


When taking minutes, just record the decision or action. You don’t need to record word-for-word
everything that happened.

Take time to participate. Although you are the Secretary, you are also a contributing member of the
School Council.

It’s ok to interrupt if you need clarification. Your job is to record what’s happening. If you are unclear
about anything, ask.

It's a good idea to sit beside the Chairperson because they are running the meeting.

If you are having trouble keeping up, the Chairperson can bring people back on track.

After the Meeting
After the meeting, you need to finalize the minutes and get them approved before posting.

Itis a good idea to complete your minutes within a week of the meeting — before you start to forget
what happened. Once you are satisfied with the minutes, mark them as “DRAFT” and forward them to
your Chairperson. The Chairperson then reviews and edits the minutes. Distribute the minutes to council
members with the next agenda.

At the next meeting, the council will vote to accept the minutes.

There are two possibilities when this happens. The council will accept the draft minutes as they were
distributed OR the minutes may be edited or changed and then accepted.

Remember to file and post the minutes in the designated location at your school. This could be a file
cabinet and a bulletin board, or sometimes the school website.

And that’s the Role of the School Council Secretary.

In Kawartha Pine Ridge District School Board, we appreciate the countless volunteer hours put in by our
School Council Secretaries, and we hope this video helps you better understand your role.



