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Purpose of these Standing Orders 

The purpose of these Standing Orders is to assist school council to operate efficiently and 
effectively within the legal framework and Department guidelines for school councils. 

General Purpose of the Council  

The Council is the governing body of the school. It determines the appropriate educational 
policies within Department of Education(DET) guidelines to promote the achievement of 
the School Strategic Plan goals and priorities. In addition, Council controls the school’s 
monies and resources.  

The Legislative Framework  

Seville Primary School’s School Council Standing Orders are consistent with the legal re-
quirements set out in the Education and Training Reform Regulations 2017, the constitut-
ing Order of the school council and Department guidelines. 

Composition of Council  
 
The Constituting Order of Seville Primary School, states the composition of the Council as:  
• 6 elected parent members  
• 2 elected DET members (other than the Principal)  
• The Principal  
• 1 community member selected by the council from the school community (other than 

DET employees) having special expertise and an interest in the school.  

Elected members of the Seville Primary School Council have two (2) year terms of office 
with half retiring annually.  
Elections are conducted according to the Education and Training Reform Regulations 
2017and the school’s Constituting Order.  
Community members are appointed by the council and have a one (1) year term of office.  

Casual Vacancies  
Should a casual vacancy occur on Council, this vacancy is filled by Council co-opting a per-
son from the appropriate category who then completes the rest of the term of office of the 
retiring member.  



Office Bearers  

The school council will have the following office bearer positions: 

President 

Executive Officer 

Vice president 

Treasurer 

Office bearers will be elected at the first meeting of the school council. 

 
President: The President is elected by all members of Seville Primary School Council and 
must not be a DET employee.  
Executive Officer: This position is filled by the Principal. The Principal is a full member 
of council with the same voting rights as other Councillors.  
Vice President Although there is no restriction on a DET being appointed, the position is 
normally allocated to a non DET employed member of Council to allow the Vice President 
to chair meetings in the absence of the President.  
Treasurer There is no legal requirement for Council to have a Treasurer but most do. It is 
recommended that the position is held by a non DET parent or community member.  

Council shall also elect the following Office Bearers: 

Secretary May be appointed to any member where the role is not carried out by the Prin-
cipal as Executive Officer.  
Convenor of the Finance Sub-Committee: Appointed by School Council. It is recom-
mended this position be held by a non DET parent member or a community member. This 
position should not be filled by the office manager / bursar.  

Quorum  
A quorum for a Council meeting is not less than half the total positions of the Council with 
the majority of these being non-Department members. Parent members on School Council 
who also work for the Department are counted as DET employees for the purpose of a 
quorum.  
A quorum must be maintained throughout the meeting.  

Tied Votes  
When a vote is tied (i.e. an even number of people are for and against the decision), the 
President has the casting or deciding vote. It is therefore important that when the Presi-
dent offers a personal opinion on an issue, this is clearly stated.  
Councillors need to be able to clearly distinguish between the President’s personal views 
and when a ruling is made as President of School Council.  



Proxies and Voting Procedures  

Eligible members of Council must be present at a meeting to be part of the decision mak-
ing process. There is no provision in either the Act or the Regulations for proxies. There-
fore, if someone is unable to attend a meeting, another person cannot attend and vote on 
their behalf. 
In the event of a vote being tied, the chairperson of the meeting (usually the President) 
has the casting vote.  

If the President is Absent  

In the absence of the President, the vice President must chair the School Council meeting. 
If neither the President nor vice President is present, Councillors may elect a member to 
chair the meeting. This person should be a non DET employee.  

School Council Meetings  

School Council meetings will be held at least twice a term with a minimum 8 meetings 
being held in any calendar year.  

The times, dates and locations of the meetings are to be decided by the council and re-
viewed annually preferably after each election.  

Public reporting (annual) meeting 
The school council will call a public meeting at least once each year and at that meeting 
will: 

(a) report the proceedings of the council for the period since the date of the previous pub-
lic meeting 

(b) present the annual report published by the council 

(c) if the accounts of the school council have been audited, present a copy of the audited 
accounts. 

The council may, from time to time, call additional public meetings. 

If members are unable to attend a meeting, they are expected to send their apology prior 
to the meeting. Should a Councillor miss 3 meetings without sending the Council an apol-
ogy they will then be dismissed from the Council thus creating a casual vacancy.  

An extraordinary meeting may be held at any time decided by council, provided all mem-
bers are given prior notice of the date, time, place and purpose of the meeting. At least 
one week’s notice is preferable if an extraordinary meeting is to be held.  



Open and Closed Meetings  

While all School council meetings are expected to be open to the School community, there 
may be times when the council meeting, or part of the meeting needs to be closed to pro-
tect confidentiality or privacy or for another valid reason.  
Should this occur, School council will need to approve a recommendation (called a “mo-
tion”) to go into a “closed” session. School council should then go back into open session 
once the topic under discussion has been concluded.  
Visitors or observers can be present with the agreement of the Principal and a decision by 
School council, but they must direct all their comments through the chairperson. Visitors 
have no voting rights.  

Extensions of Meeting Times  

If business has not been concluded by the scheduled closing time for the meeting, the 
chair should ask Councillors whether they wish to defer the rest of the business until the 
next meeting or to extend the meeting by a specified period of time (e.g. 15 minutes).  
A motion is necessary if council wants to extend the meeting for that evening.  

The Final Council Meeting of the Year  

The final Council meeting of the year will be a dinner meeting, preferably held away from 
school but not definitely so.  
So as to not disadvantage the attendance of any Councillor, as well as demonstrating an 
appreciation for the time and effort Councillors have given to their role, the cost of the fi-
nal meeting will be met by the School.  

Conflict of Interest  

If a School Councillor has a direct financial interest in a matter being considered before 
council, that Councillor:  
• Must declare the conflict of interest  
• Must not be present during the discussion unless invited to do so by the President  
• Must not be present when a vote is taken on the matter  
• May be included in the quorum for that meeting.  

Agenda and Notes  
The agenda, minutes from the previous meeting and any notes for the meeting, such as 
sub-committee minutes, President’s Report, Principal’s Report, will be distributed to all 
Councillors in the week prior to the meeting. Business arising from previous minutes 
and all sub-committee recommendations will be itemised in the agenda.  



Minutes  

All decisions of council shall be recorded as minutes. Also included in the minutes are the 
dates and times of the meeting, those present and apologies, and an overview of key dis-
cussions.  

When School council minutes are submitted for confirmation, only questions regarding 
their accuracy as a record of the meeting are to be raised.  
Once the minutes have been accepted as a true and accurate record of the meeting, they 
are to be signed by the School Council President or the person who chaired the meeting.  
Business arising from the minutes is dealt with after the minutes have been confirmed.  

School Council Decisions  

Decisions of Seville Primary School Council will be by a majority vote of those eligible to 
vote and who are present at the meeting, where the majority are non DET members.  
Seville Primary School Council will try to reach decisions by consensus but when that is not 
possible, a count will be taken with the number for and against recorded in the minutes.  
Voting will normally be by a show of hands, but a secret ballot may be used for particular 
issues.  

Council Executive  

An Executive consisting of the President, Vice President, Treasurer and the Principal may 
act on behalf of the Council on any urgent matter or at any time when it is not possible to 
call a full meeting of the Council.  
Any decision by the Executive must then be discussed at the next Council meeting.  

Council Sub-committees  

Sub-committees assist council in all the work that needs to be done. They report regularly 
at School council meetings, provide advice and make recommendations to council, which 
has the final responsibility for decisions. Sub-committees cannot make decisions for 
School council, rather they make recommendations to council.  
All School Councillors are expected to play an active role in at least one sub-committee.  

Principal’s Role on Council  

The Principal is not an Office Bearer but is a full member of Council. The Principal acts as 
Executive Officer and is responsible for the implementation of council policies and for 
informing Council on educational, statutory, regulatory and Government policy issues.  



Role Descriptions  

The President Shall:  

• act as chairperson of all council meetings  
• decide recommendations for each item of Council correspondence in collaboration with 

the Executive Officer  
• conduct the business of Council under Council Standing Orders  
• Act as a signatory to the Council Financial accounts  
• be an ex-officio member of all Council committees  
• act a spokesperson for the Council  

The Vice President shall:  

• in the absence of the President, act as chairperson at Council meetings and otherwise 
represent the President as required.  

The Treasurer shall:  

• chair all Finance sub-committee meetings  
• ensure that the school finances are in accordance with DET guidelines  
• ensure that relevant internal control procedures are maintained  
• work with the Principal and the Finance Sub-committee to develop budget recommen-

dations to submit to Council for approval  
• present financial reports and Finance sub-committee recommendations to Council  

The Principal shall:  

• notify Council of any apologies received  
• ensure that the minutes of the meeting are recorded  
• table all Council correspondence  
• write all correspondence authorised by Council  
• be the Executive Officer of the Council  
• be an ex-officio member of all council sub-committees  

The Secretary shall: 
• provide all Council members with minutes of previous meeting, agenda, reports of 

committees and financial reports by the Friday prior to the Council meeting 



Signatories for Accounts under the control of Council  

The Principal and one of either the President, the Treasurer or one other council member 
nominated by the Council shall be authorised to sign cheques.  

Council Sub-Committees  

Council will determine which committees it requires and will review their role descriptions 

annually.  

The sub committee structure for 2021 will be:  

• Finance  
• Education  
• Buildings & Grounds  
• Fundraising  
• Promotions & Publicity  
 
Membership of sub-committees shall be decided at the first regular meeting of Council, 
when councillors will nominate their preferences for committee membership.  
 
Some negotiation may be necessary to achieve general balance of size and representation. 
  
Each committee shall elect a convenor. Membership of sub-committees shall be extended 
to include interested community members with special expertise or interest in the area of 
the sub committee. 
  
The full membership of the sub committee will be as listed and approved by the Council.  
 
Sub committee meetings are to be held at a time to be decided by its members but usual-
ly within 14 days of the next Council meeting.  
 
Each sub committee is to provide a written report on its activities, including 
recommendations for Council, for inclusion in Council documents to be sent to 
Councillors in the week prior to the Council meeting.  
 
Council may approve of working parties to assist the work of sub committees as required.  

The Convenor of a Council Sub Committee shall:  

• call all meetings and provide all sub committee members with an agenda prior to the 
meeting  

• in the event of his/her absence, nominate another member of the sub committee to act 
as chairperson of the meeting  

• provide the Council Executive Officer with a written report of the minutes and recom-
mendations within three working days after each sub committee meeting (a common 
format for reporting to Council is recommended)  

• ensure that the guidelines above are followed  



Special Guidelines for Sub Committees  

Education & Policy Development Sub Committee shall:  

• consult with the school community and make recommendations to Council on aspects of 
the School’s educational policy  
(It is the province of the Principal and teaching staff to implement these poli-
cies)  

• make recommendations to Council on the approval of camps and excursions taking due 
regard of DET safety guidelines  

• monitor progress towards the School Strategic Plan’s Goals and priorities  
• develop and review policy as required  

Finance Sub Committee shall:  

• consider budget submissions in the light of Council policies and Strategic Plan goals and 
priorities and make budget recommendations to Council for approval  

• monitor Council income and expenditure including:  
 -  local fund raising  
 -  voluntary contributions  
 -  trusts and co-operatives  
• make recommendations to Council for short and long term financial planning in line with 

Strategic Plan goals and priorities  

Buildings & Grounds Committee shall:  

• develop and implement a maintenance priority plan for the School  
• identify the future buildings and grounds requirements for the School  
• ensure that the grounds and buildings are safe and well maintained  
• monitor the School cleaning contract  
• co-ordinate working bees  
• monitor and make recommendations to Council on improving the student learning envi-

ronment.  

Promotions Sub Committee shall:  

• develop and implement a priority plan for the positive Promotion of the School  
• Liaise with staff and other sub-committees in promoting school events  



Fundraising Sub Committee shall:  
• Develop and implement a schedule of fundraising events to be tabled at the first Council 

meeting each year.  
• make recommendations to Council for short and long term spending of raised money af-

ter liaising with Staff and parent groups.  
• With Council approval ensure the timely expenditure of raised money.  



Seville Primary School 

Code of Practice and Ethics  

The Seville Primary School Council is committed to the adoption of ethical conduct in all 
areas of it responsibilities and authority.  

Council Members WILL:  

Promote: 

• Respectful partnerships 
• Clear and honest two-way communication  
• Transparent processes 
• Democratic, informed decision-making  
• Personal and professional integrity.  

1. act honestly and in good faith at all times in the interest of Seville Primary School, 
its students and its community;  

2. will carry out their duties in a lawful manner and ensure that Seville Primary School 
carries out its business in accordance with the law and its charter;  

3. acknowledge possible conflicts of interest and avoid these as far as possible;  
4. be diligent, attend Council meetings and devote sufficient time to preparation for 

Council meetings to allow for full & appropriate participation in the Council’s deci-
sion making;  

5. not disclose to any other person confidential information;  
6. act in accordance with their fiduciary duties, complying with the spirit, as well as 

the letter of the law and recognising both the legal and moral duties of their role;  
7. interact with fellow Council members, including the Executive Officer, and other 

members of the school community in a positive and constructive manner;  
8. be loyal and supportive of the Council, abiding by Council’s decisions once reached;  
9. not do anything that in any way denigrates Seville Primary School or harms its pub-

lic image;  
10. meet regularly to monitor the performance of the Seville Primary School as a 

whole;  
11. ensure that appropriate monitoring and reporting systems are in place and that 

these are maintained and provide reliable, accurate and timely information to Coun-
cil  

12. ensure that there is appropriate separation of duties and responsibilities between 
itself and the Principal;  



13. ensure that the school community and relevant education authorities are provided 
with an accurate and balanced view of Seville Primary School performance, includ-
ing both financial performance and educational outcomes;  

14. ensure that the views of individual Council members are given due consideration 
and weight during the Council’s deliberation, but only until the decisions are made;  

15. regularly review its own performance as the basis for its own development and 
quality assurance. The Council recognises that poor governance is a cost to Seville 
Primary School and their community, and thus will invest in appropriate training and 
development to increase its governance capacity and performance;  

16. carry out its meetings in such a manner as to ensure fair and full participation of all 
Council members;  

17. ensure that Seville Primary School’s assets are protected via a suitable risk man-
agement strategy.  

I ...........................................as a school council member have read and understood the 

above actions.  

I sign this document indicating my commitment and support of all of these practices and 

the Code of Ethics.  

Signed.................................................... Date.....................  

Witnessed................................................Date.....................  

 


