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Broomlands Primary School Parent Council 
 

Broomlands Primary School, Ednam Road, Kelso, Roxburghshire.  TD5 7SW. 
www.broomlandsprimaryschool.com  

 

CONSTITUTION 

 

1. NAME 
The name of the Parent Group will be “Broomlands Primary School Parent Council” (aka 
BPSPC). 
 

2. AIMS & OBJECTIVES 
The objectives of the Parent Council are: 

• To create a welcoming school which is inclusive for all parents/carers. 

• To promote partnership between the school, its pupils and all its parents/carers. 

• To develop and engage in activities which support the education and welfare of the pupils. 

• To identify and represent the views of parents on the education provided by the school 
and other. matters affecting the education and welfare of the pupils. 

• To promote close co-operation and communication between parents/carers and school 
staff. 

• To promote equality and fairness. 

• To study and discuss matters of mutual interest relating to the education and welfare of 
pupils. 

• To engage in activities which support and advance the education of pupils attending the 
school. 

3. 
3. POWER & AUTHORITY 

The Parent Council will have the power and authority to do anything considered by them to 
be in furtherance of the aims & objectives whilst observing that they are accountable to and 
are there to represent the views of the Parent Forum. 
 

4. MEMBERSHIP 
The membership will be a minimum of 10 members which must include a minimum of six 
parents/carers of children attending the school. The maximum size will be 25.  Five qualified 
members of the Committee shall form a quorum.  (No meetings can take place or decisions 
made unless there are 5 or more Qualified Voting Members present).  Each and every 
Parent/Carer of a child at the school is automatically a member of the Parent Forum. Any 
Parent/Carer can become a Qualified Voting Member of the Parent Council after being 
nominated and seconded at the AGM and may be re-elected annually at the AGM until such 
time as their Children leaves the school. To become nominated, potential members can show 
an interest of intent to the school or any Member of the Parent Council.  Becoming a qualified 
member will give the Parent/Carer a place of the General Committee and shall have one vote. 
In the event that the number of volunteers exceeds the number of places set out in the 
constitution, members will be selected by vote at the AGM.  Anyone not selected to be a 
member of the Parent Council may be offered the opportunity to be part of any sub-groups 
set up by the Parent Council.  Any member of a sub-group may attend the Parent Council 
Meetings as long as they have Children at the school.  The Head Teacher of the School (and/or 
his/her representative) has a right and a duty to attend Parent Council Meetings but does not 
have any Voting Rights.  Anyone wishing to resign from the Parent Council should do so in 
writing to the Chairperson(s) giving at least 30 days’ notice.  A member of the Parent Council 
failing to attend three consecutive meetings without reason/apologies may be deemed to 
have retired from the Parent Council and their membership withdrawn.  Members are 
expected to familiarise themselves and comply with the Parent Council’s Constitution, Policies 
and Codes of Conduct 
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5. OFFICE-BEARERS 
The Office-bearers will be nominated and elected annually at the AGM.  They will consist of 
Chairperson (or joint Chairpersons) who must be a Parent/Carer of a child at the School, Vice 
Chairperson, who must be a Parent/Carer of a child at the School, Secretary & Treasurer.  
Ideally the roles of Secretary and Treasurer should be filled by Parent Members of the Parent 
Council, however, if this cannot be successfully achieved, the Parent Council may 
appoint/employ the services of an external Clerk and or Treasurer to assist in the smooth 
running of the Parent Council.  The Parent Council may pay a reasonable fee, as determined 
by the Parent Council, as well as any appropriate and approved expenses to an employed Clerk 
and or Treasurer.  Any fees in paid to a Clerk and or Treasurer will be paid in arrears in two 
instalments, one in March and the other in September. 
 
The Role of the Chairperson(s) is to lead the Parent Council, successfully manage the meetings, 
liaise with the school, local authority and any other any external agencies as required, 
promote all aspects of the Parent Council including its aims and objectives and to prepare a 
Chairperson’s Annual Report/Statement to be presented at the AGM.  The Role of the Vice 
Chairperson shall be to deputise in the absence of the Chairperson(s).  The Secretary/Clerk 
shall be responsible for keeping accurate minutes of all meetings which must be made 
available upon request to any member of the Parent Forum and to complete all administrative 
tasks to ensure the smooth operation of the Parent Council.  The Treasurer shall be 
responsible for all financial affairs of the Parent Council, applying for and sourcing funding, 
managing the bank accounts, keeping accurate records of all the financial transactions, 
preparing financial updates and forecasts of expenditure for each Parent Council Meeting and 
preparing, along with an Independent External Examiner, the annual accounts to be presented 
at the AGM.  Should any Office-bearer leave office prior to the next AGM, the Parent Council 
may appoint a replacement to carry out the duties without having to arrange an EGM.  Office-
bearers will be nominated and elected annually at the AGM. 
 

6. EXECUTIVE COMMITTEE 
The Chairperson(s) may at any time appoint an Executive Committee.  This would be a reduced 
number of members given the ability and authority to make decisions on behalf of the Parent 
Council in emergency situations or where is not possible or practical to call a meeting.  
Decisions made and or business discussed by the Executive Committee must always be in the 
best interest of the Parent Council and or the school, a summary of which being recorded and 
reported back to the Parent Council at the earliest opportunity.  The Executive Committee 
must consist of qualified voting members but the Chairperson (or Vice Chairperson in their 
absence) may appoint anyone who does not have voting rights to assist in any decision-making 
process on a consultancy/advisory capacity. 
 

7. CO-OPTED/APPOINTED MEMBERS 
The Parent Council may co-opt/appoint other members as required to assist it with carrying 
out its functions at any time.  These co-opted/appointed members will not have any voting 
rights. 

 
8. SUBGROUPS 

The Parent Council may create Sub-Groups to assist with its aims and objectives, these Sub-
groups should be headed up by a qualified member of the Parent Council but may include 
anyone appropriate.  Each Sub-group must be able to provide an update or brief report of its 
activities at each Parent Council Meeting. 
 

9. MEETINGS 
Meetings may either be face to face at an appropriate location or electronic via an appropriate 
platform.  Meetings will be held at least once per School Term and as much notice given but 
no less than 7 days.  Five qualified members of the Committee shall form a quorum.  (No 
meetings can take place or decisions made unless there are 5 or more Committee Members 
present).  Copies of the minutes of all meetings will be available to all parents/carers of 
children and teachers at the School, requests for copies of the minutes should be made to the 
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School Office.  Meetings of the Parent Council shall be open to the Parent Forum, unless the 
Parent Council is discussing an issue which it considers should be dealt with on a confidential 
basis.  In such circumstances, only members of the Parent Council and the Head Teacher, or 
his or her representative, can attend.  Parent Forum Members will have voting rights at the 
AGM or any EGM.   The AGM will be held on the third Thursday in September each year.  The 
notice calling the AGM shall be sent to The Parent Forum at least two weeks in advance.  EGMs 
may be called by the Chairperson(s), or at least six members of the Parent Council or at least 
10 members of the Parent Forum.  The General Committee Meetings shall always include a 
review of the last meeting minutes, Chairpersons Report, Head Teachers Report, Treasurers 
Report, including bank balances and forecast of expenditure, any Correspondence via the 
Secretary/Clerk and an update from any Sub-groups. 

12.  
10. VOTES AND RESOLTIONS 

Each member of the Parent Council shall have one vote and resolutions shall be passed by a 
simple majority vote of those present. The Chairperson shall have both a deliberative and 
casting vote – one vote as a Parent Council member and one vote as Chair. The Chairperson's 
casting vote shall be used only in the event of a tie.  Parent Forum Members will have voting 
rights at the AGM and any EGMs.  Each Parent/Carer will have one vote.  Appointed Clerks or 
Treasurers that are employed to provide a service will have no voting rights.  The Head 
Teacher (or other school representatives) does not have any voting rights, the exception 
would be where the Head Teacher/School Representatives have been formally nominated and 
elected as qualified members of the Parent Council due to being a Parent/Carer of a child 
attending the school. 
 

11. FINANCIAL MATTERS 
The Treasurer will open and manage a bank or building society account(s) in the name of the 
Parent Council for all Parent Council funds. Withdrawals & Cheques will require the signature 
of the Treasurer and one other nominated qualified member of the Parent Council.  Should 
banking be done online over the internet, access to the account must be given to the 
Treasurer, Chairperson and one other qualified member of the Parent Council.  The Treasurer 
will keep an accurate record of all income and expenditure, will provide a summary of this for 
each Parent Council Meeting and will prepare an annual report and a full account for the AGM, 
such accounts should be made available for inspection by members of the Parent Council and 
Parent Forum at least two weeks in advance of the AGM.  The Financial Year shall end 31 July 
each year.  The Parent Council accounts will be examined by an appropriately qualified 
independent external examiner appointed at the previous AGM. The Parent Council shall be 
responsible for ensuring that all monies and or assets are used in accordance with the aims 
and objectives of the Parent Council.  Parent Council Members and those who are 
appropriately appointed to ensure the smooth running of the Parent Council shall be 
reimbursed for any reasonable and approved expenses on the production of a completed 
expenses claim form along with a valid receipt.  Any high value purchases (over £50) that 
require to be reclaimed as an expense must be approved by the Treasurer in advance.  

 
12. POLICIES/GUIDELINES/CODES OF CONDUCT 

The Parent Council may agree to create Policy Documents, Guidelines and Codes of Conduct 
etc. to aid the management and running of the Parent Council.  These shall be adopted further 
to being proposed and seconded at any meeting of the Parent Council.  Any such 
policies/guides/codes/documents etc. should be reviewed on a regular basis (at least once 
every year) to ensure that they remain fit for purpose and complaint with the law if 
appropriate.  The Parent Council members must familiarise themselves with such 
Policies/Guidelines/Codes etc. and comply as such. 

 
13. INSURANCE 

If not provided by the Local Authority, The Parent Council must source adequate Insurance 
Cover for all its activities. The Parent Council members must familiarise themselves with the 
terms and conditions of any insurance cover and comply as such. 
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14. THIS CONSTITUTION & MAKING CHANGES 
This Constitution must be reviewed on a regular basis (at least once every year) to ensure that 
it remains fit for purpose.  The Parent Council may change its constitution after the changes 
have been proposed and seconded at any General Committee Meeting, AGM or EGM and 
thereafter obtaining consent from members of the Parent Forum.  Members of the Parent 
Forum will be notified of any proposed amendment and given reasonable time to respond to 
the proposal.   

14. 
15. DEFINITIONS 

Qualified/Voting Member is a member who has been formally nominated and elected on to 
the General Committee.   
 

16. DISSOLUTION 
Should the Parent Council cease to exist, any remaining funds and or assets will be passed to 
School, if the school also ceases to exist, the remaining funds and or assets shall be passed to 
the Local Education Authority to be used for the benefit of other schools in the Learning 
Community. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This constitution was adopted at the General Committee Meeting of the Parent Council on 26 May 
2022 after a period of consultation with the Parent Forum. 
 
 
Clerk to the Parent Council 
Broomlands Primary School Parent Council 
26 May 2022 


