Chute Lake Elementary Parents’ Advisory Council Executive

Executive Position:  PRESIDENT

The President may:

1. Keep all school district notes, BCCPAC memos and Ministry of Education flyers in proper order. As there is no storage space at the school for PAC papers and document, it is incumbent upon the President to keep a paper and/or electronic record of all key documents.  Electronic documents should be regularly backed up onto a thumb drive or CD and filed at the end of each year with a binder containing all paper copies.  Past years records are to be stored at the school.
2. Sort mail and pass onto coordinators.

3. Keep a record of all correspondence, PAC agendas and PAC newsletters in a binder for future reference.  Also recommend keeping a copy of all event budgets, promotional materials and the final report.  Ensure all PAC agendas (in advance of meetings) and general meeting minutes and PAC Newsletters are publicly available for all PAC members to access by posting to clesharks.ca documents section.
4. Write the monthly PAC News in the school newsletter or work with the Communications Coordinator if available.

5. Prepare agendas for the monthly executive and general PAC meetings.  All agendas should be available at least three days prior to the meeting and the general meeting agendas are to be posted on clesharks.ca for public access.
6. The President does not vote at general or executive meeting unless to break a tie and must maintain a neutral position during debates.

7. Preside at monthly executive and general PAC meetings, maintaining control and ensuring meetings run smoothly and on time.
8. Ensure council is represented in school, district and neighbourhood activities.
9. Be a signing officer and facilitate financial transactions where needed.

10. Ensure that council activities are aimed at achieving the purposes set out in the constitution.
11. Develop and maintain a close working relationship with the school secretary, the principal and vice principal to ensure the PAC goals and objectives are in close alignment with the school’s goals and objectives.

12. Work with the PAC Treasurer at the beginning of the year to outline any new financial requirements and opportunities, in conjunction with the annual PAC events and programs to be presented for approval as the PAC Budget.  Solicit input from the school administration and teaching staff as to their needs prior to presentation.  Once approved, ensure the PAC Budget is published for all PAC members to access.
13. Solicit volunteers and appoint committees where authorized by the membership or executive and be a member (ex-officio) of all committees.

14. Prepare an annual report that reviews PAC goals and achievements, provides a record of actions taken, and outlines responsibilities for future candidates for the role.  Ensure that annual reports from all PAC Executive members and Event Chair/Organizing Committees are submitted, filed and made public in a final PAC Newsletter.
15. Prepare for and organize the Annual General Meeting (AGM) in May at which time PAC Elections for the next year are held.
16. Since the President does not have a vote (except in a tie) your personal views may have to be put aside.  
17. Remember that people like to be thanked for their efforts.  This can be done via a phone call, a card or name mentioned in PAC News (within the school newsletter) and on E-News.  

18. The three keys to success as a PAC President are – communicate, communicate, communicate – with your executive and key volunteers, the school administration and staff, and the general PAC members.  More is almost always better.
19. Always remember that the President of any organization sets the mood/tone of the meetings.  Be positive, patient, listen, do not judge, and keep smiling.
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