1. NAME: 
The name of the Association/Council shall be “Moyle Park College Parents Association” and Moyle Park College Parents Council 
2. OBJECTIVES: 
The Objectives of the Association/Council shall be: 

(i)   The advancement of the moral, mental, social, educational and cultural well being of the students of Moyle Park College and of the community generally.

(ii)  The fostering of good relations between parents, teachers, students and the school authorities.
(iii) Election of parents from the Association to the Parents Council.

(iv) The election of parents’ nominees to the Board of Management. 
 
3. MEMBERSHIP: All parents or legal guardians of students attending the 
school shall be automatic members of the Association/Council 

4. AFFILIATIONS: This Association/Council shall be affiliated to the National Congress of Catholic Secondary Schools Parent associations
5. GENERAL MEETINGS: 

(i) The Annual General meeting shall be held during October of each year.

(ii) The parent council shall call extraordinary General Meetings when the parent council deems it desirable or when a written request to call an Extraordinary General Meeting is received by the Parent council, signed by at least 50 parents.

(iii) Public Notice shall be given fourteen days in advance of a General Meeting.

(iv) General Meetings shall be chaired by the Chairperson or in the absence of the Chairperson by the Vice Chairperson.  Otherwise the Parent council shall elect one of its members to chair the meeting.

(v) A quorum for a General Meeting shall be thirty (30) parents.
 
6. PARENT COUNCIL:
(a) A Parent council shall administer the affairs of the Association from the members of the Association/Council.        

The Council shall consist of at least twelve members who shall be elected each year at the Annual General Meeting, with at least two parents from each year group.  The Parents’ nominees to the School Board of Management shall be ex officio members of the council

(b) The council shall on or before the second meeting appoint from among its elected members the officers of the Council:  Chairperson, Vice-Chairperson, Hon. Secretary, and Hon. Treasurer.

(c) The council shall have power to co-opt members to fill any vacancies which occur on the council.

(d) The Parent council shall meet each month from September to June (inclusive) and on such other occasions as it is deemed necessary by the Parent council.  The quorum for such meetings shall be 50% of the members of the Parent council.

(e) The Parent council may invite to General meetings, Council meetings or to committee meetings such persons as the Council decides.

(f) Minutes of all meetings shall be kept by the Hon. Secretary who shall present the minutes to the Council for approval at a subsequent Committee meeting.

(g) The Parent council shall have the power to appoint sub-committees to assist it from time to time.  Sub-Committees may consist of members or non-members of the Association/Council and shall report to the Parent council.
 

7. ELECTION OF PARENTS’ REPRESENTATIVES TO THE BOARD OF MANAGEMENT:
(a) In accordance with the rules governing nomination of Parents’ Representatives to the School Board of Management, the Association/Council shall conduct an election to nominate the Parents’ Representatives to the Board of Management. Guidelines, as per the JMB AMCSS manual for boards of management of voluntary secondary schools – setting up the board of management.

(b) Notice of election shall be given to all parents one month in advance of the date of the election.

(c) Nominations of Candidates shall be submitted to the Parent council at the Annual General Meeting of the Association.
 

8. This Constitution may be amended from time to time at a General Meeting of the Association.  A two-thirds majority of the members present shall be required to carry an amendment to the Constitution. 

9. An Annual Subscription shall finance the Association/Council.  The amount of subscription and method of payment shall be decided from time to time by a General Meeting on the advice of the Parent council. 

10. OFFICIAL STATEMENTS AND REPRESENTATIONS:
No member of the Association/Council other than the Chairperson or member nominated either by the Chairperson or by the Parent council shall make any official or public statement or representation on behalf of the Association/Council. 

11. LIAISON WITH SCHOOL AUTHORITIES:
Liaison with School shall normally be maintained through correspondence by the Secretary, or by deputation nominated by the Chairperson or Parent council, with the Principal or the school and/or his nominees.
 
The Parent council may, however, should it consider it desirable and appropriate, correspond, in writing, or seek a meeting with the Board of Management.
 
12. The Association/Council in discharging its functions recognise that the examination and resolution of problems relating to individual pupils or parents will be for determination between the individual pupil and/or his parents and the School Authorities.
 
The Association/Council also recognises that matters concerning the School Curriculum and its implementation are the function of the School Authorities.
The school authorities shall take cognisance  of the role for parents as set out in the JMB manual with specific reference to sections ‘4.1.17 and 5.6’ of the JMB Manual (copy attached)
13. A copy of the JMB AMCSS Manual for Boards of Management of Voluntary Secondary schools will be made available by the Board of Management for the Chairperson of the Parents Council as a resourse an reference.
 
14. The Parent council shall present a report of its activities during the preceding year, including a financial statement to the Annual General Meeting. 
15. WINDING UP:
Winding up of the Association/Council shall only be valid if accepted at a General Meeting convened for this purpose.  In the event of the winding up of the Association/Council any assets on hand shall be presented to the Board of Management for school purposes.

Parents Association of Moyle Park College
Training and Information Programme 
Committee Skills 

Why have a Committee? 
Parents need to have a say in how their Association is run. This can be done by the members having regular meetings. In order to manage these meetings it is necessary to elect a committee. Through this involvement all members have the opportunity to learn how to: - 

make decisions 

express their opinions and have respect for the opinions of others. 

take part in the democratic process 

Group Democracy 
No matter what your group does, it must find a way to operate democratically and efficiently – in other words, everyone must have their say before the group decides to do anything and then everyone must be properly organised to carry out the decisions. 

Every group needs leadership and it needs to have a structure, otherwise everything becomes chaotic, nothing gets done and everyone ends up frustrated. The Group Leader can show you how to take personal responsibility in carrying out the plan of the group. With these two skills, anything the group does can be done properly, but without them everything will end up a mess. 

To get to the stage of having a committee you may need to practise group discussions: 

Skills for Discussions – 
The purpose of any discussion is to involve everyone in making decisions and, by hearing all points of view, to make decisions based on reason. 

If ‘two heads are better that one’, then a discussion between many heads will be better than between just two. You might think you know what’s best, but once you hear what others have to say you may change your mind. A full and open discussion allows the best idea to emerge and win the support of the group. In this way everyone gets a chance to give his or her views. Parents Association of Community and Comprehensive Schools Training and Information Programme Committee Skills Deciding when enough has been said on a particular point, that decisions are made and that arrangements are made for action to be taken. 

Making sure that, during the meeting, all the topics on the agenda are discussed. He or she must allow enough time for discussions of the main items and not let the discussions get bogged down or side tracked. 

Arriving at Decisions 
After all points of view have been expressed on an issue, the group usually arrives at its decision by consensus. When there is no consensus, the Chairperson can take a vote by asking for a show of hands. The decision must be clear and understood by the members. 

Listening – 

You can’t have a discussion unless people listen to what’s being said. 

Everyone must keep quiet when someone is speaking. 

There must be no interruptions until they are finished. 

Speaking – 
Know what you want to say 

Speak simply and clearly. 

Parents Association of Community and Comprehensive Schools Training and Information Programme Committee Skills 
Committee Types. 
(1) Ad Hoc committee, temporary 

(2) Steering committee, particular job or project. 

(3) Parent council, officers or national body 

(4) Standing committee, generally has paid workers 

(5) Ordinary committee, general committee at local level 

Forming Committees. 
If part of national organisation look for guide lines, copy of constitution. 

Look at similar organisations for ideas. 

Decide on Name, Purpose, Aims, Objectives and membership rules. 

Decide on officer board, method of electing same, duration of office. 

Decide rules for general meetings, notice time, quorum ,voting methods, 

( usual shows of hands, secret ballot for officers. ) 

Decide when AGM should be , if elections take place at AGM or next meeting. 

Draft constitution to suit your own needs. Parents Association of Community and Comprehensive Schools Training and Information Programme Committee Skills 

Meeting Behaviour 
Politeness and courtesy are the hallmarks of any good Committee, without undue formality, however rules for behaviour are simply methods of operating which speed up operations, allow work to be done and everyone who wishes to have an input to do so. 

Rules therefore are simple: 
(1) Start as promptly as possible, as soon as you have a Quorum, 

(agreed minimum number) if you get the habit of starting late people will come later etc. 

(2) A certain degree of formality helps meetings run smoothly and 

allows everyone to feel the same, e.g. if someone present is a friend, 

Don’t address her as Mary and a new person as Mrs. Smith etc. 

(3) Only one person speaks at the time, when called upon to do so by the Chair. 

(4) The speaker addresses the Meeting “Through the Chair” and replies Etc. likewise. 

(5) A speaker indicates her wish to speak by attracting the attention of the Chair by raising a hand, catching her eye, asking for permission to speak, or being asked to speak on the subject by the Chair. 

(6) If speaker is challenged by another member of the Committee, then that member must go through the same routine to be allowed speak. 

Right of reply should be granted to original speaker. 

(7) Chair has authority to decide when discussion is ended and no further discussion should take place on that subject unless permission is once again granted. Committee secrecy, what to tell outsiders and what not to tell. 

Decisions reached if they affect your electors, not the fact that there 

Was an almighty row between two Officers before the decision was 

Reached. Any gossip / details which people would prefer was not generally known, e.g. the Committee is bankrupt, the Chairperson is leaving town, having problems. Parents Association of Community and Comprehensive Schools Training and Information Programme Committee Skills  your discretion. 

If there are particular things discussed which are not to be discussed outside the meeting, then this should be made clear to all concerned. 

If Press are present and you want to discuss something personal to somebody then go “into Committee” this means that the Press cannot report that item. This needs a formal proposal and seconder to both Go into and come out of Committee. This would perhaps arise at AGM or National exec. Meetings. 

(8) Disturbances, e.g. Someone talking to neighbour while other speaker has the floor, someone obviously bored, clicking pens, tapping fingers etc. chair note and deal with this as early as possible. 

(9) Asking silly questions. Do it, at least half the other people sitting around the table will be wondering the same as you but are to shy to ask, expect a civil, informative reply, never feel embarrassed for 

Asking if you don’t know, after all you are there to learn. If you do want to know something in particular but do not want to ask outright, try to ask an Officer or long standing committee member at break etc. Do not go home wondering! 

(10) Voting for officers is usually by secret ballot, if a tie ensues then several 

methods can be used, another ballot, apply a casting vote or draw from a hat etc. any method used must be put to the floor for the agreement of delegates, this Is a protection for the officers as a clear direction from the floor cannot be challenged later if a dispute arises. 

If the Chair Is standing for re—election then he/she should vacate the Chair and ask a non-involved person of good standing to take over for the duration. 

Main rule for Officers regarding AGM, go by your Constitution Parents Association of Community and Comprehensive Schools Training and Information Programme Committee Skills 
Role of Officers 
Officers Duties, Main points. 

Chair Person 
(1) Set Agenda (List Items for Discussion) 
(2) Chairs should have good working knowledge of organisation and of other officers duties. 

(3) Chair should make all welcome and ensure everyone who wants to speak does so, ensuring that shy people get a say and domineering ones don’t hog a meeting. 

(4) Courtesy and politeness, very important to meetings. 

(5) Chair is “facilitator” of meeting, not dominating it. 

(6) Chairs must do homework on issues, research where necessary, 

attend meetings with other bodies / people. Liase with their officers 

(7) Qualities for Chair, internal and external, i.e. availability, wish to do it, transport, etc. 

(8) Decision taking, like a good parent. 

(9) Organise follow up actions on decisions. 
Honouree Secretary 
Main duties, Keeping Minutes, Draft Minutes, Full Record. 

Notify members of meeting and send Agenda. 

Register of members, Attendance Book, Note Apologies, Book speakers, deal with photo-copying, briefing Chair, helping with decisions, taking Minutes in detail, keeping notes in case of dispute. 

Read correspondence and send correspondence. 

Note date, place of meeting on each set of notes. 

Using names of proposers / seconders. Be careful here. 

Formal proposals, ensure these are properly written, read them back before moving on, must have proposer and seconder. If proposal 

Is passed, action must be taken, state who will do it and when, subsequently reporting back. 

Passing Minutes, Is this a true and accurate record? If yes then proposed and seconded, if no then amend as required. 

Minutes must be signed and finished with before moving on to Matters Arising. Be careful of this. 

Book Speakers, check on this beforehand, enquire if they have any special needs. 

Check Minutes before Meeting and make notes on any issues which will come up or wish to bring up and report on. 

Adjournments, Careful in taking decisions in two parts. Check and re-check your notes on this.
Treasurer 
(1) Keep account of in-coming and out-going expenses. 

(2) Affiliation fees, write for, collect, note, suggest change etc. 

(3) Ensure people are not out of pocket by always having cheque book ready when sheets are presented. Two signatures required. 

(4) Advise committee on a regular basis on financial situation. Ensure audit is done in time. 

(5) Committee members, remember to supply full details of expenses and cover notes. 
P.R.O. 
Main duties, keeping people informed of your committees activities. 

Be knowledgeable about the organisation and able to speak well on demand. 

Main assets, pleasant personality, responsible, availability. 

Get to know persons in the local / national media, contact them on a regular basis. 

Be careful speaking off the record. 

Keep a scrapbook for the organisation have it on show at least at AGM. 
Try to take pictures if possible. 

Meet Guest speakers, Give them background information. 

Keep note of who should be thanked or who has helped at Events. 
Individual Members 
(1) Attendance at Meetings. 

(2) Participate fully giving your views. 

(3) Listen to others. 

(4) Act on decisions taken. 

Parents Association of Community and Comprehensive Schools Training and Information Programme Committee Skills 
Holding a Meeting 
Calling a meeting – 
The Chairperson and Secretary decide together what the agenda should be and then give the members notice of the meeting, saying where and when it will be and what the agenda is. 

All meetings have a Beginning, a Middle and an End. The Beginning and End always follow the same routine, but the Middle will depend on what is to be discussed 

Beginning a meeting: 
The Chairperson goes through the following routine – 

Declares the meeting open. 

Asks the Secretary to read the minutes of the previous meeting. 

Asks the group to “adopt” the minutes (i.e. agree that they are accurate). 

Someone proposes that they be adopted and another seconds the proposal, (the Secretary notes who the proposer and seconder are). 

The Chairperson then signs the Minute Book. 

The Chairperson asks if there are any “Matters Arising from the Minutes”. 

(This is to allow a short discussion on issues that were left unfinished at the previous meeting). 

The Chairperson then asks the Secretary to read out any correspondence to the meeting. 

The Chairperson then asks for the Treasurer’s and the PRO’s reports. 

This procedure is followed at the beginning of every meeting. The Chairperson then passes on to the main topics of the agenda. Parents Association of Community and Comprehensive Schools Training and Information Programme Committee Skills 

Ending a meeting: 
Once the main issues on the agenda have been discussed, the last heading will always be Any Other Business. This allows the members to bring up any point they wish to make which was not on the agenda. The Chairperson then suggests to the members a date, a time and a place for the next meeting. 

“Through the Chair”! Some Rules of Procedure – 
The Chairperson keeps order throughout the meeting. He or she does this by: 

Insisting that everybody understands that the discussion takes place “through the chair” (i.e. everyone speaks as if they were speaking to the chairperson). 

Making sure that all speakers are not interrupted until they have finished what they have to say. 

Making sure that the discussion keeps to the point to be decided and doesn’t become just a general conversation. Parents Association of Community and Comprehensive Schools Training and Information Programme Committee Skills 
Constitution 
Base your constitution on national (if any) 

Include Name, Purpose , Aims, Objectives, 

List membership rules, full member, associate member who has voting rights, Membership duration. 

Minimum number ( quorum ) for ordinary meeting , For AGM 

Details about notices. 

Finances, Who does audit if required, number of signatories for cheques. 

Who has access to books. Power to borrow money ( be careful of this as new committee are libel for borrowings of old committee. ) 

Affiliation fees if any , when due , how to collect, amount. 

Include clear rules for voting procedures, show of hands , secret ballot 

Who has casting vote, chair to vacate if standing for re-election. 

If tied, vote again, draw from hat. Decision must come from the floor. 

Include number of officers to be elected, how, when, term of office and eligibility for re-election to this or other offices. 

Specify what happens if you are winding up, assets \ liabilities 

Specify if needed guidelines about insurance. Parents Association of Community and Comprehensive Schools Training and Information Programme Committee Skills 
Reports. 
Apply the rule of writing Minutes to the writing of Reports, do not have them over long but record anything of importance. If a Report is more like the findings of research then read out the highlights and supply copies of the whole report to be read later. Your listeners will thank you for this. 

Chairperson,s Report covers broad outlines of the years activities, any policy issues addressed and any highlights etc. If hoping to be re-elected Chair can speak on some ideas for next year however a Chair cannot dictate to a Committee, a Chair leads and directs, a Committee decides. 

Hon. Secs Report deals with the nitty gritty of the year, if this is going to be very long then again a short report should be given on the day and the full report handed out, if not already printed in a booklet etc. An up-date on items which may have been progressed since writing the AGM report initially should also be given. 

Treasurers Report should deal with the finances for the year, be prepared for quizzing on these, outline any suggestions for increasing funds for next year but again do not dictate.

Interviews, Radio, Press, T. V, 
(1) This is an opportunity to promote your organisation. 

(2) The reporters want a story, supply them with accurate facts, otherwise they will 

make up their own 

(3) Be careful of “off the cuff “ comment, it can pop up later, “Off the record” means they should not print if told this, not everyone abides by this rule, again be careful talking to ALL reporters. 

(4) Sound as calm and normal as possible on radio or TV, reading commentsor notes comes across badly, speak as it to a friend. 

Do not get drawn into any other issues or arguments while giving an interview if at all possible. Be neutral it asked about an other organisation etc. 

(5) For TV remember the lights are very hot, wear comfortable clothes, you may well be there much longer than you think, and you will be well controlled by the staff/presenter, be prepared. 

Inviting Speakers. 
Write and ask if the person will give the talk and can attend on your chosen night, give date and time initially as this may affect his/her decision. 

If the reply is positive then make telephone contact, make all further arrangements then. 

Tell Speaker subject, preferred length of talk, approx. size of audience, if there will be questions etc. 

Be clear on directions to the venue, write them down it possible. 

Find out if speaker needs overheads or Video equipment for talk. 

Phone and check that everything is O.K. with both speaker and location at least some hours before appointed time. 

Write and thank speakers as soon as possible. Parents Association of Community and Comprehensive Schools Training and Information Programme Committee Skills 
PRESS RELEASES 
ALL Organisations. will be doing this at some time so we will look at them for a few minutes. 

This is your chance to get across your message, hopefully un—tampered with, so there are six rules to remember: 

(1) WHO. The name of the Organisation promoting this P.R. 

(2) WHAT. What is the event you want: covered. 

(3) WHY. Why is this event taking place. 

(4) WHEN. When is it taking place, date and time. 

(5) WHERE. Where is the event taking place. Precise instructions please. 

(6) WHOM To contact, try to give two names/numbers but ensure you are both well briefed 

A well written PRESS RELEASE SHOULD BE QUITE SHORT, giving all the above information and if possible spell it out , why your journalist should come along and do a story for you etc. For this you need a HEADING. Try to imagine how your story would look as a Newspaper, catchy and succint. 

Don, t put all the story in the Press Release, unless that, s all you want to do, this is your bait to catch a bigger slice of publicity so follow the old performers maxim “always leave them wanting more”. 

You will be surprised if several journalists ring you with different ANGLES they have on the same story, so be prepared to examine several different angles to your event. 

Again in distributing press Releases there are a few simple rules, do all your local papers at the same time, plus local Radio, it you show favouritism they will return it in full measure =against you.! 

Give them two days notice at least, remember deadlines for copy, e.g. 12 noon the day before publication for local papers, sometimes sooner for articles. 

For Nationals the Evening Paper deadline is approx. 9-30 in the morning of the same day, and for Press Releases for Dailies, afternoon of previous day or sooner. 

For Radio, if it, s something you want a story done on, the beginning of the week is best, this leaves time to insert your story into the programme schedule for a particular day. If that day does not suit and you are used to dealing with a particular interviewer, ask for a different: time, they will usually be as obliging as possible. Explain why if possible and don, t do it often. Parents Association of Community and Comprehensive Schools Training and Information Programme Committee Skills 
Tips for Delegates going to AGMs. 
Motions 
A Motion is proposed by you on behalf of your Branch etc. and you must seek a Seconder to that Motion. 

If a “Competant Motion” i.e. one calling on somebody, Minister, organisation, etc. to do something, it is accepted by the Chair and put to the floor for debate. 

Debate for the Motion takes place, then the Chair asks for debate against the Motion, this then takes place, if issues arise in the “Against” area which you had not addressed then you have the “Right of Reply” which might be half a minute, certainly no longer then the Motion is put to the floor for voting. 

If passed then the Executive have to take your Motion on as part of policy and do what has been suggested by you and endorsed by the floor. 

Other things which may happen are “Referred to Executive” this means the Motion is left to the Executive to deal with as they see fit, “Referred back” means that the Motion is unclear and you should have another think before submitting it again, “Withdrawn” is self explanatory, you withdraw your Motion in favour of another from someone else or because it is no longer relevant and “Amended” which causes most confusion. 

AMENDMENTS. 

If debate on a Motion produces a proposal for an Amendment to the Motion the procedure is as follows: 

Speaker A proposes the amendment, which has to be seconded, the proposer of the original Motion is asked if they agree to having their Motion amended and if so the debate on the amendment opens, the Chair reads the motion and the proposed amended version, if being helpful, it is not mandatory. 

The procedure is as for debating motions, however amendments must be voted on before going back to the original motion, which will now either be amended or still in its original version depending on the voting on the amendment. In the case of more than one suggested amendment the rule is work backwards, disposing or accepting amendments as you go until you deal with the original motion which may now be quite different in the light of accepted changes. 

Other phrases used at AGMs can include “Point of Order Mr Chair” if this called from the floor the Chair must deal with it as business is suspended until chair acts on the point in question. 

“That the question be now put” is used to indicate that discussion should be curtailed and voting begin. Parents Association of Community and Comprehensive Schools Training and Information Programme Committee Skills 
National Participation. 
Many groups will be affiliated or want to become affiliated to their National body and there are some hints which will make life easier all round for this as well. 

Main need is to keep in touch, changing Officers locally and not informing Hq is always a problem, this is YOUR responsibility, not that of HQ. 

If H.Q is not keeping in touch with you or not doing as you would wish in response to your requests then you should write to the General Sec. or Nat Hon. Sec and state your concerns, do not just ring up and put your points if you have not been getting much feedback, in this case letters are more formal and require a response. 

If your letters are still ignored then it, s back to your local committee to mandate you as to what. course of action you should take at AGM. 

Think carefully on your actions at this point. 

Writing up Booklets etc. 
At some point in our committee lives we may find ourselves writing, proofing or contributing to a book or leaflet etc. and there are some pointers which will make your job easier. 

Select your editor carefully, he/she will have to ensure the whole book is written, ensure deadlines are met, the contributers are treated nicely and the whole product looks good at the end. Choose someone who is firm and calm, not a bully as nerves can come into this when deadlines are looming. 

Work ahead of your ACTUAL deadlines, people are notorious for missing them, as are printers, give yourself a few days grace for emergencies like machines breaking down etc. 

Proof reading ideally requires two people, get the other person to read the proof and correct it, 

Distribution must then be undertaken and if sales are on going this must be arranged, ensure this is taken care of, especially if Officers change. 

Meeting with Govt. Officials. 
At some point most of you will meet with Ministers and Govt. officials so a few pointers here will be useful also. 

Suppose you invite the Minister to open your AGM, what happens is as follows: a date will be fixed for the event and you will write and ask the Minister to attend and open the show. This will be agreed and a few weeks before the event the office will ring you and ask for any information you may have regarding the AGM, booklets, any special event which will take place there, a Report etc. and these are to be sent to the person ringing. He/She will probably be writing the scripts for the Minister so it is essential you give all the information he /she needs. You will be told the arrangements for the visit, Press releases are usually taken care of by the Minister as is security, they may bring their own photographer and will certainly pose for photographs for you. 

They will have an assistant, perhaps a press officer and a driver and these must be taken care of as well. 

Ensure the reporters have access to the Minister and if someone wants to plead for something ensure this as well, do not let anyone “jump out” at the Minister, arrange a quiet spot for everyone, s sake. 

Make sure to introduce any special guests present, allow politicians access if present. 

Make any presentations as soon as possible as Ministers will be anxious to be on their way as soon as they can. 

Go with them to the door/car and send them on their way, then resume the function etc. 

Govt. Officials. 
Much more trouble than Ministers in some ways for they ask questions all the time. 

Chief problems with them are: slow to act, hard to get decisions from, always cautious and referring to others. Can stop something dead if they do not approve. Can be very helpful if they do. Not always easy to find. 

Good points, can be very good at helping you to get around Dept. regulations when necessary, take time to explain things to you, always ready to send documentation. 

Make friends with them, they are important. Never be off-hand with an official unless you are sure you won, t need him again.
