Chute Lake Elementary Parents’ Advisory Council Volunteer Position
COPAC REPRESENTATIVE (may be job shared)
The COPAC rep(s) may:

1. Attend regular meetings of the COPAC and represent, speak and vote on behalf of the CLE PAC.  
a. COPAC meetings are held the first Monday of the month at 7:00pm at the Hollywood Road Education Centre at 1040 Hollywood Road and the second Monday when a holiday falls on the first Monday.

b. At the COPAC meetings:

· Sign in and gather all the information displayed on the counter.

· Take only the information (not the folder itself) and get the school card for display in front of you during the meeting.  This card is for you to vote and make motions with.  Return the card to the appropriate school folder after the meeting.

· Help yourself to tea or coffee, take a seat and feel free to network.
· If a Rep has an issue or concern that they feel needs to be addressed by COPAC, they may contact the President to have that item added to the next meeting’s Agenda (items may always be added to the Agenda at the beginning of the meeting, time permitting).
· The amount of new information presented and the use of often unfamiliar terms (e.g. COTA, BCCPAC) can seem overwhelming to a new rep.  We have all experienced this and it is important for COPAC Reps to ask questions if there is something they do not understand.
2. Standing invitation to attend the CLE PAC Executive meetings as a key volunteer position to report and discuss COPAC or School Board action items and results with the CLE PAC Exec.

3. Regularly attends the CLE PAC General meetings to report on the COPAC meetings and School Board business that is relevant to CLE parents.
4. Communicate or post all pertinent COPAC announcements, brochures and newsletters to the PAC (via E-News and the Parent Bulletin Board at the school) and liaise with other parents and COPAC representatives.
5. COPAC Reps are encouraged to attend at least one School Board meeting a year.

6. Volunteer to sit on COPAC committees.  Committees may be either strictly COPAC or may be Board committees that request a parent representative.  Committees may be standing, such as Safe Schools Committee, which is a Board committee; or ad hoc, such as the Education Week Committee. 
7. Prepare an annual report as required that reviews council goals and achievements, provides a record of actions taken, and outlines responsibilities for future candidates for the role. 
***Job description updated June 14, 2011
