[bookmark: _GoBack]SecretaryFor success you should:

· Take accurate notes
· Maintain organized records for all council meetings


Your role will include:

· Record keeping				
· Information sharing 


PARENT COUNCIL TOOL KIT - ROLES AND RESPONSIBILITIES



To begin you should:
· Meet with the chair to understand council expectations and time lines regarding minutes and record keeping.
· Get to know the current and incoming members, administrators and school staff.
· Have a good understanding of council activities and events.
· Read your council constitution/bylaws. 
Monthly Checklist
· Attend monthly meetings and record the minutes of each School Council meeting, based on the agenda including:
· An accurate record of those in attendance at the meeting.
· A record of motions made including moved by and seconded by as well number of those in favour / those opposed and if motion is passed.
· Quorum will exist for passing of motions when a majority of current Council members are present, the chair or delegate is present and the Principal or delegate is present.

· Circulate the minutes via email:
· First to the Chair(s) and School Administration for an initial review.
· After any corrections/changes have been made, circulate minutes to the rest of School Council for review and approval.
· This is to be completed before the next meeting of Council.  

· Publish the minutes:
· The final draft of minutes is sent to Public Relations Coordinator (if applicable) for posting to the Council website so that the minutes are available for all parents to view.

· Keep all non-financial records of council including an up-to-date list of council members and their contact information.
