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DUTIES AND RESPONSIBILITIES OF ELECTED OFFICERS 
 
i. 
 

Executive Committee 

Shall consist of President, Past President, Vice President, Secretary, 
Treasurer, plus the Chair of the following committees of the local: 

 
1. Professional Development 
2. Social 
3. Communications 
4. Economic Policy 
5. Election (As required from January through May to complete duties.) 
6. School Board Policy Advisory 
7. Substitute Teachers’ 
8. Negotiating Sub Committee Chair will attend Executive Committee 

Meetings during the period of negotiations from the first meeting with 
the Board through to ratification of a Memorandum of Agreement. 

 
Only persons authorized by Local Council or Executive Committee may 
represent the views of the teachers of this Local to the public or media. 

 
Since the Executive Committee members are considered to be the senior 
officers of the Local, one of their major functions is to guide policy 
development by Local Council.  Additional duties are outlined below: 

 
1. Prepare the agenda for Local Council Meetings. 
2. Sit as Budget Committee. 
3. To deal with emergent situations which arise and report to Local 

Council. 
4. Nominate delegates to represent the Local at conferences as 

authorized by Local Council. 
5. Organize and implement the Induction Ceremony in the fall. 

a. One complimentary ticket shall be provided to each member of 
the local upon request. 

b.     In addition, one complimentary ticket will be offered to each of 
the         



                    following: 
 
 

i. Executive Committee
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   i.   Executive Committee Members 
      ii.  School Representatives 

iii. Guest Speaker 
      iv.  Inductees 

 v.   Administrative Council Members 
 vi.  School Board Members 
 vii. District Representative 
 viii.  Administrative Assistant 

 
  

6. Organize the Beginning/New Teacher Workshop in consultation with 
the Economic Policy Committee: 
 

i. The orientation will be held early in the school year. 
ii.      Invitations will be sent to the following: 

     
1. Executive Committee Members 
2. District Representative 
3. Administrative Assistant 
4. New Teachers 
5.  Economic Policy Committee Members 
6. Any other(s) that Executive Committee deems 

necessary. 
 
7.       Appoint the Political Action Committee, when necessary, chaired by        
          the Past President. 
8.        Establish the conditions of employment for the position of 
Administrative  Assistant for the Local. 
9. Designate a person to attend District School Council on behalf of the  

Local.   
10. The Executive Committee may invite other members of the 

Association and/or other advisors to attend meetings as required. 
11. To exercise general supervision of the affairs of the Local 

Association. 
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DUTIES AND RESPONSIBILITIES OF ELECTED OFFICERS 
 
ii. 
 

President 

Any large organization requires a chief executive officer that generally 
speaks for, and represents the organization.  It is with the above in mind that 
the following list of duties and responsibilities is assigned to the President of 
this Local.  It shall be the duty of the President to: 

 
1. Preside at all Executive Committee Meetings, Local Council and 

General Meetings. 
2. Act as public spokesperson for the Local Association. 
3. Co-sign all cheques not payable to the President issued by the Local 

Association. 
4. Approve all external correspondence. 
5. Act as a member of the Executive Committee. 
6. Act on behalf of the Local or send a representative to public meetings 

whenever there are indications that matters affecting the Local are to 
be discussed. 

7. Act as a member of the Working Conditions Committee, a Joint 
Committee of the Local and Lethbridge School District No 51. 

8. Participate in the Induction Ceremonies of the Local. 
9. Participate in the Spring Retirement Banquet sponsored by the Local. 
10. Act as an Ex-Officio member of all standing and ad-hoc committees 

of the Local. 
11. Act as one of the signing authorities to the P D Fund.  Ensure that all 

P D Fund reports are submitted when requested. 
12. Serve as Local Representative to the Annual Representative 

Assembly. 
13. Attend School Board Meetings on behalf of the Local, or find an 

alternate Executive Committee member to attend on behalf of the 
Local. 

 
 
 
 



 
 
ii. President Continued
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The President shall hold office for a two-year term.   Should he/she fail to 
attend more than two successive meetings, without showing good cause, 
his/her office shall be declared vacant by Executive Committee or Local 
Council.  
 
Resignations should be submitted in writing to the Local office. 
 
In order to carry out these and other duties, our Local provides its President 
with up to twenty days release time during the year.  The President at his/her 
discretion may take these days.   
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DUTIES AND RESPONSIBILITIES OF ELECTED OFFICERS 

 
iii. 
 

Vice President 

As this office may lead the incumbent to the Presidency, the Vice President 
is expected to assume major responsibilities in the Local.  It shall be the duty 
of the Vice President to: 

 
1. Take charge of the affairs of this Local Association in the absence of 

the President. 
2. To assist the President in the discharge of his/her duties as requested. 
3. Serve as a Local Representative to the Annual Representative 

Assembly. 
4. Coordinate the activities of the Annual Representative Assembly 

Delegates.  This includes purchasing hospitality supplies while at 
ARA. 

5. Act as Chair of the Policy Committee. 
6. Maintain the Local Policy Handbook and ensure that it is kept up to 

date and to distribute revised copies to all members of Local Council. 
7. To advise the President regarding constitutional and policy matters. 
8. Co-sign cheques issued to the Local President, Treasurer or Secretary. 
9. Organize a School Representatives’ Seminar each fall. 
10. Co-sign all cheques of the Local Association should the Local 

President, Treasurer or Secretary be unavailable. 
11. Negotiate the Administrative Assistant’s contract yearly. 
12. To hold office for a two-year term. 
 
Should he/she fail to attend more than two successive meetings, without 
showing good cause, his/her office shall be declared vacant by Executive 
Committee or Local Council. 
 
Resignations should be submitted in writing to the Local office. 



LOCAL POLICY 
 
SECTION A         PAGE III.6 

 
DUTIES AND RESPONSIBILITIES OF ELECTED OFFICERS 

 
iv. 
 

Secretary 

It shall be the duty of the Secretary to: 
 

1. Keep accurate records of all proceedings of General, Local Council 
and Executive Committee Meetings of the Local Association. 

2. Bring before the Executive Committee, Local Council or General 
Meetings of this Local Association, all pertinent notices and 
communications, which are received. 

3. Supervise the preparation and submission to Head Office of The 
Alberta Teachers’ Association, such statements and reports as 
required. 

4. Supervise the preparation and submission of notice of an agenda for 
all General, Local Council and Executive Committee Meetings. 

5. Supervise the preparation and submission of copies of minutes of all 
General and Local Council Meetings to members of the Local 
Council. 

6. Act as a member of the Executive Committee. 
7. Make available to members of Local Council, copies of pertinent 

correspondence. 
8. Maintain a file of all correspondence. 
9. Act as a Representative of the Local to the Annual Representative 

Assembly. 
10. Record which staff representatives are present, absent or excused from 

Local Council Meetings. 
11. Check the answering service and interschool mail when the 

Administrative Assistant is absent. 
12. To hold office for a two-year term. 
13. Co-sign cheques issued to the Local President, Vice-President or 

Treasurer. 
 

Should he/she fail to attend more than two successive meetings, without 
showing good cause, the position shall be declared vacant by Executive 
Committee or Local Council. 



 
Resignations should be submitted in writing to the Local office. 
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DUTIES AND RESPONSIBILITIES OF ELECTED OFFICERS 

 
v. 
 

Treasurer 

It shall be the duty of the Treasurer to: 
 

1. Keep accurate records of all monies received and collected and take 
charge of same. 

2. Make the necessary disbursements of the funds of this Local 
Association as authorized by the budget or by Local Council. 

3. Prepare and send to provincial office of The Alberta Teachers’ 
Association, such statements and reports as required. 

4. Prepare a financial statement for Local Council Meetings. 
5. Submit a draft budget for the October General Meeting. 
6. Submit a financial statement to the October General Meeting of the 

Local and present the auditor’s report to Local Council as soon as it is 
available. 

7. Act as a member of the Executive Committee. 
8. Act as a Local Representative to the Annual Representative 

Assembly. 
9. Act as the trustee of the P D Fund and as one of the signing authorities 

to the P D Fund. 
10. Co-sign all cheques not payable to the Treasurer issued by the Local 

Association. 
11. To hold office for a two-year term. 

 
Should he/she fail to attend more than two successive meetings, without 
showing good cause, his/her office shall be declared vacant by Executive 
Committee or Local Council. 
 
Resignations should be submitted in writing to the Local office. 
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DUTIES AND RESPONSIBILITIES OF ELECTED OFFICERS 

 
vi. 
 

Past President 

 It shall be the responsibility of the Past President to: 
 

1. Act as a member of the Executive Committee. 
2. Coordinate political activity and advocacy of the Local through the 

Political Action Committee. 
3. Serve as Chair of the Budget Committee. 
4. Coordinate projects associated with archive and artwork. 
5. Act as alternate Representative Assembly Delegate if no member is 

serving as alternate delegate.. 
6. Revise and update the History of the Local on an annual basis. 
7. Serve as Local Political Engagement Officer (LPEO) and to call ad 

hoc committee meetings as needed.  Duties are outlined in the 
document supplied to the PEO from Barnett House. 

8. Advise the President on Constitution and Policy matters. 
9. Act as Returning Officer for Local elections. 
 
 
Should he/she fail to attend more than two successive meetings, without 
showing good cause, his/her office shall be declared vacant by Executive 
Committee or Local Council. 
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