Walkley Primary School Council

Secretary’s Role

The role of the Secretary is to produce a copy of the agenda for each councillor, to keep minutes during all meetings, to write letters on behalf of the council, and to design and distribute newsletters, posters and notices. This job obviously requires good handwriting and also competence in these areas:

· taking reliable notes;

· listening while writing;

· designing and drafting;

· ICT and photocopying;

· finding time to get things done.

This could be quite a busy job, especially when there are sub-committees, so the Link Teacher and the Class Teacher concerned must make sure the Secretary is not overloaded. If that seems to be the case, then another member of the executive could be asked to help out.
Job Description

1. Producing the agenda

The Secretary is responsible for writing up the agenda (as received from the Chairperson) before meetings, and making sure everyone gets a copy. The agenda should be distributed well in advance of the meeting, so that people come prepared. At the bottom of the agenda there should always be an item ‘Any Other Business’, meaning that at this point things could be discussed that are not already on the agenda. If the agenda has been distributed well in advance, then the Secretary can set a date for these extra items to be submitted by. It may then be possible for the Chairperson to adjust the timings of the other agenda items in order to make time for something else that is particularly important.

2. During the meeting

During the meeting, the Secretary must listen carefully and make the notes which will later form the basis of the minutes – the indispensable record of discussions held and decisions taken. At the beginning of each meeting the Secretary will have read the minutes of the last meeting, and two councillors will have signed them to testify that they are a true and fair record.

3. Letters, newsletters, posters and notices

Sometimes the council will need to send letters or newsletters, or put up posters and notices. The Secretary will have the responsibility for getting the posters and notices designed and displayed, and for drafting and sending the (news)letters.

4. Sub-committees

If any sub-committees are set up, for example for the detailed planning of a fund-raising event, the Secretary must attend these sub-committee meetings as well, to keep the minutes and do any designing or drafting required. These minutes must be read at an appropriate time during the next full council meeting.
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