
Ȱ(Ï× ÔÏȱ ,ÅÁÄÅÒÓÈÉÐ 7ÏÒËÓÈÏÐ

It is the greatest of all mistakes to do nothing

because you can only do a little.   Do what you can.

-- Sydney Smith



Your Home & School Federation

The Prince Edward Island Home and School 
Federation is an organization of Associations 
with parents and teachers working together to 
achieve the best possible education for 
children and youth on Prince Edward Island. 

We are a volunteer, non-profit, non -partisan 
organization.



¢ƻŘŀȅΩǎ Iƻǿ-to Workshop
·To provide new and returning volunteers with 

introductory training for their leadership roles

·To highlight the work of the President, Secretary 
or Treasurer



²ƘƛƭŜ ǿŜΩǊŜ ǘƻƎŜǘƘŜǊ
At the end of this session,  you will:

·Have more skills  and tools for leading other 
parents in your local Association 

·Understand more about what your Provincial 
Federation can do for you

·+ÎÏ× ÈÏ× ÔÏ ÁÃÈÉÅÖÅ ÇÒÅÁÔ ÔÈÉÎÇÓ ÆÏÒ ÙÏÕÒ ÃÈÉÌÄȭÓ 
school using less personal time



2 Streams

At the end of this session, you will know how to:

·Plan for greater success

·Run an effective meeting

·Document meetings and decisions

·Give pieces of leadership to others

·Communicate more effectively

·#ÈÏÏÓÅ ÉÔÅÍÓ  ÆÏÒ  ÒÅÓÏÌÕÔÉÏÎÓ ÁÔ ÔÈÅ &ÅÄÅÒÁÔÉÏÎȭÓ 
Annual General Meeting

1- Being a Leader é

Without Doing it All Yourself



2 - Taming the Money Monster

At the end of this session, you will:

·Understand the role of the Treasurer

·Pick the best documents  for tracking the Monster

·Know how to fund the activities you want

·Know how to prepare a financial report

·Know when key payments are due

·Know how to safely handle Association funds



/ÆÆ ÙÏÕ ÇÏȣ

·4ÒÅÁÓÕÒÅÒÓ ÁÎÄ ÆÕÎÄÒÁÉÓÅÒÓȣÆÏÌÌÏ× 3ÔÅÐÈÅÎ

·Presidents, Secretaries, other 
ÖÏÌÕÎÔÅÅÒÓȣÓÔÁÙ ÉÎ ÔÈÉÓ ÒÏÏÍ



At the end of this session, you will know how to:

·Plan for greater success

·Run an effective meeting

·Document meetings and decisions

·Give pieces of leadership to others

·Communicate more effectively

·#ÈÏÏÓÅ ÉÔÅÍÓ  ÆÏÒ  ÒÅÓÏÌÕÔÉÏÎÓ ÁÔ ÔÈÅ &ÅÄÅÒÁÔÉÏÎȭÓ 
Annual General Meeting

Being a Leader é

Without Doing it All Yourself



Leading the Way

Donôt panicé

Itôs not your job to 

do it all, 

but it is your job 

to see that it all 

gets done.



Where to start

"If you don't know where you're going, 

ÈÏ× ×ÉÌÌ ÙÏÕ ËÎÏ× ×ÈÅÎ ÙÏÕȭÖÅ ÁÒÒÉÖÅÄȩΏ

·Your first meeting should be a planning meeting

·Gather information for discussion

·What did you do last year

·What resources does the Federation offer

·What resolutions did the Federation pass

·www.edu.pe.ca/peihsf



Planning
·Create a calendar for the year

·)ÎÃÌÕÄÅ ÔÈÅ ȰÐÒÏÖÉÎÃÉÁÌ ÕÐÄÁÔÅȱ ÁÎÄ ΉÃÁÌÅÎÄÁÒ ÏÆ ÅÖÅÎÔÓΉ 
from the Federation

·Add in what your Association traditionally does every 
year

·Brainstorm what your new group would like to see done 
this year



http://www.edu.pe.ca/peihsf



Planning Continued
·Create the money plan

·Present your plans (and financial impacts ) to your 
membership

·Consider creating your own Association Bylaws ɀthe 
Federation can help



How to Run an Effective Meeting
·Set the tone - be relaxed but keep things on track

·Ȱ#ÈÁÉÒÉÎÇ ÔÈÅ ÍÅÅÔÉÎÇÓȱ ÍÅÁÎÓ ÔÈÁÔ ÙÏÕ 

·make sure all the planned discussion occurs and 
decisions are made

·bring everyone back to the agenda if conversation strays 
away from the topic

· run the meeting without voicing your own opinion



Start on time - end on time

ÅBasic courtesy ɀwatch the time!

Å$ÕÒÉÎÇ ÔÈÅ ÌÁÓÔ Ϋί ÍÉÎÕÔÅÓȟ ÐÁÕÓÅ ÔÏ ÒÅÖÉÅ× ×ÈÁÔȭÓ ÌÅÆÔ

ÅHave the group decide what to do



Using an Agenda

·Your agenda is your plan to get things done

·When creating your agenda

·Follow an outline so that nothing gets missed

·Start with the information you have (including 
Minutes)

·Check with the provincial office to see if there is

· feedback needed

· opportunities to share



Follow your agenda

Ɓif a new topic comes up, stop the conversation and ask 
the group if they want to:

Ɓfinish discussing it now

Ɓleave it to the next meeting

Ɓor ask a small group to discuss it and come back to the 
Board with a recommendation



5ƻƴΩǘ ŦƻǊƎŜǘ ǘƻ ōǊŜŀǘƘŜΗ



Keeping Track of What You Do

·Why motions help

·How to make a motion

·Power of the Secretary

·Minutes for tracking decisions



When to Use a Motion
·2ÏÂÅÒÔȭÓ 2ÕÌÅÓ ÁÒÅ ÕÓÅÄ ÂÙ ÔÈÅ &ÅÄÅÒÁÔÉÏÎ

·When to have a motion:
·important decisions

·requests to have the Federation take action or discuss 
something provincially

·anything to do with financial change 

·approve a money plan or budget

·spending or raising money not covered in the plan

·a major deviation from your plan



Making a Motion
·What goes into the wording of the motion
ÅWho made the motion

ÅWho seconded the motion

ÅThe wording to focus your discussion

·Manage discussion

·Clarify the wording of the motion before the vote

·Share decisions that have provincial implications 
with the provincial office



Power of the Secretary!
·Permission to stop the activity to complete the process 

and get wording down

·Can help to keep things on track

·Can ask for help with the wording

·I don't know how to word this

·Is this what you mean?



Minutes
·-ÉÎÕÔÅÓ ÒÅÃÏÒÄ ȰÄÅÃÉÓÉÏÎÓȱ ÎÏÔ ÄÉÓÃÕÓÓÉÏÎ

·Minutes record facts

·Should have enough detail to understand the intent

·why did we feel that we needed a decision?

·will a future reader understand?



Getting Others Involved



What blocks delegating jobs?
·Thinking that stops you before you even start

·Not knowing what to delegate



What NOT to delegate
·Items that can be eliminated

·How do you know if you can eliminate it?

Ask the group:

·Why do we do this?

·Do we still need to do this?

·Is there something else that is more important?



How to delegate
·$ÅÌÅÇÁÔÅ ÔÈÅ ȰÔÈÉÎÇȱȟ ÎÏÔ ÔÈÅ ȰÈÏ×ȱ

·Make sure the expected outcomes are clear

·Be clear on what decision-making authority the 
delegate has

·Outline known limits



Ask for feedback/Give support
·Ask if there is anything else they need to get started

·Ask them to report progress

·Let others know who is the lead

·Give praise for work done and feedback on progress



Still able to breathe?



Socializing is important
How do you get your business done AND socialize?

·build social time into your agenda 

·start with 15 minutes of coffee and chatting before 
calling the group to sit down and start the agenda

·or add a coffee and cookies time after the meeting 
ends to wind down and chat



Communications
·The Federation and other Associations

·Parents

·School

·Trustees

·Superintendents

·Minister of Education



What the Federation and Associations 
needs to know
·Concerns of local parents

·Where the local Association is getting bogged down

·Where the local Association is getting along well

·Central reporting to the Federation means that 
everyone shares and learns

·Create connections with nearby Associations



Talking to Parents
·What seems to be working for you? 

·(Ï× ÄÏ ÙÏÕ ËÎÏ× ÔÈÁÔ ÙÏÕȭÖÅ ÂÅÅÎ ÈÅÁÒÄ ÂÙ ÐÁÒÅÎÔÓȩ

·How do you know that parents are being heard?

·7ÈÁÔ ÈÁÖÅ ÙÏÕ ÔÒÉÅÄ ÔÈÁÔ ÄÉÄÎȭÔ ×ÏÒËȩ

·What were you expecting?

·Was it the right way to do it?



Working with the School
·Collaboration between parents and teachers works 

best

·Remember that the Home & School Association is 
your Association ɀÙÏÕ ÄÅÃÉÄÅ ×ÈÁÔȭÓ ÉÍÐÏÒÔÁÎÔ

·Ask for the information you need from the school

·Give your school the information that they need

= your concerns, offers of support, decisions



·Trustees

·Superintendents

·Minister of Education

Reaching Beyond the School



Other Communications 
Problems

·Do you have other communications concerns?



²ƘŀǘΩǎ ŀ wŜǎƻƭǳǘƛƻƴΚ
A resolution is a written statement that 

when adopted becomes the basis for 
policies and actions taken by the 
Federation. 

·Can be submitted by 

·a local home and school association

·Provincial Board of Directors

Once passed, the resolution goes on to a 
decision maker



What Makes a Good Resolution?
·class size / composition

·funding for core 
materials

·school fees

·bus safety, walking 
student safety

·procedures on handling 
of violent incidents / 
school lockdown

·involvement of parents 
in development planning

·pesticide use around 
schools

·Prime Time 
cigarillos/Energy drinks

·underage access to 
alcohol

·opportunities for 
physical activity / sport



Creating a Resolution

·Whereas ȣɕÂÁÃËÇÒÏÕÎÄ ÉÎÆÏÒÍÁÔÉÏÎ ÎÅÅÄÅÄ ÔÏ 
inform the decision makers}

·Therefore be it resolved ȣɕÈÅÒÅȭÓ ×ÈÅÒÅ ÙÏÕ ÓÔÁÔÅ 
your desired change or outcome}

·The debate will focus ONLY on what follows the 
4ÈÅÒÅÆÏÒÅ ÂÅ ÉÔ ÒÅÓÏÌÖÅÄȣnot on the background 
information



Need Help to Get it Right?

ÅWebsite

ÅProvincial office staff
ÅResolutions Committee



Important  Resolution Deadlines
·Final written copy to the Federation office no later 

than January 31, 2011 

·All resolutions have to go through the provincial 
Resolutions Committee for final approval of wording

·All resolutions are then circulated to Home and School 
Associations



Your Vote on Resolutions
·Your representative to the Federation Board carries 
ÙÏÕÒ !ÓÓÏÃÉÁÔÉÏÎȭÓ ÖÏÔÅ ÏÎ ÅÁÃÈ ÒÅÓÏÌÕÔÉÏÎ

·All resolutions are dealt with at the Annual General 
Meeting held in April.





When You Feel You are Struggling
·You are not alone

·Other Association leaders have experiences that you use

·When you need advice or help ɀÉÔȭÓ ÔÈÅÒÅ

·The Federation resources are a click or call away

·If you can not make change happen at the local level, it 
ÍÁÙ ÂÅ ÔÉÍÅ ÆÏÒ Á ȰÒÅÓÏÌÕÔÉÏÎȱ

·You have the power of many behind you



What questions are left unanswered?



Oh yeah ς

enjoy the unexpected 
pleasures
and

ŘƻƴΩǘ ŦƻǊƎŜǘ ǘƻ 
breathe!



Helpful Hints 



Taming the Money Monster

At the end of this session, you will:

·Understand the role of the Treasurer

·Pick the best documents  for tracking the Monster

·Know how to fund the activities you want

·Know how to prepare a financial report

·Know when key payments are due

·Know how to safely handle Association funds



The Role of the 
Treasurer 

·Help the Executive create a plan for the year (budget)

·Keep track of where the money goes

·Insure the accuracy and safe handling of funds

·Monitor how close you are to the plan/budget



Ih² ¢hΧΧΦΦ
άShow Me The MoneyΗΗέ

·Report at each meeting

·Keep records up to date

·Prepare a year end report

·Talk to the President often 



Fiduciary Responsibilityis:
A. A phrase that people use to impress you

B. Hard to say

C. The responsibility for appropriate use of the 
funds 

D. All of the above



The shared responsibility
·All members of the Executive are responsible for 

the appropriate use of the funds 

·Because of this shared responsibility, the Treasurer 
gets a lot of questions at each meeting

·Fewer questions are asked when good reports are 
prepared for each meeting.



BUDGET    
·The Money Plan

·An Estimate 



Why Have a Money Plan?
·How will we know if we're there yet, 

ÉÆ ×Å ÈÁÖÅÎΈÔ ÄÅÃÉÄÅÄ ×ÈÅÒÅ ×ÅȭÒÅ ÇÏÉÎÇȩ 

·A Budget simply says where the group hopes to be 
by the end of the year.



Budget  Process
The Executive should prepare a budget, asking:

·What do we want to do? 

·What are our obligations?

·Does our budget plan support the Home and 
School Objectives?



Budget  Process 
What do we want to do? 
·Don't ask how much money we have -- just yet.

·The group needs to decide what "good" the Home & 
School would like to accomplish this year. 



Budget  Process 
What are our obligations?
·Ongoing Home and School programs, 

do we continue them? (e.g. Class Trip, 
Teacher gifts etc.) 

·Dues to the PEIHSF   



When Are Key Payments Due
·The PEIHSF dues are required

no later than November 30th

·Registration for PEIHSF semi-annual meeting are due 
two weeks before the event

·Registration fees for PEIHSF AGM are due 

two weeks before 

the event



Budget Process
How are we going to pay for all this?

·.Ï× ÔÈÁÔ ÙÏÕ ËÎÏ× ×ÈÁÔ ÙÏÕ Ȱ×ÁÎÔȱ ÁÎÄ 
ȰÎÅÅÄȱ ÔÏ ÄÏȟ ÁÓË - how are we paying for it?

·Do we need an additional fund raiser?

·$Ï ×Å ÎÅÅÄ ÔÏ ÃÕÔ ÏÕÔ ÓÏÍÅ ÏÆ ÏÕÒ Ȱ×ÁÎÔÓȩȱ





Review with Executive and 
Members

·Finally, does our budget plan support the Home 
and School Objectives?

·Present the budget to the membership.



Budget (money plan) Completed

·Executive 
Committee 
reviews

·Your 
membership
approves



What Documents Need To Be 
Maintained?
·An item by item, dated list of money coming in and 

money going out (a Ledger) 

·Receipts and cancelled cheques (attach them to the 
Ledger)

·Bank statements (bring them to each meeting)

·4ÒÅÁÓÕÒÅÒȭÓ ÒÅÐÏÒÔÓ



Local Home & School Association LEDGER

SCHOOL NAME

LOCATION

MONTH & YEAR

OPENING BALANCE $0.00

CASH ON HAND $0.00

TOTAL OPENING BALANCE $0.00

INCOME

DATE RECEIPT FROM PURPOSE NOTE AMOUNT

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

TOTAL INCOME FOR MONTH $0.00

EXPENSES

DATE CHECK TO PURPOSE NOTE AMOUNT

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

TOTAL EXPENSES FOR MONTH  $ $0.00

INCOME  + $0.00

EXPENSES  - $0.00

CLOSING BALANCE  = $0.00

CASH ON HAND  + $0.00

TOTAL CLOSING BALANCE  = $0.00



School name

School year

TREASURER'S NAME

TREASURER'S PHONE

TREASURER'S EMAIL

Checking Account Savings Account (if any)

Bank Name Bank Name

Balance -$                               Balance -$                               

BALANCE AT THE END OF PREVIOUS YEAR $0.00

MONTH TOTAL INCOME TOTAL EXPENSES BALANCE

July $0.00 $0.00 $0.00

August $0.00 $0.00 $0.00

September $0.00 $0.00 $0.00

October $0.00 $0.00 $0.00

November $0.00 $0.00 $0.00

December $0.00 $0.00 $0.00

January $0.00 $0.00 $0.00

February $0.00 $0.00 $0.00

March $0.00 $0.00 $0.00

April $0.00 $0.00 $0.00

May $0.00 $0.00 $0.00

June $0.00 $0.00 $0.00

Total for the Year $0.00 $0.00 $0.00

Inventory Total Value (if needed)

FUND RAISERS (if you want to track them) $ EARNED EXPENSES

-$                                       -$                               

-$                                       -$                               

-$                                       -$                               

-$                                       -$                               

___________________________ ___________________________                 ________

Signature--H&S Treasurer Signature--H&S President                         Date

1.

2

3

4

ANNUAL FINANCIAL STATEMENT

Audit Committee has reviewed our books: (some times the books ae checked by a third party)

Yes____               No _____

Last 4 Digits of Account Number _______________Last 4 Digits of Account Number __________________



¢ƘŜ ¢ǊŜŀǎǳǊŜǊΩǎ CƛƴŀƴŎƛŀƭ wŜǇƻǊǘ
·Keep it simple. 

·Remember , you are 
familiar with the details; 

don't overwhelm or 
confuse your audience.

·Most people want to see 
the bottom line.



¢ƘŜ ¢ǊŜŀǎǳǊŜǊΩǎ CƛƴŀƴŎƛŀƭ wŜǇƻǊǘ
·Do we have enough money? (what came in)

·How much has been spent? (what was paid out) 

·Are we doing what we said we wanted to do with 
the money? 

(compare to your budget)



¢ǊŜŀǎǳǊŜǊΩǎ wŜǇƻǊǘ-Example 1
The Beginning Balance on the first of__________ (month) was $__________. This 

month we received $__________ (explain the source(s) of income �² money 
received). The Total Income for the month was $__________. This month we 
had the following expenditures: (Explain the reason for each expenditure and the 
amount. Example: Cheque number 105 in the amount of $14.95 was paid to Zellers 
for hot dogs). The Total Expenditures for the month were: $__________. The 
Current Balance as of __________ (date) is $__________.  (To find the 
Current Balance, start with the Beginning Balance and add the income received. 
From that number, subtract the total expenditures. The remainder is the Current 
Balance.)

Respectfully Submitted,

_________________________   ___________
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