Handover Notes

<school>  P&C Association

Role: Secretary

How to be Secretary

At <school> P&C Association
Checklist for handing over

Make sure you receive (as new secretary) and handover (to next):
☐ Secretary’s folder/files containing:

· a copy of the Constitution 
· copies of the last 7 years of (reports to government) <choose either Annual Returns – ‘AR forms’ (if your P&C is not a charity) OR Annual Information Statements for ACNC, (if your P&C is a registered charity)>

· meeting agenda and minutes for last 7 years
· important correspondence 
☐ Secretary’s USB/disk with electronic files
☐ These notes!
Your roles
Prepare meeting agenda
Before each P&C meeting draw up the agenda in consultation with the president. There is an agenda template <here> (or use Council’s: www.actparents.org.au/index.php/help-for-p-cs/resources). Past agendas are filed <here> and electronically <here>. 
Supply meeting documents
Circulate the agenda at least a week before the meeting to <school community/P&C email list>.  For the meeting, print out and copy the agenda, plus previous minutes (to pass at the meeting).
Write minutes at the meeting
Make notes at the meeting. Use previous minutes as a guide to both format and what to record. Past minutes are filed <here> and electronically <here>.  A Minutes Template is <here> (or use Council’s - www.actparents.org.au/index.php/help-for-p-cs/resources). Include: 

· A list of attendees and any apologies and whether or not there is a quorum (see below)
· The time the meeting started (‘opened’) and ended (‘closed’).
· Any decisions or motions including the name of the mover and seconder and the outcome (eg “all agreed”).
· Any actions to be taken and who is responsible. Duplicate these in a table at the end of the minutes so it is easier for people to see what they have agreed to do.
· Brief notes which capture major points of any discussions
· Reports given at the meeting (treasurer’s, president’s, principal’s) may be attached.

Check that people who have provided a report for the meeting (treasurer, president, principal) can send you it electronically to attach to the minutes.
Circulate minutes
Neaten up the minutes you write at the meeting and check these with the president - see they agree with how you captured the meeting. Then email these to everyone present at the meeting plus any absent regulars/committee members. Note the Action List! It is great if this can happen within a week of the meeting, so people have time to act on their Actions.
Take care of correspondence
Regularly check the P&C pigeonhole in the Front Office and the P&C’s email account (see below) and forward items to the relevant P&C person. Note any items needing action, draft replies where needed with the president. Our letterhead/letter template is <here>.
Write a summary list of important incoming and outgoing mail to mention at each meeting.
File and store records:

Keep meeting papers and important letters filed and labelled, including meeting papers, copies of documents sent to the Office of Regulatory Services or the Australian Charities and Not-for-profits Commission <delete if your P&C is not a charity>, the constitution.

Each Office Bearer’s Declaration (see Council’s Information Sheet 23), signed at the AGM, should also be filed.
Beginning of the year tasks
Following the Annual General Meeting and the appointment of the new committee, there are several tasks for the P&C. As secretary, you should check that each is done, even if someone else does it:

· Submit the Office Bearer’s Form to P&C Council (see below about Council). Usually the secretary’s job. Council will send a reminder (check mail).
· Submit Annual Information Statement to ACNC (IF your P&C is a register charity). You will get letters reminding you to do this. Go to acnc.gov.au and login. <User name> <Password>
OR (delete whichever does not apply to your P&C, depending on whether you are a registered charity or not)
· Submit the Annual Return to Access Canberra - see https://www.accesscanberra.act.gov.au/app/answers/detail/a_id/1504#tabs-5
(IF your P&C is not a register charity)
· Change the authority to use the bank account to the new members. Often the secretary is made a signatory to the bank account.  Work with the treasurer to do this.
Keep these handover notes up to date

Please keep this document up to date so that it continues to be a useful source of information for incoming secretaries. If you do things differently (or better!), please note them.
Helpful information

ACT Council of Parents and Citizens Association
Council is the peak body of P&Cs in the ACT. They can help with many issues. They run training courses in term 1 to help new P&C members. If you have questions about your role, running meetings, or other issues, check the “Help for P&Cs” section of their website (actparents.org.au), or contact them: 6241 5759. They also have great information sheets covering how to run meetings and much more: www.actparents.org.au/index.php/p-c-information-sheets. Make sure you fill in and return their “office bearers form” in term 1 so that you are on their mailing lists.
“Quorum”

The quorum is the minimum number of people needed at a meeting to formally be able to conduct business. Our constitution states that our quorum is <>. If quorum is not met, the meeting can proceed for discussions, but no formal motions can be made (eg approving minutes, expenditure).
Our Dropbox account/google account
The P&C has a <> account so that electronic records are stored centrally and can be accessed by all committee members. <how to access it, including passwords>
Our email account

The P&C has a <> account with distribution lists of interested parents. <how to access it, including passwords> Note that when sending an email to a lot of people, put the email addresses in the BCC field to ensure people’s privacy (that way, the email addresses can’t be seen by everyone). 
Photocopying

You can use the school photocopier located <here>. Our code is <this>.
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