Walkley Primary School Council

Chairperson’s Role
The Chairperson has the role of setting the agenda, leading the meeting and making sure that everyone has a fair chance to air their views. It is not just a figurehead job. A good Chairperson must be sensible and mature, and also skilled in all of the following:

· listening;

· speaking;

· keeping order;

· perceiving other people’s needs;

· seeing fair play;

· making decisions;

· organising;

· timekeeping;

Job Description

1. Setting the agenda

The Chairperson is responsible for deciding which items will go on the meeting agenda, which order to place them in and how much time to allot to each.

2. Controlling the meeting

The Chairperson leads and controls the meeting, making sure that the agenda is adhered to and that everyone is able to express their opinion. The Chairperson needs to be firm but fair, keeping order and allowing only one person to speak at a time, with everyone else listening. Quieter members of the council will need to be encouraged to share their views, while the more boisterous members will need to be kept in check, to stop them dominating the meeting.

3. Reaching a decision and holding a vote

The Chairperson also has the responsibility of summing up the main points after a discussion, and, if a decision is needed, holding a vote. He or she will ask for someone to propose a motion and for someone else to second it, before each councillor votes for or against it. At this point the Chair will need to be satisfied that everyone is voting of their own free will. Then, if more than half the members have voted in favour, the motion is passed. However if, because of abstentions, there is no majority of the members either for or against the motion, then the Chair could defer a decision until the next meeting, when an opportunity would be given for further discussion.

4. Timekeeping 

The Chairperson is also responsible for making sure that the agenda is covered within the time allowed for the meeting. This means allotting a given amount of time in advance to each item, and keeping rigorously to this plan, so that the meeting can close on time.
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