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Function of Parent
Advisory Councils

According to the B.C. School Act, the school parents, through their elected representatives on the

Parent Advisory Council executive, may consult with the principal and staff of their school

"...respecting any matter relating fo the school other than matters assigned fo the school planning
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e the curriculum, new instructional programs, facilities, equipment and learning resources

e budget, alterations and renovations to facilities

e safety programs and procedures

e alternatives for identifying, communicating and meeting unique community needs

e appropriate school evaluation matters

e communicating ideas from the community to the board of school trustees and school

staff

¢ informing the community about decisions made at the school, district and ministry levels

¢ methods to ensure racial and cultural understanding and improve the sense of community

of school age to attend meetings to express their ideas and share their concerns.

It should be noted that the Parent Advisory Council is not a forum for discussion of individual staff

members or students. Such discussions should be arranged privately with the teacher, principal or

Tips for Meetings

1. Be prepared. Know what you are going to do and why. Know what your priorities are,

the alternatives, The time frame and who will give reports.

2. Have an agenda. Know what business will be conducted and in what order. Direct
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of the talent and experience in your group.

4. Don't cover too much ground. Keep expectations realistic. Plan your agenda so that

sufficient time is set aside for priority items. Always adjourn at the designated time.

5. Learn by doing. Not every meeting will run smoothly, but the job of chairing will be-

come easier with each meeting
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. Your best resources are the school principal and your district parents. They can con-

tribute valuable information to help establish guidelines for your meetings, activities and topics

for discussion.
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specific time, date and place. Ensure at least two weeks advance notice.

Prepare a statement for other parents. Prepare a simple statement on why parents

. Encourage parents to become involved. Ask teachers to suggest a parent representa-

tive from each class who might be interested in getting involved. Teachers are often aware of

parents and guardians who are interested in school activities.

. Ensure good attendance by phoning members before each meeting. Make this task

~easier by circulating a sheet of paper at meetings for parents and guardians to fill in names and

phone numbers

. Pp la i [tati ith ti { The VSB Ready Reference is

.. . . . . . available for download from the
the principal. Circulate copies prior to the meeting if possible. En-

- - - - VSB website
sure that all members of the executive committee receive copies well
in advance. www.vsb.bc.ca
: When problems arise, deal with them at once. If there is concern among parents

discuss the issue. Explain the situation and ask your question.

Most problems can be solved within the school. If you feel you have exhausted the school's re-

sources in dealing with your concern, the next step is to call the associate superintendent respon-

sible for your area for help.
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How to Run a Meeting

Chairing a meeting is a challenging experience. But with a carefully
prepared agenda and a few basic organizational skills you can hold a
successful meeting.

These guidelines can be used as a model for meeting procedures.

The meeting agenda:

lets your PAC members know what to expect and how they might participate in the meeting

provides order and direction to the meeting

streamlines and shortens your meeting

makes the job of the recording secretary easier, thus improving the accuracy of the minutes.

An agenda is simply a brief outline of what you intend to discuss and in what order. A well-

planned agenda reflects the concerns and interest of your school community and is based on mu-

tually defined goals.

Planning Your Agenda

1. Review previous minutes for items that are pending and issues that were tabled or should
be reported on.
2. Ttems on the agenda may be classified as follows:

For information

items that keep your PAC informed, but don't require immediate action (e.g., correspon-
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enough time for the important item, allow for the assignment and review of tasks.
4. Indicate when the meeting will start and end. Try to stick to your schedule.
5. Don't forget to make people feel comfortable. New parents may not know anyone. In-

troduce yourself and welcome everyone
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Agenda

Most commonly, the order of business on an agenda is as follows:

call to order & introduction of new members

approval of minutes of previous meeting & adoption of the agenda

business arising from the minutes (old business)

new business

1
2
5
6. committee reports & correspondence
8
9

program (guest speakers, principal's report etc.)

10. suggestions for future topics

11. adjournment
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The positive response of principals and staff to parent involvement is

the key to success.
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organize a hospitality night

arrange small coffee parties to help parents new to the school meet other parents

promote an open house with students acting as a hosts and hostesses

plan a newsletter with contributions from staff, students and parents

follow the newsletter with a phone call if you've advertised special events, to encourage




Page 5

~ Guide for Recording Your Minutes

Here are a few ideas to help organize the recording of the minutes.

Place this heading at the top of the first page:___ Parent Advisory Council

In the first section, include:

- date and time of the meeting

- place of meeting

- name of chairperson

- names of members present (pass around attendance sheet)

- whether the previous minutes were approved or corrected

Record ideas:

- listen to the discussion and note only the main points

- summarize

- make the minutes brief and accurate

Record any motions:

- name the member who makes the motion and underline the action

- it's unnecessary to include that the motion was seconded

- state whether the motion carried or failed and underline it (e.g., Motion Carried)

Note correspondence and any action taken

Note program speaker and topic
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Money Matters

PAC Bank Account

The PAC may open a bank account in its own name at the bank/financial institution of its choice.

tects individual PAC members who act in a responsible way from being personally liable for the

funds. If a PAC chooses to incorporate, a bank account is opened in the society's name, with any

two of three designated members of the executive as signatories.

If your PAC decides to incorporate, your area office should be able o provide you with sample

documentation to use. When your PAC petitions o become a society, your constitution should in-

clude a section ensuring that your school principal is a non-voting member and is present at meet-

ings. Your PAC should not be independent of the school.
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Money Matters

Signing Authority

No matter what method of banking/tax deductibility arrangement your PAC chooses, author-

tories by way of a motion that is recorded in your minutes:

THE (YOUR SCHOOL NAME) PAC DESIGNATES ANY TWO OF THE FOLLOWING THREE

EXECUTIVE MEMBERS AS AUTHORIZED SIGNATORIES ON OUR (YOUR BANK'S

NAME) ACCOUNT (NUMBER OF YOUR ACCOUNT): (NAME NUMBER ONE), (NAME




