Plan with SCCs for their review,
discussion, input, and help in development.
2. Many schools maintain a Facebook, Twitter, and/or Instagram page to share quick updates and let
followers know what’s happening at the school in real-time. Please refer to AP 147 - Social Media
and Web-Based Services for further information.
3. Schools also maintain their school website as a source of information and resources for students,
staff, families, and the community.
•

Each school website contains an SCC page where information about their SCC is maintained.

Communication with Horizon’s Senior Leadership Team
1. The Director develops administrative procedures, such as AP 110 – School Community Councils.
2. The Director and SCC Engagement Committee plan and implement professional development
opportunities for SCC members such as Horizon’s Annual SCC workshop.
3. The Director or designate will attend SCC meetings by invitation, when available, as arranged
through the school principal.
Communication from Horizon’s Senior Leadership Team
•

Brochures and pamphlets;

•

“This Week in Horizon”, the Director of Education’s weekly message;

•

Information shared through local and provincial media;
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•

Photos and information from school and division activities;

•

Horizon School Division Website www.horizonsd.ca;

•

Facebook, Twitter, Instagram; and

•

Emails, letters, and memos, etc.

Communication with the Community
Along with the school principal, SCCs can initiate activities to promote communication between the school,
home, and broader community.
1. Ideas to promote communication with the community include:
•

Volunteer opportunities;

•

Newsletters and brochures;

•

Parent/Teacher/Student conferences;

•

School visits;

•

School displays;

•

School handbooks;

•

School website; and

•

Social media.

Horizon School Division’s Communication Services Officer is available to help support your SCC with their
communication plan, or will help promote your events or programs.
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8. SCC MEMBERSHIP
Representative Members
1. The following persons are eligible to seek election as Representative Members:
•

Parents of students enrolled in the school; and

•

Electors residing within the school attendance area.

2. The number of members range from five to nine persons, the majority must be parents of students.
First Nation Representative Members
1. Each council will, through their constitution, outline processes for electing First Nation
Representative Members; and
2. Each First Nation with a significant percentage of students who live on reserve who are attending a
school within the School Division will be requested to select a Representative Member to council.
Appointed Members
1. Legislation requires that the following members be appointed to council:
•

The school principal;

•

One teacher from that school; and

•

If practicable, one or two pupils who attend that school who are enrolled in the secondary
level.

Other Representative Members
1. Additional members may be appointed to provide specific expertise, community links or
perspectives that are considered important for a particular school. Optional additional members
are appointed by the board in consultation with the other SCC members. These members may be
appointed at any time. By broadening representation, the council has the opportunity to become
more representative of the diversity of the students it serves, including parents and family
members who may not have run for election, or those who represent particular demographics
within the school community, such as families of students:
•

For whom English is an additional language or who are recent immigrants;

•

Who are First Nation or Métis;

•

Who live in particular geographic areas, if the school serves a number of communities; and

•

Who have intensive or special needs.

2. In addition to the above groups, a council may create stronger connections to its community by
asking the board to appoint representatives from other organizations, such as:
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•

Community organizations and services, e.g., the local library, police, recreation association
or community association;

•

Elders and grandparents;

•

Business and industry;

•

Human services professionals and organizations that provide support to the school,
including health workers, social workers, and counsellors, etc.;

•

Post-secondary and training institutions or career services;

•

Faith-based organizations and churches; and

•

Other organizations that support the achievement of the objectives in the School Level Plan.
Ministry of Education Frequently Asked Questions for School Community Councils

Selection of Officers
1. The School Community Council Chair, Vice Chair and Secretary/Treasurer2 shall be selected from
among the following groups:
• Elected Parent Representatives;
•

Elected Community Members;

•

First Nation Representatives;

•

Student Representatives; and

•

Other Representative Members.

Principals and teachers are not eligible to hold an officer position.
Disqualification of Council Members
1. A school community council member shall vacate their office as a member of the school
community council if the member:
•

Is convicted of an indictable offence;

•

Is absent from three or more consecutive meetings of the school community council
without the authorization of the school community council; or

•

Ceases to be eligible for election as a member pursuant to the regulations or the policies of
the school community council’s board of education.
The Education Act, 1995 140.4, 2006, c.18, s.18.

2

Officers are selected from parent representatives, elected community members, students, First Nation, or other appointed
representatives. By legislation, SCCs must select a chair, vice chair, and secretary. Any other officer positions will be determined
as defined in your SCC’s Constitution.
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9. SCC ROLES AND RESPONSIBILITIES
Roles and Responsibilities of the School Community Council
The roles and responsibilities of SCCs include:
•

Encourage parent and community participation in education;

•

Develop a good understanding of their community including its needs, resources, supports,
and goals for student learning and well-being;

•

Cooperate with school staff to develop school-level plans;

•

Communicate annually with families and community members about their activities and
accomplishments;

•

Account publicly for money they spend;

•

Participate in orientation, training, development, and networking opportunities related to
SCCs;

•

Uphold confidentiality; and

•

Follow legislation, regulations, and board policies.

SCCs may also provide advice and recommendations to their boards of education, school staff, and other
organizations about the learning needs and well-being of students.
A Successful School Community Council:
•

Actively seeks the views of its school community;

•

Represents the views of its school community;

•

Informs its school community about its role and functions, projects it is undertaking, and
decisions it has made as well as the reasons behind them;

•

Involves its diverse school community;

•

Encourages all forms of parental involvement and support;

•

Creates a forum to increase communication among partners;

•

Works within the policies of the school division;

•

Becomes well informed about school and board policies and procedures;

•

Holds sessions on team building, and consensus building, etc.;

•

Focuses on the best interests of all students;

•

Supports school improvement initiatives; and

•

Maintains high ethical standards.

Adapted from Anthony Bryk, John Easton, David Kerbow,
Sharon Rollow, and Penny Sebring, Report of the Steering
Committee Consortium on Chicago School Reform (Chicago,
Ill.: University of Chicago Press, July 1993)
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Roles and Responsibilities of School Community Council Chair
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;

•

Ensure that the Council carries out its business according to its constitution and board
policy;

•

Establish networks that support the Council; and,

•

Act as a spokesperson for the Council.

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 desiring to speak, should be allowed to speak once, before anyone speaks for a
second time;

•

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; and

•

Every member has equal rights.
SSBA – A Handbook for School Community Councils and Principals
Adapted from Alberta Home and School Councils’ Association. 1995. School Council Resource Manual. Edmonton.

Roles and Responsibilities of School Community Council Vice Chair
The Vice Chairperson will:
•

Support the Chairperson in their duties, and taking over when the Chairperson is unable to
attend;

•

Perform responsibilities assigned by the Chairperson; and

•

Normally become the Chairperson the following year.
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Roles and Responsibilities of School Community Council Secretary/Treasurer
The Secretary/Treasurer 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;

•

Distribute minutes 3-5 days following a meeting;

•

Once the minutes are approved, a copy is to be signed by the Secretary and Chair and
submitted scc@horizonsd.ca;

•

Submit expenditure claims on behalf of Council; and

•

Ensure that appropriate notice is given for all meetings of the Council.

Recording the Minutes:
•

The Secretary/Treasurer assumes responsibility for recording the proceedings of the
meeting. In the absence of the Secretary/Treasurer, the Chairperson appoints another
Council Member to record the minutes. Horizon School Division requires the use of the
Horizon School Division template for recording minutes; and

•

Using a laptop computer helps keep information easy to read back and saves time on the
final draft of the minutes. A Chromebook can be provided by the school for use at your SCC
meeting.
SSBA – A Handbook for School Community Councils and Principals

Roles and Responsibilities of School Community Council Members
A School Community 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; and
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•

Endeavour to be familiar with school and Division policies, operating practices, and act in
accordance with them.
SSBA – A Handbook for School Community Councils and Principals
1 Revelstoke School Planning Council.

Principal and Teacher Responsibilities
Principals and Teachers play a vital role in the establishment and ongoing success of the School
Community Council. By demonstrating through their interactions with other staff, students, parents, and
community members that they believe in and support the development of an open and inviting school
climate, Principals and Teachers are positive role models. SCCs may also look to Principals and Teachers to
identify issues on problems and to provide information to support SCC decision making.
Roles and Responsibilities of the Principal
The Principal may 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.

Principals can support the ongoing development of School Community Councils by:
•

Providing necessary advice and information related to the school community;

•

Seeking the Council’s advice on school-level decisions;

•

Providing information related to Council’s approval of fundraising activities, school fees, and
the Student Code of Conduct, along with other areas that have been outlined by Horizon
School Division; and

•

Taking a leadership role in the development of the Learning Improvement Plan.
SSBA – A Handbook for School Community Councils and Principals

Roles and Responsibilities of the Teacher Representative
The Teacher Representative shall:
•

Provide insights from a staff perspective;

•

Help the SCC understand the context of operations from within the school and classroom;

•

Act as a liaison between school and SCC; and

•

Contribute their skills and knowledge as a member of the SCC.

19 | P a g e
Horizon School Division
School Community Council Handbook

Roles and Responsibilities of the Student Representative(s)
The Student Representative(s) shall:
•

Provide insights from the student perspective;

•

Provide information on student and SRC activities;

•

Act as a liaison and be the student voice representing all students; and

•

Contribute their skills and knowledge as a member of the SCC.

Roles and Responsibilities of Horizon School Division’s Board of Education
Horizon School Division’s Board of Education can help councils develop strong relationships with others by
providing clear expectations, practical support, and guidance. By establishing avenues for communication
and responding in a clear and timely fashion to SCC requests, the Board can help create a positive working
relationship. The Board is also responsible for providing ongoing orientation, training, development, and
networking for School Community Councils. This includes providing members of the School Community
Councils with professional development and networking opportunities as they work on the establishment
and operation of their SCC. It is also the responsibility of the Board to designate a school division contact
with Senior Administration, in Horizon School Division this role has been given to the Director of
Education. The Director will help ensure the successful implementation and operation of SCCs and will be a
valuable source of advice, support, and communication assistance.
Roles and Responsibilities of the Subdivision Trustee
The Subdivision Trustee shall:
•

Attend up to three SCC meetings annually;

•

Attend Horizon’s annual SCC workshop;

•

Review the minutes of each SCC meeting; and

•

Act as a liaison between the SCC and Horizon School Division’s Board of Education.
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10. SCC ELECTIONS AND ANNUAL GENERAL MEETING
1. Elections will take place during the Annual General Meeting of the School Community Council.
Please refer to the SCC AGM and Election Handbook for further information.
During the AGM SCCs shall:
(a) Elect new members;
(b) Provide an Annual Report on the activities of the most recent year;
(c) Conduct other business determined by council; and
(d) Provide a forum for dialogue with parents and the community.
2. Public notice will be given of the date, of an annual general meeting of the School Community
Council.
3. The School Community Council will appoint an employee, (not the principal), to conduct the
elections of representative members at the annual meeting. Elections will be by secret ballot.
4. The term of office for elected members will be two years, with no restrictions on the number of
consecutive terms to be served.
5. Each appointed member of a School Community Council holds office for one year and is eligible for
reappointment.
6. Vacancies that occur shall be filled by the principal in consultation with the Director of Education.
Individuals are nominated by the School Community Council.
Detailed information relating to School Community Council Elections can be found in Horizon School
Division’s SCC Annual General Meeting and Election Handbook.
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11. SCC MEETING GUIDELINES
SCCs must hold a minimum of five meetings per school year, in addition to their Annual General
Meeting. Ideally, it is best to try and lay out a schedule of meetings at your first meeting of the school
year.
Meeting Preparation
One of the roles and responsibilities of the School Community Council Chair, is to develop an
agenda for SCC meetings. Agendas help keep meetings on track.
•

A week before the meeting, the chair should prepare an agenda and email it to the principal
for review. The finalized agenda should be emailed to all attendees in advance of the meeting.

•

SCCs should use a consistent agenda structure. Horizon School Division has developed an
agenda template that can be modified to meet your SCC’s needs. (See Appendix 2)

•

Reports should be emailed out with the agenda, whenever possible, to ensure that SCC
members have time to prepare for meetings. This will allow members to familiarize
themselves with the information that is to be discussed and prepare questions in advance
of the meeting. This process will help SCCs streamline their meetings.

•

The Chair should review the agenda at the start of each meeting and incorporate a
discussion session at the end of each meeting to gather ideas and agenda items for
upcoming meetings.

During a meeting, the Chair is to “control traffic” and keep the meeting on schedule. Effective practices
include:
•

Ensure all points of view are expressed and encourage participation from all members;

•

Set a collegial tone of respect and inclusiveness; and

•

Start and end meetings on time:
o When running behind, ask attendees to help you keep track of the time or ask
the group for ideas to manage within the remaining time. Use a “parking lot”
for issues that come up, but are not on the agenda, or cannot be dealt with
quickly.

During a meeting, SCC members are encouraged to:
•

Ask questions and debate a topic while separating personal opinions from the facts
provided; and

•

Gather input from multiple viewpoints in and look at the item in a number
of different ways before bringing a motion to the table.

The ground rules for your meetings should be laid out in your SCC’s Constitution. Each School
Community Council shall post a copy of their SCC’s Constitution on the School Community
Council page of their school’s website.
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Making a Motion
•

Motions are necessary for all agenda items entailing a decision. You must have
someone second each motion being made;

•

Motions need to be worded in a way that ensures there is no misinterpretation
of the intent of the motion;

•

You may wish to consider having the SCC secretary/treasurer or chair draft motions
before the meeting. Motions can then be revised following discussion and once
any related questions have been answered;

•

Voting is to take place by a “show of hands”. The chair can then confirm whether or not
the motion is carried or defeated for the secretary/treasurer to include in the meeting
minutes; and

•

Horizon School Division’s Board of Education follows Robert’s Rules of Order. It is unlikely
that you will need to follow this formalized process, however, should your SCC need a
formalized process, please contact scc@horizonsd.ca.

Minutes
•

SCCs must keep meeting minutes. Meeting minutes can be defined as the written
record of what has happened during a meeting. They are used to inform people
as to what transpired during a meeting and are used to keep track of what was
decided and agreed upon during the meeting and can be revisited to help guide
future decisions.

•

Horizon School Division has developed a minute template that can be modified to meet your SCC’s
needs. (See Appendix 3)

•

The Secretary/Treasurer assumes responsibility for recording the proceedings of the
meeting. In the absence of the Secretary/Treasurer, the Chairperson appoints
another Council Member to record the minutes. Horizon School Division requires
the use of the Horizon School Division template for recording minutes.

•

Using a laptop computer helps keep information easy to read back and saves time
on the final draft of the minutes. A Chromebook can be provided by the school for
use at your SCC meeting.

•

Minutes are to be distributed 3-5 days following a meeting. Once the minutes are
approved, they are to be signed by the secretary and chair and a copy of the
meeting minutes are to be emailed to scc@horizonsd.ca.
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Adjourning a Meeting
•

At the end of the meeting the chair may want to consider asking committee
members:
o What went well?
o What would make our meetings even better?

•

The feedback received can be used to
continuously improve the effectiveness
of your meetings.

•

Before adjournment, review the action
items identified during the meeting and
confirm the date and time of the next
meeting.

•

Always end meetings on a positive note
thanking everyone for their
contribution.

More information can be found on the Horizon School
Division Website at www.horizonsd.ca on the School
Community Council page of the website.
Questions can be directed to scc@horizonsd.ca or by calling the Director of Education’s office at 1-306682-8639.
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12. DEVELOPING AN AGENDA
Agenda Item

To Consider

Approval of Minutes

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?

Financial Report

What expenses have been incurred to date?
(accounts both paid and outstanding)
What further expenses might be expected in the
near future?

Student Report

What activities are students involved in this
month?
What is the SRC currently working on?
How can the SCC support student’s?

“From The Board” Report

Horizon School Division Trustees will attend three
SCC meetings at each school in their Subdivision,
per year.
“From The Board”, is a monthly newsletter
containing highlights of the Horizon Board of
Education’s Monthly Meetings.
“From The Board”, can be found on the Horizon
School Division website at www.horizonsd.ca.

Committee Reports

What committees of Council need to provide a
report at this time?

Updates on the Learning Improvement Plan and/or
other Council action plans

What progress has been made to date?

Decision Items

What decisions need to be made at this time?

What kind of specific information may be required
by Council at this time?

Is Council ready to make these decisions or is more
information required?
If so, how will Council obtain that information?
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New Business/Discussion Items

Are there new topics, issues, or concerns that merit
Council’s attention?

Correspondence

Is there correspondence that needs to be
acknowledged or responded to?

Items for future consideration

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

Review Annual Work Plan

Are there items on the annual work plan that need
to be addressed at this time?

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?
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13. SCC ANNUAL WORK PLAN
Please click the link below for Horizon’s SCC Annual Work Plan

Annual Work Plan
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14. LEARNING IMPROVEMENT PLANS AND THE ROLE OF
THE SCHOOL COMMUNITY COUNCIL
The Provincial Education Plan (PEP) is developed collaboratively at the Provincial Education Plan
Implementation Team (PEPIT) level. It is approved by Boards of Education and First Nation/Métis
authorities and outlines the goals for all students in the province of Saskatchewan. The Horizon Board
of Education aligns their goals as a system to the PEP through Horizon School Division’s Strategic Plan.
The school community, through the leadership of the principal, must develop their Learning
Improvement Plan (LIP) in alignment with the Horizon School Division’s Strategic Plan.
It is understood that student learning is best served when the goals of the Ministry of Education,
Horizon School Division, and the school community are aligned.
The Learning Improvement Plan (LIP) is to be developed at the school by the principal and staff, in
consultation with the School Community Council and shall reflect Horizon School Division’s student
learning goals as outlined in Horizon School Division’s Strategic Plan.
School Community Councils shall:
1. Become informed of the school’s
Learning Improvement Plan by
understanding the components of
the plan. Discuss the Learning
Improvement Plan regularly with the
school principal and teacher
representative at School Community
Council meetings.
2. Become involved in the school’s
Learning Improvement Plan by developing the community profile. Participate in the activities
of the Learning Improvement Plan as identified by the school. Designate funds from the School
Community Council governance funds to support activities in the Learning Improvement Plan.
3. Become engaged in the school’s Learning Improvement Plan by identifying ways the School
Community Council can support the targeted areas of improvement in student learning and
well-being. Plan activities which will support the goals of the Learning Improvement Plan.
4. Encourage and recruit other parents and community members to participate in school activities
and events.
5. Celebrate successes achieved in the Learning Improvement Plan. Provide suggestions, ideas
and support to school personnel during the review process of the Learning Improvement Plan.
6. Communicate progress and successes achieved with parents and community.
7. Ensure the SCC has reviewed the LIP and the approval page has been submitted.
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15. SCC DEVELOPMENT OF A COMMUNITY PROFILE
School Community Councils are a reliable and expert source of information about their communities. By
tapping into the knowledge of SCC members, a Community Profile can be developed outlining the
economic, social, and health conditions of the community. The Community Profile can include an outline
of the community’s expectations related to children and youth learning and well-being and a list of
resources that exist in the community.
In creating a Community Profile, SCCs develop a unique understanding of the school community that they
serve. The profile is a valuable resource for the SCC, the school, the Division, and the community.
In order to develop a Community Profile, SCCs will need to understand the economic, social, and health
conditions of the parents, students, and the school community. They need to become knowledgeable
about the resources and supports available in their community. Councils need to be well-informed about
their community in order to be effective advocates.
Developing a Community Profile
The SCC may consider including information related to:
•

Economic Conditions: Statistics related to poverty, employment, business opportunities,
and housing, etc.;

•
•

Social Conditions: Languages spoken at home, culture, and religion, etc.;
Health Conditions: Health status of community members, preventative and restorative
health services, etc.; and

•

Resources Available: community and service clubs, supports for new Canadians,
community-based human service organizations, volunteers, libraries, health and recreation
facilities, etc.
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16. ADMINISTRATION OF SCC FUNDS
School Community Council accounts must comply with The Public Sector Accounting Principles. These
accounts are administered by Horizon School Division’s Chief Financial Officer.
1. School Community Councils may receive a grant from Horizon School Division in an amount
determined annually by the Board of Education.
2. Any SCC budget carryovers will be considered by Horizon School Division’s Board of Education as
part of their annual budget development process.
3. SCCs must account publicly for the expenditure of funds related to the operation of the School
Community Council.
4. Members of a SCC may be reimbursed for expenses, but do not receive compensation. Any
reimbursements shall be paid from the School Community Council Grant.
5. At each SCC meeting the principal shall provide a financial report from the SGF Portal which
outlines the original allocation, the description of any revenues received, the expenditures made,
and the resulting balance that exists at that particular time.
Completing an Authorization for Expenditure Form
At the beginning of each school year Finance Services will provide SCCs with a new set of Authorization for
Expenditure forms. These forms are customized for each SCC and numbering sequence is updated yearly.
•

Include only one expense per claim form;

•

Scan and email the Authorization for Expenditure Form and appropriate receipts (retain the
original form and receipts in the binder) and submit copies to finance@horizonsd.ca.
Submit Authorization for Expenditure Forms with attached receipts after each meeting so
payments can be processed promptly. Receipts must accompany the forms. Payment
cannot be processed without supporting receipts;

•

File all original documents in the binder provided. Please do not submit originals in the mail
run. Scanned copies are sufficient for Division Office to process claims, but the original
documents must be retained and are subject to audit;

•

If a claim form becomes void, you still must submit a scanned copy to
finance@horizonsd.ca;

•

Standing Authorization for Expenditure Forms are acceptable as long as a maximum spend
is indicated;

•

No expenses shall be paid without an Authorization for Expenditure Form. Expenses should
never be paid directly out of cash proceeds of fundraising events.
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•

If you need more Authorization for Expenditure Forms, please notify the accounting
department and more will be sent out. Please do not use any Authorization for Expenditure
Forms other than the forms provided for the current year; and

•

If you have any questions, please contact Horizon School Division Finance Services.
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APPENDIX 1

School Community Council Constitution
For the School Community Council (SCC) of

School.

1. Mission Statement
Each SCC should develop a mission statement defining what their overall goal is. The mission
statement of the SCC should align with the mission statement of the school.
2. Membership
Each SCC shall have 5-9 members as outlined in Section 8 of Horizon School Division’s SCC
Handbook.
3. Officers
Each SCC shall elect a Chair, Vice Chair, and Secretary/Treasurer from the representative members
or an appointed student member of the School Community Council. Principals and teachers are not
eligible to hold an officer position.
4. Committees
The SCC will act in a coordination role for committees operating in support of the SCC and the
school. Committees will be established at the local level. They may be internal and comprised of
School Community Council members exclusively, or they may be external and include other
parents, community members, or interested and knowledgeable individuals. Committees may be
permanent, for example a fundraising committee, or it may be an Ad Hoc committee that works
towards a specific goal and is disbanded when their work is done. All committees are advisory to
the SCC. One member of a committee should be a representative member of the School
Community Council.
5. School Community Council Meetings
Annual General Meeting
The School Community Council shall hold an Annual General Meeting. During this meeting, SCC
members will be elected, officers will be chosen, and the SCC’s Annual Report will be presented.
32 | P a g e
Horizon School Division
School Community Council Handbook

Regular Meetings
The SCC must meet a minimum of five (5) times between the first day of the school year and the
last day of the school year.
Special Meetings
A Special Meeting of an SCC may be called by:
•

The Chair of the SCC;

•

The Board of Education; or

•

A request in writing signed by no fewer than 25 persons who have a child attending that
school or who are electors living in the school’s attendance area.

6. Model of Governance
Horizon School Division SCCs shall use a representative governance model whereby meetings are
open to the public but only members of the SCC may decide upon matters brought before the SCC.
7. Voting
On matters requiring a formal vote, all SCC members, outside of permanent members, may
vote. Motions are necessary for all agenda items that require a decision. SCCs must have
someone second each motion being made.
8. Communication
The SCC will report to the school community using a communications strategy, an annual report,
and during the SCC’s Annual General Meeting.
9. School Community Council Code of Conduct
School Community Councils shall develop a Code of Conduct outlining the SCC’s expectations of its
members. Information relating to the development of a Code of Conduct can be found in Section 4.
10. Conflict of Interest
An SCC member may occasionally find themselves in a conflict of interest position in terms of some
issue under consideration by the SCC. When this happens, the member should declare that they
are in a conflict of interest situation and leave the room for the portion of the meeting, thus
refraining from participating in the discussion. The member should not vote on any decision made
on the issue.
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11. Complaints and Concerns
SCCs must develop a process for how they will deal with complaints and/or concerns. Information
relating to Complaints and Concerns can be found in Section 5.
12. Resolving Conflict
A conflict resolution process shall be developed and used by SCCs to address both internal conflict,
which may occur among individuals within the SCC, and external conflict that may occur between
the SCC and individuals, groups, or organizations outside of the SCC. See Section 6 for complete
details. If reasonable attempts to resolve the conflict, using the process outlined in Section 6, have
been unsuccessful, the principal or the chairperson will contact the Director of Education.
13. Amending the Constitution
The SCC may amend its constitution by sending the amended constitution along with the motions
supporting the amendments in writing to the Director of Education.
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APPENDIX 2
School Community Council Meeting Agenda Template
School Name: __________________________ Meeting Date: _______________
1.

Attendance
1.1
1.2

Present
Absent

2.

Call to Order

3.

Approval of Agenda

4.

Approval of Minutes

5.

Reports
5.1

Principal’s Report

5.2

Financial Report – Secretary/Treasurer

5.3

Student Report

5.4

“From the Board” Report (as attached)

5.5

Committee Reports
5.5.1 Playground Committee
5.5.2 Fundraising Committee
5.5.3 List Other Committees

6.

7.

Business from Previous Meeting
6.1

Agenda Item 1

6.2

Agenda Item 2

New Business/Discussion Items
7.1

Agenda Item 1

7.2

Agenda Item 2

8.

Future Meetings

9.

Review of Annual Work Plan

10.

Adjournment
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APPENDIX 3

School Community Council Meeting Minutes Template
School Name: __________________________ Meeting Date: _______________
1. Attendance
1.1
Present
1.2
Absent
2. Call to Order
Name, Chairperson, called the meeting to order at <time>.
3. Approval of Agenda
Moved by: <Committee Member Name>
That the agenda for the <School> SCC Meeting <Date> be approved as presented.
Carried (or defeated)
4. Approval of Minutes
Moved by: <Committee Member Name>
That the minutes from the <School> SCC Meeting <Previous Month Meeting Date> be approved as
presented.
Carried (or defeated)
5. Reports
5.1
Principal’s Report
Moved by: <Committee Member Name>
That the Principal’s Report be accepted as presented.
Carried (or defeated)

5.2

Financial Report – Secretary/Treasurer
Moved by: <Committee Member Name>
That the Financial Report be accepted as presented.
Carried (or defeated)
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5.3

Student Report
Moved by: <Committee Member Name>
That the Student Report be accepted as presented.
Carried (or defeated)

5.4

“From the Board” Report (as attached)
Moved by: <Committee Member Name>
That “From the Board” Report be accepted as presented.
Carried (or defeated)

5.5

Committee Reports
5.5.1 Playground Committee
5.5.2 Fundraising Committee
5.5.3 List Other Committees
That the Committee Reports be accepted as presented.
Carried (or defeated)

6. Business from Previous Meeting
6.1
Agenda Item 1
Moved by: <Committee Member Name>
That <motion>.
Carried (or defeated)
6.2

Agenda Item 2
Moved by: <Committee Member Name>
That <motion>.
Carried (or defeated)

7. New Business/Discussion Items
7.1
Agenda Item 1
Moved by: <Committee Member Name>
That <motion>.
Carried (or defeated)

7.2

Agenda Item 2
Moved by: <Committee Member Name>
That <motion>.
Carried (or defeated)

8. Future Meetings
*Note: Only require a motion if setting a meeting date or changing the date of an already
determined meeting date.
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9. Review of Annual Work Plan
Carried (or defeated)
10. Adjournment
Motion by: <Committee Member Name>
That we adjourn, the time being <time>.
Carried (or defeated)

________________________
<Name>, Chairperson

________________________
<Name>, Secretary/Treasurer
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