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Purpose

This document is compiled to fulfill the mandate provided to CSAC by the Ministry of education as documented in SCHOOL COUNCILS: A GUIDE FOR MEMBERS, 2001

“School councils must develop certain bylaws to provide them with direction for the operation of council business and to help the council work effectively. The development of operating bylaws should begin as soon as possible after a council meets for the first time. At a minimum, the regulation requires councils to develop bylaws to address the following areas:

· Election procedures

· Filling vacancies

· Conflict of interest

· Conflict resolution procedures

Bylaws governing other areas of operation may also be developed.

Once bylaws have been developed, your school council may want to review them from time to time, although they do not need to be rewritten each year. Conflict resolution bylaws must be established in accordance with any applicable policies established by the board.”(
“ School councils play a vital role in the education system in Ontario. They provide a forum through which parents and other members of school communities can contribute to improving student achievement and school performance.

In 2000-2001, the Ontario government took significant steps to ensure that parents, through their school councils, would have greater influence in their children’s education. New regulations were created that confirm the advisory role of school councils and clearly state that their purpose is to improve student achievement and enhance the accountability of the education system to parents.

School councils are now able to make recommendations to their principals and school boards on any matter. Principals and school boards, in turn, must consult with school councils on a variety of matters that affect student learning. They must also consider recommendations made by school councils and report back to the councils on how they plan to act on their advice.”(
Change Log

	Version
	Date
	Summary

	Version 1.0
	June, 2002
	Initial Creation

	Version 2.0
	Feb 12, 2003
	Added Budget and Fund Distribution Section

	Version 3.0
	June 7, 2004 
	Added bylaw adjustment section and changes to calendar 

Removed involvement in High School Open House

	Version 4.0
	May 17, 2005
	Adjustments to calendar – especially the fine-tuning of CSAC’s involvement in the local action plan.

	Version 5.0
	Nov 22, 2005
	Adjusted bylaws to reflect that the school calendar should be started in May and reviewed as the annual general meeting in June.

The final is presented at the first CSAC meeting with highlights of any deviations from normal planning. 

	Version 6.0
	June, 2006
	Includes revisions to the calendar as approved at the June, 2006 CSAC Annual General Meeting. 

This includes: renaming of the “Local Action Plan” to a “School Learning Plan” and a review of the Pupil Placement Policy. 

	Version 7.0
	Nov 7, 2006
	Changed at General Election Meeting.  

Include clause for absence of CSAC members. By-Law 39.

	Version 8.0
	June 12, 2007
	Changed the Election procedures, and consistently represented CSAC by CSAC (replacing references to Council and C.S.A.C). 


CSAC Code of Ethics

By-law-1. A member shall consider the best interests of all students.

By-law-2. A member shall endeavor at all times to be mindful of the views of the community which he or she is representing through his or her position on CSAC.

By-law-3. A member will be mindful of the need to welcome and accommodate parents and members of the community to CSAC and subcommittee meetings.

By-law-4. A member shall be guided by the schools and the school boards mission statements.

By-law-5. A member shall act within the limits of the roles and responsibilities of CSAC as identified by the school’s operating guidelines, the school board, and the Ontario Ministry of Education.

By-law-6. A member shall become familiar with the school’s policies and operating practices and act in accordance with them. 

By-law-7. A member shall maintain the highest standards of integrity.

By-law-8. A member shall recognize and respect the personal integrity of each member of the school community.

By-law-9. A member shall treat all other members with respect and allow for diverse opinions to be shared without interruption.

By-law-10. A member shall encourage a positive environment in which individual contributions are encouraged and valued.

By-law-11. A member shall acknowledge democratic principles and accept the consensus of CSAC.

By-law-12. A member shall respect the confidential nature of some school business and respect limitations this may place on the operation of CSAC.

By-law-13. A member shall limit discussions at CSAC meetings to matters of concern to the school community as a whole.

By-law-14. A member shall use established communication channels when questions or concerns arise.

By-law-15. A member shall declare any conflict of interest.

By-law-16. A member shall not accept any payment or benefit financially through CSAC involvement. General Expectations regarding meetings.
Election Procedures:
By-law-17. Election shall occur within the first 21 days  of each school year and before curriculum night.  

By-law-18. Nomination Committee:  
(1) In preparation for the upcoming elections in September, CSAC shall appoint the chair of the Nomination Committee.  For the annual election, this appointment must happen in April/May in time to report nomination results at the Annual General Meeting (AGM).The Nomination Committee shall gather nominations and encourage membership.  A second call for nominations will be made during the first week of school and at least 15 days before the election date to facilitate the inclusion of parents / guardians new to St Cyril Catholic School (St. Cyril).   

(2) For mid-year elections, the appointment of the chair of the Nomination Committee can occur at any CSAC meeting.  The election will occur at a general meeting between 15 and 30 days following the call for nominations. 
(3) The chair of the Nomination Committee may not be a member of CSAC for the year in which he/she is gathering nominations. 

(4) The Nomination Committee shall;

(a) Provide nomination forms to the Principal for distribution to the community;

(b) Within the first week of school provide flyers to the Principal for distribution to the community notifying them of the Election General Meeting as well as the procedures, date(s), location, and time of the CSAC election,
(c ) Conduct the elections by secret ballot; 

(d) Count, tabulate, and report the ballots in the presence of a designated TCDSB representative such as the principal. 

(e) Destroy all ballots following a resolution of CSAC to destroy the ballots from the newly elected CSAC. 

By-law-19. Parent /Guardian: 

(1) Each parent / guardian of a student enrolled in the school shall be entitled to one vote for each Parent Member position on CSAC.

(2)  Each parent / guardian seeking election as a Parent Member 
(a) must be nominated or self-nominated in writing or nominated from the floor of the Election General Meeting.
.

(b) must have a child registered at the school
(c ) must declare if he or she is employed by Toronto Catholic District School Board (TCDSB) on his / her nomination form or at the Election General Meeting. 
(d) will be given the option of speaking for a maximum of 30 seconds at the Election General Meeting prior to the distribution of ballots.  Speeches will be conducted in order of names on the ballot.

By-law-20. Employees of the TCDSB, who work at St Cyril and have children  attending St. Cyril cannot be a Parent Member.  
By-law-21. (1) An election will be deemed necessary if CSAC Parent Member nominations exceeds 8% of the number of families at CSAC at election night.  There is a maximum of 8% Parent Member positions on CSAC.   
(2) If the number of candidates is less than or equal to the number of Parent Member positions, the candidates shall be acclaimed.
By-law-22. (1) The order of candidate’s names on the ballot shall be in alphabetical order by surname, except those nominated from the floor.

(2) Casting more than the maximum number of votes permitted in the category shall constitute a spoiled ballot.

(3) Nominees will be ranked by number of votes. The top (number to be determined at AGM) ranked parents will become the elected members of CSAC.    

(4) If there is a tie for the last Parent Member position(s), a subsequent ballot will be held consisting of all those who tied for the last Parent Member position(s) on the original ballot.  Despite bylaw 22, If such a tie occurs in this run-off vote, all tying members in the 2nd vote will be declared Parent Members.  

(5) Appeals related to the CSAC election process or results shall be resolved by the Principal.   

By-law-23. (1) Election of the teaching staff representative

· The Principal will make the necessary arrangements for the teaching staff representative to be elected or appointed.

· Anyone assigned to the teaching staff of the school (full or part-time) other than the Principal or the Vice-Principal(s) may be a candidate.

(2) Election of the non-teaching staff representative
· The Principal will make the necessary arrangements for the non-teaching staff representative to be elected or appointed.
· Anyone assigned to the non-teaching staff of the school (full or part-time) may be a candidate.

(3) Election of the student representative
· The Principal will make the necessary arrangements for the student representative to be elected or appointed.
By-law-24. Selection of community representatives:
· The appointment of community representative(s) to CSAC is to be done by majority vote at the first CSAC meeting of the newly elected CSAC following the Election General Meeting.  Eligible voters for this vote will include Parent Members, and Staff Members.  
· Employees of the TCDSB who work at the school may not be a community representative.
· No more than three (3) community members can be appointed to CSAC.
By-law-25. Principal must notify all individuals standing for election of the results before the results are published to the school community.  Principal must publish a list of successful candidates to the St. Cyril Community within five (5) days of the election.
By-law-26. Following the election of Parent Members at the Election General Meeting, CSAC shall elect its Executive Officers.  It is recommended that the Chair of CSAC have at least one year’s experience on St. Cyril’s CSAC.  The Executive Officers will include a chair, vice-chair, secretary, and treasurer.  The Principal, as an agent of the TCDSB, shall not vote in the election of the Executive Officers nor on any matter for which a vote is taken.  
Filling Vacancies

By-law-27. If any CSAC positions become vacant because of resignation, inability of a member to fulfil his or her roles and responsibilities, or other cause, the remaining members shall constitute CSAC, unless the parent/guardian majority is not maintained.  If the majority of parents on CSAC are not maintained, CSAC shall instruct its nominating committee to send home nomination forms for the vacant positions for parents on CSAC and to hold an election for the purpose of filling the vacancy. Vacant positions, other than for parent representatives, may be filled by appointment of CSAC for the remaining term of office, from among members of the school community who meet the requirements set for the vacant positions.

Conflict of Interest

By-law-28. Each CSAC member shall avoid situations that could result in an inconsistency between the overall goals and vision of CSAC and a personal or vested interest, that arise in connection with his or her duties as a CSAC member.
By-law-29. Should an issue or agenda item arise during a CSAC meeting where a CSAC member is in a conflict of interest situation he or she shall declare conflict of interest immediately and decline from the discussion and resolution.

Conflict Resolution Procedures

By-law-30. CSAC members are elected to serve the school community and will demonstrate respect for their colleagues on CSAC and any and all guests in attendance at all times.
· If a CSAC member or members become disruptive during a meeting, the chair shall ask for order.

· If all efforts to restore order fail or the unbecoming behaviour continues, the chair may direct the individual CSAC member(s) to leave the meeting, citing the reasons for the request.

· The removal of a member for one meeting does not prevent CSAC member from participating in future meetings of CSAC.

· The incident shall be recorded and submitted to the Superintendent of Schools within one week of the meeting.

· When the chair has requested the removal of a member(s) from a meeting the chair shall request that the disputing members of CSAC participate in a special meeting, the purpose of which will be to arrive at a mutually acceptable solution to the dispute.  Such a meeting may be a private meeting and shall not be construed as a meeting of CSAC.

· The chair may request the intervention of an independent third party to assist in achieving a resolution to the dispute.

· Any resolution reached at the meeting to resolve the conflict shall be signed and respected in full by all parties in the dispute and read into the minutes of the next meeting by the CSAC chair.

· Conflicts between members and/or administration, which occur outside the context of meetings, are the sole responsibility of the parties involved.
The Number and Scheduling of Meetings

By-law-31. CSAC meetings are scheduled monthly..  These meetings cover topics as listed below:

· Meetings are held on Weeknights and generally run from 7:30-9:30 PM in the School Library.  Location and time can be adjusted to accommodate the needs of the newly elected CSAC each year.  

· A tentative meeting schedule is to be published by the first CSAC meeting following elections. 

· The Principal ensures permits are booked at the outset of the academic year immediately following the establishment of planned meeting dates.

· The CSAC Executive meets two or three days in advance of each meeting to review submissions to the agenda.

· Committee chairs notify the secretary of submissions related to their area of responsibility prior to that executive meeting.

· Members of the community interested in making submissions notify a member of CSAC who then directs them to the appropriate committee for their area of interest/concern.  

· Community members contacting the school office should be asked to leave their name and number so that the appropriate member of CSAC can contact them to facilitate their involvement.

Preparation and Parent Information Sessions: 

By-law-32. Meetings are held approximately once a month with the exception of December and March.  Where a light agenda exists for CSAC Meetings, this meeting may be scheduled on the same evening as a CSAC meeting and immediately following it. Permits for all Committee meetings are reserved in the beginning of the school year, once the executive members have been established. Parent members of CSAC will attend all committee meetings.  The Principal, Teacher representatives and Student Council Representatives are not required at committee meetings. CSAC topics can be covered at multiple Preparation and Parent Information Sessions.  Prior to the CSAC item being covered, these sessions can aid in preparing the contents of the CSAC presentation.  Following the CSAC presentation, these sessions will debrief the information presented and decide if further CSAC action is required. 

Committee Business: 

By-law-33. A parent or parents can come together to ask that an issue be considered by CSAC.  Where further exploration of the issue is required, a committee is established at the direction of CSAC.  

By-law-34. The committee will be assigned a committee chair from the active members of CSAC.  

By-law-35. Committee business can be conducted outside of both the CSAC meeting and the Preparation and Parent Information Sessions.  

By-law-36. One (1) CSAC member must exist on each established committee.  The CSAC member or the committee chair will report back to CSAC for approval on position statements or direction setting.  Feedback from the parent community can be made through a presentation at a Preparation and Parent Information Session.  

The Basic Calendar Of Events: 

	Month
	Agenda for Preparation and Parent Information Sessions 
	CSAC s Agenda

	Sept
	· Nomination form and notification of   election meeting goes home first day of school

· Curriculum Night 

· Orientation of new incoming CSAC – Summary of Basic Calendar of Events
	· Orientation/Selection of CSAC Executive 14th day after beginning of  classes

· Selection of new CSAC members

· Confirmation of Special Events Committee

· School Calendars -  (Presented by Principal)

	Oct
	· Special Events Committee – prepare calendars

· Budget Preparation


	· CSAC Budget - (Presented by treasurer)

School Budget -   (Presented by Principal)

· Special Events Calendars - (Presented by S. E. Committee)

·  “School Learning Plan”  for school year  (Presented by Principal) 

	Nov
	· Review  School Profile 

· Assign responsibility for the following initiatives:

· Plan/Execute for French Information Night

· Revise CSAC Info/Welcome Booklet to New Families in time for Kindergarten registration
	· School Profile (Presented by Principal) 


	Dec
	Social – Short CSAC meeting  if needed

	Jan
	· Prepare/Update Principal Profile
· Prepare/Update Community Goals
	· Principal Profile (Presented by CSAC) 
· Community Goals (Presented by CSAC)

	Feb
	· CSAC Update on Progress year to date to the school community

· Review “School Learning Plan”  to provide recommendations for the next school year’s plan
	· EQAO results – (Presented by Principal)

· Parent recommendations for next school year’s  “School Learning Plan” (Presented by CSAC)


	Mar
	· Plan/Execute EQAO Initiatives

· Review Pupil Placement Policy on “Odd Years”


	· Final  “School Learning Plan”  for next school year (Presented by Principal)
· Review and approve adjustments to Pupil Placement Policy on “add years” (Presented by CSAC)

	Apr
	· Start preparing for Annual Report 

· Strike Nomination Committee
	· Status of  current year’s  “School Learning Plan” (Presented by Principal)

	May
	· Budget Reconciliation – Treasurer

· Election Preparation -  For next year

· Prepare for - Annual General meeting

· Prepare CSAC Calendar for following year 

· Recruit volunteers for “Start of Year Package”


	· Annual General Meeting/CSAC Budget  Reconciliation

· Nomination Committee Update

· Recruit volunteers for Curriculum Night Committee for the following year

· Adopt CSAC Calendar for following year (Presented by CSAC)
· Present draft School Calendar for next year (presented by Principal)

	June 
	· Finalize - Annual Report for distribution to community and TCDSB.

· Collect Nomination Forms including Special Events Committee

No meeting: Chair and Nomination Committee Responsibilities.
	Social

With Short CSAC meeting if needed


· SCHOOL COUNCILS: A GUIDE FOR MEMBERS, 2001 Section 3.6 and 3.7
    SCHOOL COUNCILS: A GUIDE FOR MEMBERS, 2001 Section 3.8 and 3.9
The Number of Parent Members and Quorum

By-law-37. The council will consist of not less than 8% of total number of families in the school 

By-law-38. A simple majority constitutes a quorum.

By-law-39. A parent/guardian will be deemed no longer to be a member of CSAC if he/she has not attended two consecutive scheduled regular monthly CSAC meetings without prior notification and consent of the CSAC.  The Chair of CSAC shall notify this member in writing within 21 days after missing the second consecutive scheduled regular monthly CSAC meeting.     The member may appeal this by addressing the CSAC at the next scheduled regular monthly CSAC meeting, and allowing the entire CSAC, excluding the member in dispute, to vote, with a simple majority, on whether the member will be reinstated to CSAC. 
Voting, Consultation with School Community

One of CSAC’s main purposes is to share information with parents and the community and to seek their ideas and views about matters under consideration by CSAC.  When and how this happens depends on the issues before CSAC.  The impact of issues before CSAC will vary from having no direct or indirect impact on the students in the school to affecting all students in the school.  The issue before CSAC will determine when it is appropriate to consult with parents and the community. 

By-law-40. The St. Cyril CSAC represents the parent community.  As elected representatives to the community, they must vote in the best interest of the community.

By-law-41. When the impact of a plan or policy will directly effect the entire school population, surveys of each household will be done to ensure CSAC’s decision accurately represents the views of the whole community. 

By-law-42. To most effectively and consistently represent community views active participation of parents from the school is needed.  To maximize parent involvement;

· CSAC meeting dates are set and publicized at the outset of the school year.

· Reminders of meetings are published in the monthly calendar and school newsletter and on the school web site.

· Minutes are electronically posted on the school web site and posted on the bulletin board.

· A copy of the minutes and the agenda is filed in the “Minutes” binder, which is located in the school office.

Budget and Distribution of Funds

CSAC, in performing its mandate, will require an approved budget to manage funds donated; and, distributed

By-law-43. A request for family donation will be made on the first day of school requesting donations by Sept 30th.   Follow-up letters can occur (depending on response) at 2 week intervals until Oct 31. 

By-law-44. The Family Donation will be administered by the Outgoing treasurer until Sept 30.

By-law-45. While some special events generate revenue for CSAC (e.g. Pizza Lunch), CSAC fundraising will be limited to the request for a family donation

By-law-46. A draft budget is set by CSAC members two weeks following choosing of CSAC.

By-law-47. Proposed budget is presented to CSAC for approval at 1st CSAC meeting no more than 30 days after election.  Budget is approved; and, set at this point.

By-law-48. Prior to approval, new disbursements will be limited to:

1. Pizza funds,

2. Milk funds,

3. Agendas,  

4. Start of year BBQ

5. No more than $1000 for emergency identified requirements. 

By-law-49. In the budget,

1. 5% of money is allocated to people with financial difficulties.  If this is unused by May of the school year, this money will be given to the school librarian to be invested in Library books.

2. Agendas will be funded by CSAC for each child in the school.

3. An amount not less than $2000 must be carried over to the next year for beginning of year expenses. 

4. The budget must include accommodation for 

· Special Events,

· Sacraments, and

· Graduation,

5. Some of the budget will be disbursed to teachers for sundry classroom expenses.  The amount to be distributed will be at least equal to proceeds from at least 8 pizza lunches. 

By-law-50. Mid-Year Budget Adjustments & Spending Decisions are handled in the following way: 

Should deviation from Budget be required due to an increase or decrease in proceeds, the following table governs tolerances for recommendation/approval of the deviation.     

	Variance from Budget
	Recommendation By
	Approval By

	< $50.00
	Treasurer
	Treasurer (Informal by Principal in Cheque Signing)

	$50.01 - $150.00
	Treasurer
	Principal

	$150.01 - $500.00
	Joint by any CSAC Executive member + Treasurer
	Treasurer + Principal 

	$500.01 - $1000.00
	CSAC Executive joint recommendation
	Chair + Principal

	$1000.01 - $2000.00
	CSAC joint recommendation
	CSAC + Principal

	> $2000.00
	CSAC approval at a CSAC meeting where community is invited to attend. 
	CSAC + Principal


ByLaw Adjustments

By-law-51. An adjustment to a bylaw must be made as a motion at a CSAC meeting. 

Definitions/Glossary

French Immersion Information Night: held for parents of JK students who are considering an Early French Immersion education for their children at St. Cyril.

French Workshop: held for St. Cyril community to explore options for enriched French education. 

Preparation and Parent Information Sessions.  These sessions are to allow for working sessions when preparation is required for CSAC meetings.  Individual subcommittees may meet more frequently and then come to the Parent Information Session or Preparation Session with ideas that they would like feedback on.  These sessions are also held so that a topic can be explored more fully.  Parents who would like to understand or have an opinion they would like to share, should come to committee sessions (Preparation and Parent Information Sessions) to discuss the issue. 







( SCHOOL COUNCILS: A GUIDE FOR MEMBERS, 2001 Section 7.1


( SCHOOL COUNCILS: A GUIDE FOR MEMBERS, 2001 Section 1.1





