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Leadership for Parent
Groups in Schools

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, nonprofit, non -partisan
organization.
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- To provide new and returning volunteers with

Introductory training for their leadership roles

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

-+l [ x EFfx O AAEFEEAOA COA
school using less personal time
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2 Streams

1-Being a Leader &
Without Doing it All Yourself

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

Bl e BEAl 6 o =B o]
Annual General Meeting
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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
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Without Doing it All Yourself

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

Bl e BEAl 6 o =B o]
Annual General Meeting



Leading the Way

Donot pani

] t 0S not
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,
Eil x xEIIT UIT O EIIT x xEAI

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
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Planning

Create a calendar for the year
)T Al OAA OEA OPOI OET AEAT OP
from the Federation

Add in what your Association traditionally does every
year

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



Prince Edward Island Home and School Federation

Time Line for the 2010-2011 School Year
PO Box 1012 Charlottetown PEI CIA 7M4 / 40 Enman Crescent Rm. 121
Ph. 620-3186 Toll Free. 1-800-9160664 Fax. 620-3187
peihsfi@edu.pe.ca www.edupe.ca/pa hsf

First Instructional Day
Leadership Training Workshop - Athena School, Summerside
Leadership Training Workshop - Queen Charlotte School, Charlottetown

Thanksgiving
PEI Teachers’ Federation Annual Convention
57* SEMI-ANNUAL MEETING, Central Queens Elementary School

Membership Fees Due: Mail to Federation Office

Last day of classes 2010

First Instructional Day 2011
Extra Mile Award Nominations Due
Resolutions from Member Associations Due

National Teacher/Staff Appreciation Week

Extra Mile Award Presentations

Klander Day

Nominations due for: Volunteer of the Year / Life Membership Awards

Local Presidents Reports Due
March Break
Register Local AGM Delegates

58* ANNUAL MEETING 2011 - RODD Charlottetown Hotel
Good Friday
Easter Monday




Planning Continued

- Create the money plan

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

. Consider creating your own Association Bylawg the
Federation can help
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How to Run an Effective Meeting

Set the tone- be relaxed but keep things on track
O#EAEOETI ¢ OEA | AAOEI COd6 |
- 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

Basic courtesyz watch the time!
S$SO0OFL C OFEA | AOO Yi | EI O0OA
Have 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
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/Follow your agenda

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

B finish discussing it now
Bleave it to the next meeting

Bor ask a small group to discuss it and come back to the
Board with a recommendation
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- Keeping Track of What You Do

Why motions help
. How to make a motion
Power of the Secretary
. Minutes for tracking decisions
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When to Use a Motion
91 AAOCOOOO 201 A0 AOA OOAA
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
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Making a Motion

What goes into the wording of the motion
A Who made the motion
A Who seconded the motion
A The 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
- | don't know how to word this
- Is this what you mean?
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Minutes
-ET OOAO OAAT OA OAAAEOEIT T O¢
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?
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What blocks delegating jobs?

Thinking that stops you before you even start
Not knowing what to delegate
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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
$ Al ACAOA OEA OOEEI Ccdh 1160

Make sure the expected outcomes are clear

Be clear on what decisionmaking 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



o
Still able to breathe?
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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
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Talking to Parents

What seems to be working for you?
(I x AT UI O E[]x OEAO Ul 6607
- How do you know that parents are being heard?

ZEAO0 EFAOA Ul O OOFEAA OFEAQ [
- What were you expecting?
- Was it the right way to do it?
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Working with the School

Collaboration between parents and teachers works
best

Remember that the Home & School Association is

your AssociationzUT O AAAEAA xEAOG60O
Ask for the information you need from the school

Give your school the information that they need

= your concerns, offers of support, decisions



Reaching Beyond the School

- Trustees
- Superintendents
- Minister of Education



- Other Communications
Problems

- Do you have other communications concerns?
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A resolution Is a written statement that
when adopted becomes the basis for
policies and actions taken by the
Federation.

Can be submitted by
- alocal home and school association
- Provincial Board of Directors

Once passed, the resolution goes on to a
decision maker
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What Makes a Good Resolution?

Involvement of parents
In development planning

pesticide use around
schools

Prime Time
cigarillos/Energy drinks

u nderage access to

class size / composition

funding for core
materials

school fees

bus safety, walking
student safety

procedures on handling
of violent incidents /
school lockdown

a

0
P

cohol
pportunities for

nysical activity / sport
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Creating a Resolution

Whereas 8 s AAAECOI OT A ET &I Ol AO
Inform the decision makers}

Therefore be itresolved 8 s EAOAG O xEAOA
your desired change or outcome}

The debate will focus ONLY on what follows the
4 EAOA A OA Arbtokthe barkgewind OA A 8
Information
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Need Help to Get it Right?

Prince Edward Island Home and School Federation: How to Write and Present a Resol... Page 1 of 2
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News & Events

Home ContactUs Sitemap
Resources News & Events Initiatives Featured Stories  Taking Action  About
Us

How to Write and Present a Resolution

Consider important issues that pertain to education, safety and health as they relate
to students in our education system.

The PEI Home and School Federation supports equal opportunity for all students in the
education system on PEI and promotes this by passing pertinent resolutions at Annual
General Meetings and then forwarding these to the Department of Education and other
destinations where decision-makers in government can make changes for the benefit of all
Istand students.

Who may submit a resolution?

« Any current Member Home and School Association
» The PEIHSF Board of Directors

NOTE: The Provincial Federation is responsible for final approval of resolutions to be
presented to the AGM, through its Resolutions Committee.

What topics make good resolutions?

textbooks and resources will be
introduced in these grades in
September 2009, and later in
Grades 3,5,6and 9.

Western School Board Meeting
October 21, 2009
The Western School Board
Meeting will be held at Bloomfield
Elementary School, 8:00 p.m.

Eastern District School Board
Meeting

October 14, 2009

Regular Meeting of the Eastem

School Board, Lucy Maud
Mantaameary Flamantary Sehan!

Revised Math Curriculum 2009 ‘ E
Any issue that affects students and schools across the province. The focus must be
Parents, Students, Teachers, provincial, not specific to a single school or area.
Community Members Working i ,
Together in Mathematics Topics would include:
Education - The PEI math "
curriculum has been revised at z::Tnsglz;rl cegr‘:pn?a&t:‘:i:ls
grades 1,2, 4, 7 and 8. New echool fees

bus safety, walking student safety

clear procedures at schools on handling of violent incidents / school lockdown
invoh it of parent groups in school development planning

pesticide use around schools

Prime Time cigarillos
o .

[s] o
opportunities for all children to participate in physical activity and sport
renewed request for Kindergarten in the school system.

What are the steps to prepare a resolution?

« Start by discussing the issue with other parents at your Home and School meeting, to
ensure that the majority of them approve

Draft the resolution. State your background information in a series of statements headed
by Whereas, and then state the change or outcome that you want to see in a statement
headed by the words, Therefore be it resolved. The actual debate and vote is only on the
“Therefore be it resolved” part and not on the "Whereas" par, so it is important to include|
adequate background information in the Whereas part, which people will read in
advance of the meeting.

« Make it easily understandable, clear and as concise as possible

« Please fax or e-mail the final copy by January 24th to allow for review by the Resolutions!

ANebsite

MProvincial office staff
AResolutions Committee
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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

Ul OO ! OO1 AEAOCET 1860 OI OA 11
All resolutions are dealt with at the Annual General
Meeting held in April.
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When You Feel You are Struggling

You are not alone
- Other Association leaders have experiences that you use

When you need adviceorhelpzEOG6 O OEA OA
- The Federation resources are a click or call away

If you can not make change happen at the local level, it
L AU AA OFEL A FlL O A OOAOL | O
- You have the power of many behind you
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What questions are left unanswered?
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The New Treasurer or
Fundraiser

Helpful Hints
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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 l

Treasurer (P
%

' A

- Help the Executive create a plan for the year (budget)
. Keep track of where the money goes

nsure the accuracy and safe handling of funds

- Monitor how close you are to the plan/budget
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oShow Me The Money H €

- Report at each meeting

. Keep records up to date

- Prepare a year end report
- Talk to the President often
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Fiduciary Responsiblility:

A phrase that people use to impress you

Hard to say

The responsibility for appropriate use of the
funds

All of the above
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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,
EA xA EAOAT EO AAAEAAA x|

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









Budget Process
Whatare 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 30"

- Registration for PEIHSF semdannual 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?
It x OFAO UL O E| | x xEAC
Ol AAAd O lhowsale lve paydh for it?

Do we need an additional fund raiser?



Example 2.1  4-H YDP Club Budget
4-H YDP CLUB BUDGET

Ciub Name: 4-+ YDP Clover Club

Julyl, 2002 toJune 30, 2003 Total Opening Balance $§  2000.00

ESTIMATED INCOME (SOURCE, USE, PURPOSE)

Envollignt Feec 2350 | 08
Family Contridutions 200 |00
Car wash (Fundraiser: Awavds, Camperships) XD | DO
PROJECTS (SUB-ACCOUNTS)

FovseE T vOleet -~ Fu nAraLsLA f‘k',' Lhow 200 oo
Farm (Gifts: New Barn B2 :“5"'\‘ 1500 | X
Farm (Petting Zoo ] 1000 |00

BUDGETED ACTUAL

Cllo Meetiings (Supplies and refreshments) 14
Administrotion (Stawps, LOpULNG, BADEY) 5| 60
PROJECTS (SUB-ACCOUNTS)

Horss Project a0l ¢
Farm. (New Roof and Fenel no ) RI500 ¢

Total Expenses $___ 4
Closing Balance $ _ 57°5.00 ¢

We certify that this budget was approved by the club/unit meeting on (date) __Iwné 15, 2002
Club President’s Signature: __Jonwn DLGZ Treasurer's Signature:

Club Leader's Signature MEGAW 1OWES - Tevle SGAmMsSon




Review with Executive and
Members

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

Present the budget to the membership.
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ﬁdget(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)

- Receilpts and cancelled cheques (attach them to the
Ledger)

- Bank statements (bring them to each meetlng)
- 40AAOOO0OAOG0O OAD pm




Local Home & School Association LEDGER /

"ﬂ‘ N
J\ i

\ /2 \ ~ SCHOOC N T
% 7 AN\ SCHO AME—
i &7 \ LOCATION
4 [ MONTH & YEAR
|
—_

OPENING BALANCE $0.00
. ) | 3 CASH ON HAND $0.00
— TOTAL OPENING BALANCE $0.00

DATE RECEIPT FROM PURPOSE Neay= 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

+
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Checking Account
Bank Name

Last 4 Digits of Account Number

ANNUAL FINANCIAL STATEMENT

School name

School year

TREASURER'S NAME

TREASURER'S PHONE

TREASURER'S EMAIL

Savings Account (if any)
Bank Name

Last 4 Digits of Account Number

$ iy

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)
Audit Committee has reviewed our books: (some times the books ae checked by a third party)
Yes No

FUND RAISERS (if you want to track them) $ EARNED EXPENSES
1. $ - $ .
2 $ - $ -
3 $ & $ 3
4 $ z $ 2
Signature--H&S Treasurer Signature--H&S President Date

/
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- 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.
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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)
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The Beginning Balance on the first of (month) was $ . This
month we received $ (explain the source(s) of income 2money
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,

fUHDVXUHU:-V 1DPH '‘DWH



