ROLE OF THE CATHOLIC 

SCHOOL COUNCIL SECRETARY 

Presentation Outline

1. Welcome/Opening Prayer

2. Opening Prayer 
3. Listening Activity 
4. Role of the School Council Secretary – Resource Binder 

5. Duties of the ‘Minute Taker’

6. Dealing with Correspondence
· Taming the ‘paper tiger’

· Reading Correspondence

· Replying to Correspondence

7. Acronyms Detail Sheet 

8. Minute Taking
· School Council Meetings – Formal/Informal 

· Seating

· Be Prepared 

· Equipment, photocopying, refreshments

· Arrive early 

· Attendance Records 

· Know objective of the meeting 

· Agenda – Keeping on track 

· Necessity of a strong Chair

· Accurate Minutes 

· Necessary to assist in the accomplishment of overall objective of the Council 

· Necessary vs Unnecessary comments. 

· Personal feelings of the members are not necessary and therefore are omitted.

· Keeping information confidential 

· School Council Procedural By-Law

· Resolutions & Motions

· Filing the Minutes 

· All other important documents to be filed 

9. Wrap up/questions/concerns/closing prayer 

· Code of Ethics 

· Sample prayers 

· Sample Minutes 

ROLE OF THE SCHOOL COUNCIL SECRETARY

SECRETARY SHALL:

· Keep a record of the proceedings of the School Council meetings

· Distribute minutes and agendas for all School Council meetings to all pertinent parties in a timely manner

· Post all minutes and meeting notices in designated areas in concert

(cooperation) with the principal,

· Maintain a filing system (minute binder) including important documents

and correspondence.

· Assist the Chair in the writing and sending of any necessary correspondence

· Act as assistant to the Chairperson

· Distribute minutes to members 2 days before the meeting along with agenda. 

· Ensure that the Chairperson or co-chairs establish quorum before meetings begin. Quorum is 50% or more of parent members. 

DUTIES OF THE ‘MINUTE TAKER’

· In the absence of the Chair and/or Vice Chair, the Secretary shall
     
call the meeting to order and preside over it until the group elects an

     
acting chair for the evening.

· Sort out the comments, suggested actions and decisions expressed at the meeting and produce an accurate summation within a reasonable time period.
· Keep track of the attendance at meetings.
· Store the Minutes of the organization and all related materials, except
those particularly assigned to other members.

· Find previous mention of an issue in earlier minutes if requested.
· Provide the Chair of each committee with a list of the members of his or her committee and the papers and instructions relating to it.
· Inform the Chair of the activities that have been referred to the  
upcoming meeting.

· Read aloud all relevant correspondence sent to the Council
· Request that the Chair temporarily halt the meeting if comments are flowing so fast that it is impossible to make an accurate summation.
· Bring a copy of the constitution, bylaws, and the standing rules of the 
Organization to every meeting.

· Assist in the handling of the official correspondence of the Council
unless otherwise directed by the Chair.
MINUTE TAKING

Minutes are a permanent, formal record of what went on in a

Meeting.  Their purpose is to provide the members of the Council

With:

· A clear, objective summary of the group’s activities

· A means of conveying information to people who were unable to 

attend the meeting

· A reminder of what needs attention in the future

· A historical background of the decisions of the group and the

rationale behind the decisions

· School Council Meetings – Formal or Informal?

· Most School Councils adopt an informal procedure whereby

decisions on Council matters, including the approval of the Minutes are done by consensus of those present and able to vote.

· Should your Council adopt a ‘formal’ meeting procedure, Roberts Rules

Of Order’ are usually followed.

· Seating – The Secretary should sit at the left hand side of the chair the Chair at all meetings to allow for the Secretary advise the Chair on information in previous minutes and to allow for a free flow of information and accurate recording of minutes. (FYI the right side is reserved for special guests :>)

· Be Prepared 
· Arrive early. ( 15 min or more) 

· Make arrangements for necessary equipment, photocopies and or refreshments 

· Ask for written/typed reports before the meeting. 

· Always have a back up prayer to start the meeting. 

· Attendance Records – You must include the names of both the people who attended the meeting and those that were invited but did not attend.  

· You can list these casually, in alphabetical order, or according to the position held.

· The attendance record is necessary to show a quorum, so for this reason you must record the time of a member’s late arrival or early departure.

· List people who are not regular members as being in attendance as well (this can be done under “observers”)

· Agenda – Keep on track. It is necessary that the Chair be strong.

· The Chair must have the ability to help the group achieve its goals

within a specific time frame. 

· The Chair must be strong to enable all sides of an argument to be heard and the ability to pull the members back on track.

·  A strong Chair acts as a ‘Traffic Cop’ directing the flow of

discussion and issuing stop and go instructions.

· School Council Meetings are not the venue for personal agenda. 

· The secretary can assist the chair to keep meeting back on track. 

· Accurate Minutes  – Provide an accurate record of the meeting to the members of Council and assist in the achievement of the overall objectives of the Council.

· Clear direction from the Council  as to what type of minutes the Council would like you to take (formal or informal- with motions and resolutions, point form, or summary paragraphs)

· Informal - A clear, objective summary – not a verbatim recount of the meeting.

· Informal and Formal - Should be a comprehensive outline of everything discussed so that decisions of Council can be easily justified.

· Formal – Minutes that usually follow parliamentary procedure or Roberts Rules of Order – All discussion is directed through the Chair.

· Action Minutes – Usually written in point form. Important to identify the person or persons responsible for future action and set time limits. This way, when a deadline approaches, a single copy of the minutes, with items being addressed highlighted is an excellent way to remind someone of his/her responsibilities.

· Necessary vs Unnecessary comments/ Confidentiality 

· Keep personal comments and feelings of those present out of the recording of the minutes. They are not necessary and are to be omitted. 

· There may be times that you will be privy to confidential material/information in your role as secretary. It is important not to record or allude to this information in the public records. Example: Phone numbers of members. 

· School Council Procedural By-law – Secretaries should have all the rules that govern the School Council – the constitution, by-laws, rules of order, standing rules – in one binder for easy reference. 

· It is the responsibility of the Recording Secretary to advise the Chair when the procedural by-law for the Council is not being followed.

(On matters of a quorum, duties, Ministry guidelines, Board guidelines)

· Resolutions & Motions 

· Resolutions – A written motion phrased in a special style using the words “whereas” usually followed by a resolving clause (what the Council plans to do with it). Minutes must include a full description of any resolutions that were adopted, and a simple statement of any that were rejected. 

· There are special guidelines to follow when typing a resolution

1) Indent all lines 15 spaces

2) Type both the “WHEREAS” and “BE IT RESOLVED” in capital letters

3) Single space between the lines and double space between sections. 

4) Use capital letters and bold type if a person’s name is included. 

5) Any reference to money should be written out, followed by the numeral in parenthesis e.g. Two hundred dollars ($200) 

· Motion – A formal proposal placed before the Council by one of its members. 

· If a motion is made and seconded, the chair (or the Secretary at the request of the Chair) should restate the motion to the group to ensure that everyone understands what is being discussed. (This is a great time to check to see that you have copied down the motion correctly). 

· Suggest that all proposers of motions (especially lengthy ones), be in writing and handed to the Chair, who will later turn them over to you, the Secretary. 

· The mover of the motion opens the discussion and closes it before a vote is called. 

· All other members may then speak on the issue. According to Robert’s Rules, after everyone has had a chance to speak one, members may speak a second time. Then a person who made the motion has the opportunity to sum up. However, often members are limited to one opportunity to speak and a time limit may be given. 

· The Chair has the job of referee. They ensure that everyone has a chance to speak. When possible it is good to alternate people speaking for and against a motion. 

· The Chair can only add his or her personal comments by temporarily giving up the Chair to someone else. (not often done)

· A motion can be amended, and an amendment may even be made to an amendment. But, amendments to the third degree are not permitted. 

· Filing the Minutes
· The recording secretary keeps official copies of the School Council Minutes in chronological order in a binder, set up for that particular year. 

· Ontario Regulations 612/00 mandates that School Council minutes be available to the school for examination by anyone without charge. 

· School Council minutes should be kept at the school for easy access. 

· Note: it is the responsibility of the Chair/Co-Chairs to ensure that the minutes of the Council meeting are recorded and maintained. (Sec. 5.6 Handbook) 

· Other Documents to File – Some examples of other documents that the Secretary would file are: Annual reports, School Council surveys, Newsletters, etc. 
