
Chandag Infant School 

PTA Committee 
 

 

The Chandag Infant School Parent and Teacher Association (PTA) is made up of parents and/ or guardians of the pupils attending 

the school and the teaching staff.  These individuals are known as ‘Members’ of the Association.   

 

The management of the Association shall be vested in the Committee consisting of the following elected Officers – Chair, Vice-

Chair, Secretary and Treasurer – together with an elected Committee members from each class.  Each role has an equal voting 

right with the chair having the overall casting vote if needed.  The roles are explained below:  

 

Chair  

The Chair should work closely with the Vice Chair, Treasurer and Secretary, along with the head teacher of the school, to ensure 

that the PTA is run effectively. The main role of the Chair is to lead meetings to oversee the running of the annual fundraising 

events.  

Key responsibilities:  

 Provide leadership.  

 Set the Agenda meetings and run meetings. 

 Welcome and involve new Members.  

 Write regular newsletters in cooperation with the Secretary.  

 Write the Annual Report with the Vice-Chair.  

 Sign cheques for the PTA with one other Committee Member.  

 

Vice Chair  

 The Vice Chair supports the Chair in providing leadership for the Committee, helps set the Agenda for the meetings and helps 

manage meetings in line with the Agenda. The Vice Chair deputises for the Chair when necessary and assists in the organisation 

and operation of the PTA.    

Key responsibilities:  

 Liaise with the Committee and Sub-Committees organising events.  

 Prepare Meeting Agendas in consultation with the Chair.  

 Sign cheques for the PTA with one other Committee Member.  

 

Secretary  

The Secretary is responsible for ensuring effective communication links between Committee Members, the PTA and the School. 

The Secretary deals with all the correspondence that the PTA receives and helps the Chair ensure that Committee Meetings run 

smoothly. Building up a good relationship with the School and the school office staff will ensure that correspondence, sent to 

the School, is passed onto the PTA and liaise with the school office to ensure the distribution of PTA notices through school 

mailings / text to parents. The Secretary will make arrangements for meetings where they will help the Chair prepare the Annual 

Report. The Secretary may also be involved in co-signing cheques on behalf of the PTA.  

 Key responsibilities:  

 Deal with correspondence.  

 Send email to committee to confirm date of next meeting   

 Prepare Agendas along with the Chair.  

 Write up the Minutes of Meetings and distribute Minutes to all the Committee.  

 Co-sign cheques as required.  

 Prepare and distribute newsletters and other communications to parents.  

 Support with the preparation of flyers, posters, tickets, etc. for events and distribute to class reps as necessary.  

  

Treasurer  

The role of the treasurer is to manage and control the funds the PTA raises.  The Treasurer should record all income and 

expenditure, details of the amounts received and spent, and have the information available for every Committee Meeting plus:  

-the balance of funds  

-committed expenditure  

-income, expenditure and profit from each event held 



The Treasurer should report on the current financial position at each Committee Meeting and this should be recorded in the 

Minutes. The report should include an update on funds received and spent since the last report. If the Treasurer is unable to 

attend a Committee Meeting, a written report should be sent to the Chair, at least one or two days before the Meeting. All 

financial decisions taken should be recorded in the Minutes of the Meeting.  

Key responsibilities:  

 Maintain the financial records.  

 Prepare cheques as required.  

 Report income and expenditure at meetings.  

 Provide a financial forecast for each school year. 

 Count and bank monies.  

 Liaise with the bank. 

 Charity registration and Gift Aid.  

 Draw up the annual accounts.  

 

Elected Committee members (one for each class, where possible) 

Committee Members work alongside the Officers, contributing ideas and are the elected voice representing the 

patents/guardians of the class they have been elected to represent. They also have an important role to play alongside the 

Officers of the PTA in ensuring good communication with the rest of the School, encouraging participation and enthusiasm for 

the events organised by the PTA by helping to organise events or running smaller projects. 

Key responsibilities include:  

 Maintain a class list, email distribution group and text message group where possible (this should be renewed each year 

in line the Data Protection Act rather than carried forward).  

 Provide feedback and ideas from class to the PTA Committee.  

 Welcome new parents to the School.  

 Liaise with class teacher for any specific help required from PTA.  

 Help out and recruit volunteers for PTA events.  

 Lead PTA events that are allocated to classes to organise. 

 

Staff Member  

A member of staff will be elected to work alongside the Officers, contributing ideas and be a voice representing the staff 

members. They also have an important role to play alongside the Officers of the PTA in ensuring good communication with the 

PTA and school staff, encouraging participation, support and enthusiasm for the events organised by the PTA by helping to 

organise events or running smaller projects. 

Key responsibilities include:  

 Provide feedback and ideas from the staff to the PTA Committee.  

 Liaise with class teacher and the PTA for any specific help required from PTA.  

 Help out at and recruit volunteers for PTA events.  

 

The roles above shall be elected at the Annual General Meeting.  Nominations shall be proposed in advance of the meeting (or 

during the meeting (if required) and seconded by any member of the Association.  Each role will then need to be voted in with a 

majority vote providing the meeting is quorate. In the event of more than one nomination for a committee role, the person 

nominating the individual for a particular role, or the individual themselves, should explain the individual’s suitability for the role.   

The candidates for this role will then need to leave the room while a vote is carried out for that post. For further clarification, 

refer to the constitution.   

 

Additional Committee members 

The elected officers of the Committee may also appoint members of the Association to carry out specific roles throughout the 

school year. The responsibility of these roles will be agreed with the Chair as they arise.  

 

General Members of the PTA  

 Parents and Carers of children at the School are automatically general Members of the PTA. The PTA Committee informs them 

of the events and projects that are due to take place. These members participate in, and benefit from, the events run by the 

Committee. They may attend PTA Meetings, but they cannot vote on decisions made by the Committee (the elected committee 

member for each class has voting rights and should be representing the views of the parents they represent).  All parents and 

carers are encouraged to help out at the fundraising events.  Information on help needed is usually provided by the elected 

committee member for each class or via email in the run up to events  

  


