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DUTIES OF COMMITTEES 
 
v. 
 

Election Committee 

1. Membership of the Election Committee shall consist of: 
 

a. The Returning Officer, shall be the Past President of the Local. 
a. Up to five (5) members appointed by the Returning Officer. 

 
2. Duties of the Returning Officer(s):   
 

a. Conduct election procedures in accordance with the 
Constitution and Policy of the Local. 

b. Assist with vote counts at General Meetings. The Returning 
Officer shall not cast a vote at General Meetings unless to break 
a tie. 

c. The Returning Officer shall be a member of Executive 
Committee and attend Local Council Meetings from January 
through May to complete his/her duties. 

d. The Assistant Returning Officer will assume the duties of the 
Returning Officer, when required. 

 
 

3. Elections: 
 

a. The Returning Officer in consultation with the Administrative 
Assistant of the Local, shall annually prepare a list of election 
dates which shall be presented as an information item at the 
February Executive and Local Council Meetings to ensure each 
of the following  
deadlines are met: 
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i. Notification of all Local Council Executive and 

committee members whose term in office is expiring to 
be distributed after the February Local Council Meeting 
but prior to distributing “Willingness to Serve 
Nomination” forms. 

 
ii. “Willingness to Serve Nomination” forms distributed the 

day following the March Local Council Meeting. 
 

iii. The Returning Officer will declare the nominations 
closed at the April Local Council Meeting. 

 
iv. Campaign information, in a format approved by the 

Returning Officer and provided to the Administrative 
Assistant, will be produced and circulated not less than 
fifteen (15) days prior to the day ballots are counted. 

 
iv. Ballots sent out to all teachers not less than fourteen (14) 

days prior to deadline for returning them. 
 
v. The ballots will be counted at least two (2) days before 

May Local Council. 
 

vi. Candidates will be notified of results before the May 
Local Council Meeting. 

 
vii. Election completed and results announced at the May 

Local Council Meeting. 
 

b. It is the belief of the Local that ideally all committees should 
reflect the breadth of the Local membership.  To that end, at the 
March Local Council Meeting, the Returning Officer shall 
make a report which summarizes the characteristics of the 
continuing members of each committee (the number of 
elementary, middle school, high school teachers, and the 
number of teachers with special designations – such as 



substitutes or administrators). The Election Committee shall 
ensure that there are candidates for all elected positions by 
requesting school reps to seek candidates within the schools. 
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c. Elections are to be conducted by secret ballot, distributed to 

each teacher through the interschool mail and returned to the 
Local office, via interschool mail, in a specially marked 
envelope provided by the Local.  Each ballot is to be marked 
with the Returning Officer’s  
Initials prior to distribution.  Teachers not serviced by 
interschool mail may vote in Local elections by presenting 
themselves at the Local office and providing identification. 

 
d. The ballots shall be counted by the Returning Officer, Assistant 

Returning Officer and Administrative Assistant and, if required, 
by the other members of the election committee. 

 
e. The Returning Officer shall submit a report of the election to 

the Secretary of the Local at the May Local Council Meeting.  
This report shall be made available to candidates upon their 
request after the May Local Council meeting, but otherwise will 
remain confidential.  The report shall include: 

 
i.        A list of dates as required in 2(a). 
ii. A list of all candidates nominated to each position. 
iii. The total number of votes received by each candidate. 
iv. The names of the winning candidates. 
v. The total number of votes cast and the number of spoiled 

ballots. 
 

f. The Returning Officer shall make an oral report of the election 
to the May Local Council Meeting.  This report shall include a 
list of candidates elected to each position. 

 
g. The Returning Officer shall not cast a ballot at elections unless 

it is necessary to break a tie. 
 



h. The Returning Officer or Assistant Returning Officer shall not 
be a candidate in an election for which they are responsible. 
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4. Meetings: 
 

a. The Election Committee shall meet as is required to carry out 
their duties. 

 
b. The Election Committee shall be entitled to hold one dinner 

meeting in accordance with Local guidelines. 
 

5. Bye-Elections: 
 

A vacancy that occurs on the Local Executive or on a committee 
between the annual elections shall follow these guidelines: 

 
a. The vacancy will be filled to the remainder of the term of 

office. 
 

b. Notice of the vacancy shall be sent to all schools in a Local 
Council agenda.  If the vacancy is on a committee, the 
remaining members of the committee may nominate a 
replacement member, and that name will appear in the Local 
Council agenda. 

 
c. Local Council members should attempt to find candidates 

willing to fill the vacancy. 
 

d. Members of Local Council may nominate any member who is 
willing to fill the vacancy at the subsequent Local Council 
meeting. 

 
e. Local Council shall elect one of the nominated members, who 

will be appointed to complete the unexpired term. 
 

6. Election of School Representatives to Local Council: 



 
a. Each school shall be entitled to name one (1) school 

representative to Local Council for the first 19 members of 
Local 41 and one (1) additional representative shall be allocated 
for every increment of ten (10) members of Local 41 in that 
school.  No school shall have less than one (1) ATA Local 
Council Representative  i.e. 
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i. 0 – 19   1 representative 
   ii. 20 – 29  2 representatives 
   iii. 30 – 39  3 representatives 
   iv. 40 – 49  4 representatives 
   v. 50 – 59  5 representatives 
   vi. 60 +   6 representatives 
 

b. All members of the Local, other than substitute teachers, not 
assigned to a school such as Central Office personnel, 
University of Lethbridge secondments and teachers on leave of 
absence, shall be viewed as one school under this clause.  The 
Administrative Assistant shall supply the list of all such 
members to the representative from the previous year. 

 
c. Representatives may be selected by whatever means the school 

determines and shall serve for whatever term the school 
chooses. 

 
d. Each school shall notify the Local office of the names of its 

school representatives for the following school year not later 
than two days after the September staff meeting of each school 
year.  Each school shall also notify the Local office of any 
changes in the names of its school representatives within two 
days. 

 
 
7. Resignations should be submitted in writing to the Local office. 
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vii. 
 

School Board Policy Advisory Committee 

1. Organization 
 

a. The committee will consist of four elected members and the 
past chair. 

b. Members are elected for a two (2) year term. 
c. Two members are elected each year. 
d. The Chair and Secretary are elected at the organizational 

meeting. 
e. The Past Chair remains a member of the committee for one 

additional year. 
f. The Local President is an ex officio voting member of the 

committee. 
g. The Past President is a member of this committee. 

 
2. Meetings 
 

a. Called to correspond with the joint School Board Policy 
Advisory Committee meetings. 

b. Should any member fail to attend more than two consecutive 
meetings, without having good cause, the Chair (or in the case 
of the Chair being absent, the Secretary) shall forward a request 
to Local Council to declare the member’s office vacant. 

 
3. Committee Responsibilities  
 

a. Review School Board policies and make recommendations. 
b. Represent the Local on the School Board Policy Advisory 

Committee (a joint District No 51 and Local No 41 committee). 
c. The Local President, or designate, and/or Chair of the School 

Board Policy Advisory Committee shall attend the joint School 
Board Policy Advisory Committee Meetings. 
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4. Responsibilities of the Chair 
 

a. Call meetings of the committee as the need arises. 
b. Set the agenda for each meeting. 
c. Chair all committee meetings. 
d. Attend Local Council meetings and submit a report of 

committee activities. 
e. Attend Policy Committee meetings. 
f. Review committee policy and guidelines with new committee 

members early in the school year. 
g. Act as a member of the Executive Committee. 
h. Submit a committee budget to the Treasurer and Administrative 

Assistant by the date set. 
i. Submit an annual report to the Local by September 30. 
j. Submit reports as requested by The Alberta Teachers’ 

Association. 
k. Submit copies of agendas and minutes of all committee 

meetings to the Administrative Assistant. 
l. Review and revise the committee’s section of the Policy 

Handbook. 
 
5. The Past Chair of this committee will serve in his/her position for one 

year.  In the event that his/her elected term has expired, he/she will be 
a voting member of the committee in addition to the number of 
elected committee members provided. 

 
6. Resignation 

Resignations should be submitted in writing to the Local office. 
 
 

 
 
 
 



LOCAL POLICY 
 

SECTION B         PAGE 
III.42 
 

DUTIES OF COMMITTEES 
 
viii. 
 

Representative Assembly Delegate Committee 

 1. Organization: 
 

a. The committee will consist of the number of delegates 
determined by provincial ATA.  The Local President, Vice 
President, Secretary, Treasurer and the remaining shall consist 
of Local members, one half elected each year, for a two year 
term. 

b. The Chair is the Vice President. 
c. The unelected candidate for Representative Assembly Delegate 

with the highest number of votes shall serve as alternate.  In the 
event no member is serving as alternate delegate, the Past 
President shall be the alternate delegate.  The alternate shall 
attend all Representative Assembly Delegate Local meetings, 
but may not necessarily attend the Representative Assembly in 
May. 

 
2. Meetings: 
  

a. Meetings are called by the Chair, when the need arises. 
b. Should any member fail to attend more than two consecutive 

meetings, without having good cause, the Chair shall forward a 
request to Local Council to declare the delegate’s office vacant. 

 
3. Committee Responsibilities: 
 

a. Attend Local Council Meetings. 
b. Attend Committee Meetings; prepare resolutions for Local 

consideration. 
c. Attend the Annual Representative Assembly. 

 
4. Responsibilities of the Chair: 



 
a. Call meetings of the Committee as the need arises. 

 
 
viii. Annual Representative Delegate Committee continued
 

 PAGE III.43 

b. Submit copies of agendas and minutes of all meetings to the 
Administrative Assistant.  Minutes shall include names of 
members present, absent or excused. 

c. Set the agenda for each meeting. 
d. Chair all Committee Meetings. 
e. Submit a report of Committee activities to Local Council. 
f. Review Committee policy with new Committee members early 

in the school year. 
g. Submit an annual report to the Local by June 15. 
h. Review and revise the Committee’s section of the Policy 

Handbook. 
 
5. Resignations should be submitted in writing to the Local office. 
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ix. 
 

Ad Hoc Committees and External Organizations/Committees 

 
1. Membership: 
 

a. By General Election: 
 

i.          Teacher Education Advisory Committee (T.E.A.C.) and 
its  
sub committee, Lethbridge Area Field Experience Committee 
(L.A.F.E.C.):  One (1) member, elected and then nominated by 
the Local and appointed by Provincial Executive Council for a 
one year term.  The member will report to Local Council. 

 
 

b. By Local Council Election: 
 

i.        South West Alberta Teachers’ Convention Association 
(S.W.A.T.C.A.):  five (5) members (usually!  Actual 
number determined by S.W.A.T.C.A. on a representative 
by population basis) for a two year term.  Two are 
elected, one year, three the next. 
 
A notice in early February will be distributed to all Local 
41 ATA members that committee members are needed as 
S.W.A.T.C.A. reps.  If interested, members should 
submit their names to the Local ATA Office.  Election of 



successful delegates will be done at the March Local 
Council Meeting. 
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  ii. District School Council: 
 

Although the guidelines of the Parent and Community 
Advisory Committee indicate that the President of the 
Local or his/her designate sit on this committee, Local 
Council will elect one or two members as its 
representative(s) as needed. 

   
   iii. Other 

  
Ad hoc committee and external organizations/committees 
(temporary systems): 
The Local is asked, from time to time, to name members 
to sit as representatives of the Local on bodies outside 
The Alberta Teachers’ Association.  These bodies might 
include ad hoc committees created by the School Board 
or its Administration, The University of Lethbridge, the 
Chamber of Commerce, etc.  If the Local executive 
deems it to be reasonable to accommodate such requests, 
the representatives of our Local shall be identified 
according to the following procedures: 

 
1. In such a circumstance, a reasonable effort will be 

made to have the naming of the representative 
coincide with Local elections and will be 
conducted as a “special election” in conjunction 
with the regular Local election.  Representatives 
named in this way shall serve for such term as 
determined by Local Council. 

 



2. When it is not possible to name representatives in 
conjunction with the Local election, the position 
(including general description of duties and term 
of  
service) shall be advertised to all members of the 
Local (through school reps).  This advertisement 
shall be in 
the hands of Local members for a minimum of 14 

calendar days. 
 

2.1 Interested members may identify themselves 
to their school rep or directly to the Local 
ATA office. 
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2.2 Local Council will elect representatives 

from among those who have expressed 
interest in the position at its next regularly 
scheduled meeting  
following expiry of the 14-day 
advertisement period (as specified above). 

 
 

3. If a 14-day period is impossible, Local Executive 
shall be responsible for the selection of 
representatives.  In doing this, Local Executive 
shall be guided by the principle of making the 
selection as open as possible. 

 
4. The term of office for representatives selected 

under provision ii or iii (above) shall not exceed 
one calendar year.  If representation is required for 
a period of more than one year, procedure 1 shall 
be used to identify the representative(s). 

 
 

2. Duties and Responsibilities: 
 



The specific duties and responsibilities of Local representatives to 
other organizations are determined in part by the Constitution, bylaws 
or frame of reference, as the case may be, of the organization to which 
they belong.  While being cognizant of these duties and 
responsibilities the member of the Local is also guided in his/her 
actions by the Code of Professional Conduct as well as by provincial 
and local ATA policy. 

 
The primary specific responsibility to the Local of a representative 
lies in the area of communications.  It is his/her duty to communicate 
to Local Council regarding the activities of the organization as they 
may affect the  
teachers of the Local and to communicate to the other organization the 
views of teachers as expressed by Local Council or through less 
formal means. 
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To carry out these duties the member has available the services of the 
local office for preparation, distribution or collection of materials.  
Such use of office services should be authorized by the President of 
Local No 41. 
 
Representative Members of the Local who have been elected or 
appointed by the Local to serve on committees or organizations 
outside The Alberta  

 
Teachers’ Association must consider themselves as representatives of 
the Local and of the provincial ATA. 
 
Such representatives are responsible for reporting to the Local on a 
regular basis.  Representatives are also strongly cautioned against 
taking positions or expressing opinions that are contrary to Provincial 
or Local Policy.  It is the representative’s responsibility to familiarize 
himself/herself with the appropriate policy that might pertain to 
his/her position.  In the event that Local representatives are asked to 
express opinions on matters where there is no policy to guide them or 



where they are uncertain about what policy may exist they are advised 
to delay expressing that opinion until they have had an opportunity to 
seek the advice of Local Executive committee. 
 
Local representatives should always use extreme caution about 
expressing personal opinions that may be contrary to Local or 
provincial policy when they are sitting as representatives of the Local.  
In such a circumstance they must first express the appropriate policy 
and then make it expressly clear that they are voicing a personal 
opinion contrary to that of the organization they represent. 
 
Resignations should be submitted in writing to the Local office. 
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x.       
 

The Local No 41 ATA Staff Representative 

The school representative is the key link between the Association and its 
membership, expressing the collective voice of teachers at the school level.  The 
school representative is vital in making public education work for students and 
teachers. 
 
Responsibilities of the School Representative: 
 
a. Be conscious of your obligations under The Code of Professional Conduct and 

the obligations of those speaking to you. 
b.  Provide a report at staff meetings that highlights matters of importance to the 

Local and items of interest to teachers. 
c.  Attend Local Council Meetings. 
d.  Post Association bulletins, conference posters, etc. in a prominent place in the 

worksite.  
e.  Distribute Association materials including The ATA News, The ATA Magazine, 

local publications, notices of meetings, etc. 
f. Encourage teachers to attend Association functions. 
g. Inform the Local of the concerns expressed within the school staff related to 

working conditions, Board policies, etc. 
h. Distribute and collect ballots for Association elections. 
i. Make colleagues aware of sources of assistance that are available to them 

(appropriate authorized person may be a Local Association official or 
Provincial Association staff member). 

j. Respect confidentiality. 
k. Resignations should be submitted in writing to the Local office. 
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xi.        
 

Substitute Teachers’ Committee 

1. Organization 
 
a. The committee will consist of all of the Local’s substitute 

teachers employed by School District No 51. 
b. The Chair and Secretary are elected at the organizational 

meeting. 
c. The Local President is an ex officio voting member of the 

committee. 
 
2. Meetings 
 

a. An organization meeting shall be held not later than September 
30 of each year.   

b. A meeting shall be held during September for the purpose of 
developing yearly plans for the committee. 

c. Meetings are called by the Chair when the need arises, usually 
about once a month. 

d. Should any elected member fail to attend more than two 
consecutive meetings, without having good cause, the Chair (or 
in the case of the Chair being absent, the Secretary) shall 
forward a request to Local Council to declare the member’s 
office vacant. 

 
3. Responsibilities of the Chair 
 

a. Call meetings of the committee as the need arises. 
b. Set the agenda for each meeting. 
c. Chair all committee meetings. 
d. Attend Local Council meetings and submit a report of 

committee activities. 
e. Attend Policy Committee meetings. 



f. Review committee policy and guidelines with new committee 
members early in the school year. 

g. Act as a member of the Executive Committee. 
xi.        Substitute Teachers’ Committee

 

                                                      PAGE 
III.50 

h. Submit an annual report to the Local by June 15. 
i. Submit reports as requested by The Alberta Teachers’ 

Association. 
j. Submit copies of agendas and minutes of all committee 

meetings to the Administrative Assistant. 
k. Review and revise the committee’s section of the Policy 

Handbook. 
 
 
4. The Past Chair of the elected committees will serve in this position for 

one year. 
 
5. Substitute Teachers’ Conference: 

   
  a. Up to a maximum of four (4) substitute teachers may attend. 

 b. Delegates may be selected from the current School District No 
51  
                     Substitute Teacher List.  Section 2.b.ii in “Conference” is not  
                     applicable. 

c. Travel for one vehicle will be provided; those funds may be 
divided among the delegates. 

d. Delegates shall be paid a meal allowance as per Local Policy. 
e. Delegates are asked to share hotel accommodations where 

appropriate; cost of same according to policy. 
f. $60.00 shall be paid to each delegate. 
g. Registration costs will be reimbursed. 

 
6. Resignation 

Resignations should be submitted in writing to the Local office. 
 

 
 


