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KINDERGARENS
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For the best possible start




GUIDELINES FOR CHAIRPERSON

MEETING PROCEDURE

AGENDA:
(The process of the meeting will follow that prepared by Secretary in consultation with the Chairperson)

OPENING REMARKS:
(A brief hello and welcome, especially to new members and visitors at the meeting.)

APOLOGIES:
(Ask for apologies.)

MINUTES OF LAST MEETING:
Minutes are circulated prior to the meeting. At the meeting you ‘Move that the Minutes are a true and correct record,’ and ask for a seconder.
If Minutes are not correct, a member must move an amendment to the Minutes and have a seconder, especially for financial transactions. The Chairperson signs the original Minutes.

MATTERS ARISING FROM MINUTES:

Check that all outstanding matters have been dealt with by referring to the Action List.  If more discussion is needed then add the item to General Business.

CORRESPONDENCE: List any relevant correspondence from the Association.
TREASURER’S REPORT:

The Treasurer presents the Committee Financial Reports every 2 months (Profit & Loss and the 2 months Transaction Reports supplied by the Association).

The Treasurer ‘moves that his/her report be accepted’, another member seconds. 

The Chairperson signs the Profit & Loss and Transaction Reports. Copies of these documents are given to the Secretary for inclusion with the Minutes of the meeting.

HEAD TEACHER'S REPORT:

The Head Teacher reads their report. Any matters raised in the report are discussed and included in the Action List if appropriate.  A copy of this report is given to the Secretary to be included as part of the minutes.

ASSOCIATION BUSINESS:

Any matters arising from Association Reports or Parent Forum Meetings should be discussed and feedback given.

POLICY CONSULTATION:

Any Association Policy up for review that is sent to the kindergarten should be discussed and parent consultation arranged.

GENERAL BUSINESS:

Discuss any other matters to be dealt with including fundraising, family networking, social activities.

NEXT MEETING:

Set the date and time of the next meeting including any agenda items.
CLOSURE OF MEETING:

Close meeting and record time. 
OTHER USEFUL POINTS

· All major decisions especially those including expenditure should be moved/seconded. 

· Be conversant with the contents of the Association Parent Committee Information Folder.

· Ensure that your Committee is represented at:

· The Orientation Evening

· The Association Annual General Meeting

· The Parent Forum Meetings each term

· Contact the Association Office if you require any further assistance.
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