Jeffco SEAC Co-Chair Responsibilities 
· Parent/Guardian of student receiving services/attending school in Jeffco School District
· Be willing to serve 2 year term as Co-Chair
· Leadership role during SEAC Meetings.  8 meetings per calendar school year.  (* 2 hours )
· Collaborate and participate in Monthly Steering Committee Meetings  (*2 hours )
· Share responsibility with other Co – Chair on establishing parameters and monitoring 3 subcommittees. ( Membership/Communications/Resources )
· Monthly administrative Responsibilities (  * 1 hour )
Jeffco SEAC  Secretary Responsibilities

· Parent/Guardian of student receiving services/attending school in Jeffco School District

· Willing to serve 2 year term as Secretary

· Attend all SEAC meetings and maintain meeting minutes.  Distribute to Steering Committee in timely manner. ( * 2 hours )

· Attend and participate in monthly Steering Committee Meetings ( * 2 hours )

· Prepare documents:  Agenda and Meeting minutes. Forward to district administrator.        (* 1 hour )
( * approximate time commitment )
