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GOOD PRACTICE FOR

COMMITTEE MEETINGS

We're often asked by our members whether there are any proper procedures for running a PTA
Committee/Parent Council meeting. Most committees operate quite successfully in afairly informal
way and most decisions are relatively straightforward. Informality is perfectly acceptable, but it is
always worth following the good practice outlined below and keeping accurate records of what has
been discussed and agreed.

The Agenda

The agenda is essentially a programme for the meeting. It listsal the things which have to be
discussed. At the top there should be a heading which states the name of the organisation, and the
date, place and time of the meeting. After that there should be separately numbered items, some of
which are fixed and common to all meetings. An agenda would usually look something like the
following.

1. Sederunt (literally "those who were sitting”) Thisisareminder to record the names of al those
attending.

2. Apologies At this point, apologies from those who cannot attend should be noted.

3. Approval of theminutes The minutes of the last meeting should be approved as an accurate
record of that meeting. Any inaccuracies should be corrected at this stage.

4. Mattersarising which are not otherwise on theagenda Thisisachanceto give abrief update
on any matters discussed at the last meeting or to confirm that something has been done as agreed.
However, any major item which was discussed at the last meeting and which is still ongoing
should be listed as a separate item on the agenda.

5. Financial report The Treasurer should report briefly on any income and expenditure since the

last meeting and give the current balance.

Items of business Each topic should be listed as a separately numbered item.

Correspondence The Secretary should briefly mention any correspondence g/he has received.

AOCB (Any other competent business)

No major items should be brought up at this point but thisis a good point for indicating what items

could/should be included in the next meeting or to report some factual piece of information, ask a

brief question etc.

9. Date of next meeting
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The Minutes

These are the record of the meeting and the items in the minutes should match the items in the agenda,
starting with the name of the organisation and the date, time and venue of the meeting. There should
then be separate items listing:-

Sederunt The names of those who were there.

Any apologies

Approval of the previous minutes Any agreed changes should be recorded in these minutes.
Financial report

Separ ateitems of business When it comesto "minuting” items of business, it is sensible to
record the topic, the main points of discussion and any decisions. It isnot agood ideato record
who said what unless the name of the speaker is significant. For example if you invite the
community police officer to talk about traffic outside the school, then his’lher comments should be
attributed as this gives them authority. However, usually the minute should read "there was a
wide-ranging discussion in which the following points were made". But, it is particularly
important to record any action that should follow from the discussion and who has agreed to
undertake it.

6. The minutes should conclude by recording any correspondence, matters arising and the date of the
next meeting as separate items.
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Decisions
Normally decisions simply "emerge" from meetings as the result of a general sense of agreement.
However, where thisis not the case, then a simple vote should be taken.

Role of the Office Bearers

The Chairperson

By law, the Chairperson of a Parent Council meeting should always be a parent; whilst there is no
such law governing PTA matters, it is still good practice for the Chairperson to be aparent. S/heis
responsible for calling any meeting and setting the agenda. S/heis also responsible for getting through
the agenda. It'sagood ideato identify in advance what the major items are, what decisions have to be
made and then make sure that these items get adequate time. If necessary, the Chairperson should
draw the discussion to a close and either ask for a decision or an agreement that the item will be
continued at the next meeting. The Chairperson also decides when it is necessary to have aformal
vote and has a casting vote in the event of atie.

During the meeting, the Chairperson can propose that the agenda is taken in a different order, but the
minutes should still agree with the agenda as originally written.

The Chairperson can call an extra meeting as long as everyone on the committee is informed of the
date, time and venue of the meeting.

The Secretary

The Secretary is responsible for taking and writing up the minutes. S/he should show these to the
Chairperson for immediate correction before sending them out to the rest of the committee. These
draft minutes are then corrected and formally approved at the next meeting. The secretary is usually
responsible for any correspondence and for keeping arecord of al meetings. This means keeping a
file with the agendas and minutes of each meeting in it.

The Treasurer

The Treasurer is responsible for handling the money and maintaining the financial records. S/he
usually holds the cheque book or similar, and deals with the bank or building society. The Treasurer
is aso responsible for ensuring that a financial report is given at each meeting. 1f s/he cannot attend
the meeting in person, she should always ensure that the financial report is presented to the
committee.



For more information see SPTC leaflets Officer Bearers & Their Roles and Money Matters.

Other leaflets available

What isaPTA?

What is Parent Council?

A Model Constitution (PTAYS)

A Model Constitution (Parent Councils)
Charities, Constitutions & Confusion
Money matters

The Qualifications Mystery Tour!
Advice on Disclosure Checks
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ABOUT S.P.T.C.
Y ou may be interested to know that our membership insurance scheme covers:

Public Liability

Personal Accident

Fidelity Guarantee

Employer's Liability

All-Risks for equipment purchased for the school
Short-term all-risks insurance for special events.
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