School Council Operating Procedures Checklist


School Council Operating Procedures should include:
· The name of the school council

· The objectives of the school council (as defined in legislation)

· Governance Model (Representative or Town Hall)
· A definition of membership for the school council, including;

· The rights and limitations of school council members

· Requirements of members 


· A description of the Executive of the school council, including; 
· Their correct titles 
· Required duties specifically outlined 
· How long their terms should run 

· Procedures for filling and vacating offices, including;
· If an office is to be elected, who votes on it and how
· If an office is to be appointed, who makes the appointment
· What must happen in order to remove someone from office 

· How will filling vacant positions be handled

· Information about school council committees, possibly including;

· What, if any, standing committees (committees that are ongoing) there will be 
· How “adhoc” committees (committees that only exist for the duration of completing a specific task or project) will be formed
· How committee chairs will be chosen
· How members will be appointed to committees 

· How decisions are made by the school council, including;

· Motions 

· Voting, including who can vote and how the vote must be done (ballot, show of hands, proxy, email etc)

· Consensuses

· How many members and/or Executive members are required for quorum (the number that must be present for official business to take place or for decisions to be made) 

· How changes to the operating procedures should be made, including;

· How changes will be brought forward and by whom

· Notice required (for example, telling members at two consecutive meetings that an amendment will be voted on at the third meeting, or sending out a letter, website posting  or email to all members telling them what the proposed change is, and when/how the decision will be made.)  

· Information about regular school council meetings, including;

· When they will be held

· Who will call the meetings

· Specific meeting procedures (i.e. Rules of Order or Meeting Protocols)

· Information about special school council meetings, including;

· Who may call a special meeting

· What kind of business may be brought forward

· Who may attend a special meeting

· Information about the school council annual meeting, including;

· Who will call the annual meeting

· When it will happen in the school year

· How notice of the annual meeting will be given

· What items will or may be on the agenda

· Information about the annual report, including;

· What is to be included in the annual report (as per your school board)

· Who will prepare the annual report

· How it will be submitted
· How conflicts will be resolved

· How will possible dissolution be handled
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