
ARTICLE 5 - Duties of the JESC members  

     The Chair shall:  

1. Chair all Council meetings and ensure that there is regular communication with the school 
community;  

2. Set and distribute the agendas for all Council meetings, according to the provisions of 

Article 6;  

3. Present a written report of the year's activities at the Annual General Meeting and supply 
this report to the Board and/or Ministry as required; (iv) be the ex-officio member of all 

committees of the JESC;  

4. Act as a liaison between the JESC, the School, the Board and the Ministry;  

5. Represent the JESC at special functions or in making representations to the Board, or 
shall appoint a designate when necessary;  

6. Act on behalf of the JESC on issues that have been previously discussed by the JESC. In 

those instances where no advance discussion has occurred, the issue shall be reported at 
the next meeting for ratification by the JESC;  

7. Act as financial officer with signing authority along with the Treasurer and the Vice-Chair;  

8. Be responsible for the overall management of the JESC in accordance with the 

Constitution.  

This position may be held by co-chairs in which case there will be no Vice Chair. 

 

    The Vice-Chair shall:  

1. Assist the Chair as required in the performance of the Chair's duties;  

2. Substitute for the Chair when necessary; and,  

3. Act as financial officer with signing authority along with the Chair and the Treasurer.  

If there are Co-Chairs, this position will not be filled. 

 

    The Secretary shall:  

1. Record the minutes of all scheduled meetings of the JESC;  

2. Prepare and distribute the minutes of each meeting, according to the provisions of Article 

6;  

3. Take attendance at each meeting;  

4. Be responsible for determining whether quorum requirements as set out in Article 7 have 
been met for each meeting;  

5. Assist the Chair with correspondence as required;  

6. Be responsible for filing and for maintaining the records of the JESC including the 

Constitution and all policy Guidelines.  

 

The Treasurer shall:  

1. Be responsible for the bank accounts of the JESC;  

2. Receive and deposit promptly JESC funds in the JESC bank accounts;  

3. Act as the principal financial officer and have signing authority along with the Chair and 

Vice-Chair;  

4. Present a current financial report at scheduled meetings;  



5. Submit in writing a preliminary annual financial report at the last Council meeting of the 
school year;  

6. Ensure that the bank accounts and books are available for inspection by the Financial 

Committee following the end of the fiscal year;  

7. Submit a final inspected financial report at the Annual General Meeting.  

 

The Ottawa-Carleton Assembly of School Councils (OCASC) Delegate shall:  

1. Attend and participate in OCASC meetings;  

2. Represent the opinions and concerns of the JESC at the OCASC meetings;  

3. Vote at these meetings on behalf of the JESC on issues that have been previously 

discussed by the JESC;  

4. Where there has been no opportunity for discussion at a JESC meeting, make every effort 
to consult with the Chair and other Council members, in order to represent the views of 

the group as fairly as possible and to vote on its behalf. These actions shall be presented 
at the next meeting of the JESC for ratification;  

5. Present a OCASC report at each Council meeting of the JESC or as directed by the Chair. 
The Secretary and Delegate shall determine in advance if a written report is required; 

and, keep the JESC informed of any relevant issues on a continuing basis.  

6. Where there has been no opportunity for discussion at a JESC meeting, make every effort 
to consult with the Chair and other Council members, in order to represent the views of 

the group as fairly as possible and to vote on its behalf. These actions shall be presented 
at the next meeting of the JESC for ratification;  

 

The Fundraising Committee Chair shall:  

1. Facilitate the formation of the fundraising committee;  

2. Define JESC fundraising targets, objectives, benefactor programs and priorities and 

submit to the JESC for approval;  

3. Establish and coordinate JESC sponsored fundraising activities;  

4. Report regularly at JESC meetings on the status of fundraising activities, and progress 
towards targets and objectives;  

5. Recommend the schedule for distribution of funds to the benefactor programs, and 

submit to the JESC for approval;  

6. Coordinate with the Treasurer the distribution of funds to the benefactor programs where 
there has been no opportunity for discussion at a JESC meeting, make every effort to 

consult with the Chair and other Council members, in order to represent the views of the 
group as fairly as possible and to vote on its behalf. These actions shall be presented at 

the next meeting of the JESC for ratification;  

 

The Communications Chair shall:  

1. Be responsible for the maintenance and update of the JESC website which shall include 
posting meeting minutes once they have be accepted and approved by the council, 

posting the monthly newsletter for online access, and keeping the home page updated 
with important information for the school community.  

2. Use media resources to inform the community and school population of upcoming events  

3. Assist the Chair and any committee chairs in creating press releases, newsletters, or 

articles as needed.  



4. Update the council at meetings by any media exposure received and if necessary report 
on the feedback received from that exposure.  

 

Volunteer Coordinator shall:  

1. Recruit parents and community members as volunteers  

2. Compile and maintain a database of parent and community volunteers for school and 
council events.  

3. Assist council chairs, committee chairs and school staff in filling any need for volunteers 

by contacting individuals in the database.  

4. Ensuring that the database is current, updated, and that no one is added to the database 
without their previous consent.  

 

Members at Large/Parents Representatives shall:  

1. Have voting rights on all issues discussed by the JESC  

2. Participate on any committees established by the school council  

3. Contribute to the discussions of the council  

4. Solicit the views of other parents and members of the community to share with the 

school council;  

5. Observe the council's code of the ethics and established bylaws.  

 


