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GUIDELINES FOR PC/COMMITTEE MEMBERS

How do | become a PC/committee member?

The PC/PTA constitution should say how you become a PC or PTA committee
member. This usually happens at an Annual General Meeting (AGM). Parents
may be asked to either send in their nomination before the AGM or by being
proposed/seconded and with a show of hands at the meeting.

Please note: ‘parent’ includes anyone with a parenting role such as foster or
adoptive parents and kinship carers. More than one parent from a family can be
on the Parent Council or PTA as long as this is stated openly to avoid potential
conflicts of interest.

If you would find it difficult to attend meetings in person, offer to attend online
and ask for meetings to be online as well as in person.

A parent may be on more than one Parent Council, provided they have a child at
each school.

A teacher or member of school staff can be a parent member on a Parent
Council if they are a parent at the school. However, they should be mindful of the
fact that they are there as a parent and not as a teacher.

What are the main responsibilities of a PC/committee member?

The PC/PTA constitutions set out the aims of the group and everyone should
always keep these in mind when acting on behalf of the group.

These Connect resources will help you to understand the role of a Parent Council
and PTA.

— Parent Council Essentials Pack
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— Chair and Secretary Pack

— Money Matters for Parent Groups and Treasurers Pack

Get to know the other PC or PTA committee members, and office bearers, and
how the group operates. Become familiar with the group'’s finances. A PC or PTA
committee member should not use meetings to push forward their own issues or
talk about individual parents, children or staff members. PC or PTA committee
members are there to try to represent the views and interests of parents/carers
at the school. Under the Parental Involvement Act, all parents/carers with
children at the school are collectively called the Parent Forum.

e A PC/PTA committee member can raise issues on behalf of
parents/carers eg if several parents are concerned or want something
raised at a meeting. Ask the Chair to put it on the agenda without naming
individuals and keeping the issue general

e PC/PTA committee members should let parents know about the work of
the PC/PTA committee, and how they can get in touch. PC/PTA
committee members should make themselves aware of the diversity of
the school community and make sure all parents know about the Parent
Council and PTA. Connect has an Equality and Fairness Pack and we
produced an Equality and Equity Toolkit for the Scottish Government,
which you can find here.

PC/PTA committee members should not bring the PC/PTA into
disrepute. Consider adopting Connect's Code of Conduct template to
help clarify what is expected and what action will be taken in the PC or
PTA is brought into disrepute or there is unacceptable behaviour from a
PC or PTA/PSA committee member.

PC/Committee Meetings

e Attend meetings as often as you can and try to arrive on time

e |f you cannot attend a meeting in person, send your apologies to either the
Chair or Secretary/PC Clerk. Ask if the meeting can be also held online if
that enables you and others to attend. Let them know if you would like to
comment on any of the items on the agenda

e Read any papers or communication sent out before a meeting and, if you
are unsure about an item on the agenda, ask someone to clarify this

e Keep to the agenda during the meeting and try not to interruptTake an
active part in discussions and, if you are unsure about the subject, don't be
afraid to ask for more details
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Don't be afraid to ask what something means; there is a lot of jargon used
in schools and you are probably not the only one who doesn't understand!
Treat others as you would like to be treated and let the Chair know if you
would like to speak
There should be a Treasurer's report at every meeting giving details of
income and expenditure. As the money held by the PC or PTA is
everyone's responsibility, all members should take this item seriously,
listen and ask questions, if necessary. Bank statements received since the
last meeting should be available at every meeting
If a vote is taken, the PC or PTA/PSA committee must go with the majority
decision -members must accept the decision even if they don't agree with
it
If AOCB or AOB includes any significant or large issues should be noted
and carried forward to the next meeting's agenda to give everyone time to
prepare/discuss the item thoroughly.

After a meeting

Read the draft minutes from a meeting as soon as possible and let the
Chair/Secretary know if there are any errors or if your views have not been
properly reflected. You can bring this up at the next meeting too before
the minutes are formally agreed

Follow up on any tasks you are given as soon as you can

It is not appropriate for members to publicly disagree with or complain
about the PC or PTA/PSA committee, either face-to-face or on social
media. Any concerns should be taken to the Chair or other office bearers
and/or discussed at the next meeting.

Good practice for meetings

Most PC/PTA/PSA committees operate quite successfully in a fairly informal
way and most decisions are relatively straightforward. It is always worth
following the good practice outlined below and keeping accurate records of
what has been decided and agreed.

There are two types of meetings, ordinary meetings, and general meetings. An
ordinary meeting is where normal business is discussed. You will find useful
guidance on how an ordinary meeting is run in our Chair and Secretary Pack.

A general meeting is either an Annual General Meeting or an Extraordinary
General Meeting. The Annual General Meeting is where the Parent Council or
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PTA committee reports to the Parent Forum on their activities and finances in the
past year. Changes to the constitution may also be proposed at an AGM. An
extraordinary general meeting can be called where, for example, there is a wish
to amend the constitution which cannot wait until the AGM. You will find AGM
guidelines here.

Parent Council meetings should be open to all members of the Parent Forum. If
a guest/other parent has an issue they wish to raise, it is a good idea to let the
Chair know about this in advance so it can be added to the agenda. The Parent
Council may not take up individual parents’ issues but could try to find out
whether this is an issue for more parents/families or discuss an issue in general
terms eg concerns about bullying could be looked at by reviewing the school's
Anti-bullying Policy or Positive Behaviour Policy with the whole school
community.

To find out more about the role of a Parent Council and the role of PC and
PTA/PSA Office Bearers, check out these resources:

— Parent Council Essentials Pack

— Chair and Secretary Pack

Money Matters for Parent Groups and Treasurers Pack

Making decisions

Normally decisions simply emerge from meetings after discussion, with the Chair
keeping the focus on the decisions that are needed. If a big decision is required,
the Parent Council should consult with the Parent Forum. This can be done
relatively easily using Google Forms or Microsoft Forms or the free version of
SurveyMonkey. However, if a decision cannot be reached, then a simple vote
should be taken.

A vote can be taken asking for a show of hands or, if it is a sensitive matter then
paper/email votes may be more appropriate.

In the event of a tie, the Chair usually has the casting vote but you should check
the constitution to confirm this.
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You are welcome to use information from this resource. However, if you do,
please acknowledge Connect. We welcome your comments and feedback.
November 2023

Connect, Mansfield Traquair Centre, 15 Mansfield Place, Edinburgh, EH3 6BB
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