New Chair In-Service Workshop

Good Morning, My name is Roberta Zamadar and I will be facilitating the New Chair workshop this morning. I have been a Chair for more than 12 years. In today’s session I will run it like I would a school council meeting, and I will be following the agenda below. This agenda is a sample of the agenda I use for my school council’s meeting.

Agenda

Saturday October 25, 2008

10:00am 

St. Francis Xavier Secondary School

7:00

Opening Prayer



Roberta Zamadar

7:01

Welcome/Introductions


 Roberta Zamadar

7:03

Approval of Agenda


 Chair

10:04

Job of the Chair
10:30

Agenda
10:40

Motions
10:50

Questions

7:04

Approval of Minutes


 Chair

7:05

Treasurer’s Report


Treasurer

7:15

Committee Reports







Fundraising




Parish





OAPCE

7:55

Principal’s Report


Principal
8:10

Presentation





8:30

New Business



Open

8:45

Adjournment



Closing Prayer


Roberta Zamadar 905 824-3558, roberta.zamadar@rogers.com
The Job of the Chair

The job of the Chair is to facilitate the meeting. To keep order, keep things on track and to stick to the timelines of the agenda. The Chair should meet regularly with the Principal. The Chair and the Principal need to establish a relationship of respect and team building. Communication between the Chair and the Principal is important in providing an open and cohesive working relationship between school (teachers and administration) and parents. 

It is important as the Chair to be impartial and non-bias, this can be difficult at times. If there is a certain topic and you have a strong opinion, then you should step aside as the chair for this topic and have another council member chair that portion of the meeting. The Catholic School Council Handbook has information on how to handle “Conflict of Interest” and “Conflict Resolution”.

As the Chair, you should familiarize yourself with the Catholic School Council Handbook, Regulation 612 and the Ministry of Education’s School Council Handbook. All answers to all your questions can be found in these resources.
Agenda
· The Chair and the Principal in consultation set the agenda.

· The school community should have the opportunity to add items to the agendas.

· All proposed agenda items should be sent to the Chair at least two weeks prior to the meeting. Not everything that is requested to be on the agenda may be appropriate for a council meeting, for example, a teacher compliant or a specific bullying issue. Such issues are items that are NOT to be discussed at a council meeting, but should be discussed one on one with the teacher or the principal.
Items that should be included on every agenda:

Approval of the Agenda
· This is the time to make any changes to the agenda, such as a forgotten item, or to rearrange the order of the agenda (parish report is number 9 on the agenda and the parish rep needs to leave early, so this would be the time to move this item to number 3).
· When the agenda or amended agenda has been approved, it is the Chair’s responsibility to stick to it and its timelines.

· By approving the agenda, everyone is in agreement, therefore anything brought up for discussion outside the agenda, should be deferred to the next meeting, or under New Business.

· Timelines are a great tool to use on your agenda. It shows clearly how much time is set aside for each item. Everyone’s time is precious, so it is important to respect their time. If you notice that a certain item is going over time, but it seems that the discussion is too important to stop, you should have a motion that will acknowledge that by continuing the discussion the meeting may go over time.  The motion can simply state “ I move that we continue this discussion for another 15 minutes, acknowledging that this will mean our meeting  may not end on time.”  By having a motion and a vote, everyone is prepared that the meeting may go over, and they will leave this meeting feeling that their time was respected.
Approval of the Minutes
· The minutes from the previous meeting should be sent out at least two weeks after the meeting or at least two weeks before the next meeting. This gives everyone time to review.

· I suggest that you send out the minutes to everyone that attended the meeting (not just council members) and all councils members who could not attend the meeting. A set of minutes should be in the main office as well as on your school website.

· Remember to label unapproved minutes as either “Unapproved Minutes” or “Draft Minutes”. Once the minutes have been approved, the approved minutes should replace the unapproved minutes on your website.
· For the minutes being approved only anyone that was present at that meeting are able to make the motion or to second the motion.

· Only things like spelling mistakes or misinterpretation should be changed. If the facts have changed due to research they should not be changed in the old minutes but the change should be noted in the “approved minutes”. For example; it was reported that the DJ for the dance-a-thon will be John Smith. After the meeting John Smith informed the committee that he would be unable to attend, so the committee went out and got another DJ, Steve Black. The minutes of the previous meeting should not be changed because at the time this was true, but the new minutes should reflect the change in DJs.
New Business
I usually try and leave 15 minutes at the end of every meeting for “new business”. This is an opportunity, if there is time to open up new discussion. If the item is appropriate and time permits, it can be discussed at this time. This is also a good time to bring up items for the next meeting.
MOTIONS
All motions need a mover and a seconder. An example of a motion would be, “I move that this year’s fundraiser be a dance-a-thon”, and than the second person would say “I second that motion”. After a motion has been made and seconded, the floor is then opened for discussion. Everyone at the meeting should be invited in on the discussion. Once the discussion is done, the Chair will ask for a vote. Only council members (except the Principal) are allowed a vote. 
As the Chair, you can neither, make a motion or second a motion. However the Chair can ask for a motion, “Can I get a motion to accept the minutes?”  At this point someone else would say, “I move to accept the minutes from the September 15th meeting” “I second the motion”.

In this handbook there is more information on Motions, also “Roberts Rules of Order” is the usual reference used by most “chaired” meetings.
