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Introduction
This Executive Skills toolkit along with all other Ontario Federation of Home and School Association
(OFHSA) resources are intended to assist the officers and executive members to carry out their duties and
responsibilities. Remember, you are a leader at your local Association. Be familiar with the contents of
this toolkit and set goals for your Association.
Home and School provides us with a powerful
voice; it provides a resource for families and
communities and allows us to advocate for
excellence in the education and well-being of all
children.
The Ontario Federation of Home and School
Associations is the oldest education advocacy
organization in existence in Canada that gives all
parents (as members of Home and School
Associations) a voice in their children’s
education. OFHSA continues to be relevant in the
21st Century as it continues to advocate for ALL
students and provides opportunities to make a
difference in the life of children and youth.
Associations provides collaborative leadership
opportunities for everyone; parents, educators
and the school community. While a person may
choose to join Home and School for the benefits
to their own child, they will quickly learn that their
involvement in the Association provides benefits

to ALL children; members as volunteers become
advocates for children everywhere in Ontario and
in Canada. Locally, provincially and nationally is
a great way to influence public education.
Membership with OFHSA provides each of us
with an opportunity to collaborate with other
committed people within an organizational
framework that is accountable, respected and
recognized for its leadership.
Parents are their children’s first and best
teachers.
Home and School Associations
provide support for parents, resources and skills,
and an avenue for parents to socialize and
network.
What an amazing time to be part of an
organization where diversity is our strength and
membership is our foundation, as we all strive to
obtain “The Best for Each Student”.

Home and School Principles:
The following principles and rules of conduct guide Home and School Associations within the Ontario
Federation in reaching their objectives.
➢
➢
➢
➢
➢
➢
➢
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The Federation and its component units shall pursue an education program to achieve its objectives.
Membership shall be open to all persons, 18 years and older, who are interested in the welfare of
children and youth.
The Federation and its component units shall not interfere in the administration of any individual school,
but shall, when necessary, make representations to the appropriate educational authorities, through
the proper Home and School channels.
The Federation and its constituents may co-operate with other agencies or organizations having
interests in common.
The Federation and its component units shall be non-partisan and non-commercial; neither lending
official recognition or support to an individual political candidate or partisan cause, nor endorsing any
commercial concern or its product.
The Federation and its component units shall only engage in fundraising activities when such funds are
required to complete all aspects of their official program.
The Federation and its component units shall be a member of the Canadian Home and School
Federation.
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Home and School Council (H&S Council)
A Home and School Council is a group of three or more local Associations within a school district that is
organized under the approval of OFHSA. The H&S Council’s role is to inform, support and inspire the
leaders of the Association. The work any H&S Council undertakes is determined by the interests of the
local Associations.
If no Home and School Council exists in your school board area, you are considered
a Lone Association and your liaison is with OFHSA. If you do not know your contact,
call the OFHSA office.
The role and benefits of a Home and School Council:
➢ Strengthens the local Associations by providing opportunities for them to learn from one another
➢ Develops leadership through formal and informal training
➢ Promotes Home and School membership throughout the district
➢ Acts as a co-ordinating body to promote communication and co-operation among local Associations
on matters of mutual concern
➢ Provides information and leadership training
➢ Disseminates information from the Canadian Home and School Federation (CHSF) and OFHSA
➢ Provides leadership and plans activities of district-wide interest that are beyond the scope of a
single Association
➢ Serves as a channel of communication between school administrators, school boards and the
general public
Liaising with your Home and School Council for guidance and assistance, plus attendance at H&S Council
meetings are vital to the success of both your Association and the H&S Council. H&S Council can help you
put the concerns of your Association in the broader context of what is happening in other Associations and
schools and help to keep you informed of trends and policies.
The president and the representative to Home and School Council are the voting members from each
Association at Home and School Council meetings.
The responsibility for reporting back to the
Associations lies with the representative to Home and School Council, but the president should encourage
all other members of the executive to attend as well, to familiarize themselves with this level of Home and
School.

All local Units:
➢ Are units of OFHSA
➢ Are guided by the objectives and purposes of OFHSA
➢ Have members, individual or family, who pay membership fees annually
➢ Pay an annual Association Insurance Fee to OFHSA for liability insurance coverage of the
Association and its members
➢ Plan programs and activities to meet the needs of children and youth in their own local school and
community
Home and School Associations are volunteer-based Associations that are dedicated to fulfilling the
purposes of OFHSA. While a local Association is usually organized within the school, it is independent of
the school and the school system. Its work is determined by the needs of the school community and the
interests of its members.
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Home and School Association (H&S Association)
Association Structure
Associations elect officers according to the needs of their association and as stated in their individual
Association Bylaws. Normally, Associations elect a president, vice-president, secretary, and treasurer.
Other committee chairs may also be elected, and along with the elected officers, form the executive
committee of the Association.

In Good Standing
In accordance with OFHSA policies and bylaws, an Association is in good standing when it submits the
following:


Executive contact information Sept. 1st (or ASAP if your group sets its executive at the first meeting
of the year). This information should also be shared with your H&S Council President, if applicable.



Current membership list with payment of fees to OFHSA by Sept 30th (annual membership runs
Oct. 1st – Sept. 30th). One effective way to start your membership drive is to have membership
forms included with your school’s “first day package” of forms that are sent home with each student.



Additions to the membership list - submit member information and payment to OFHSA as received.
Memberships may be purchased at any time during the year. The votes your Association is entitled
to at the OFHSA Annual Meeting are calculated based on memberships received in the office as
of December 31st.
All Association executive committee members must be OFHSA members in good
standing.



Association Insurance Fee, to cover liability insurance for the Association and its members.



Schedule of tentative meeting dates by Sept 30th to your H&S Council President, or to the OFHSA
office if a Lone Association



Current approved operating budget to your H&S Council President, or to the OFHSA office if a
Lone Association



Annual financial verification by Oct. 31st to your H&S Council President, or to the OFHSA office if a
Lone Association.

When an Association is not in good standing, the unit and its members become ineligible for OFHSA’s
Liability Insurance, are unable to attend the OFHSA Conference at the member rate and are ineligible to
vote at the OFHSA Annual Meeting. An Association cannot be a member of a Home and School Council
unless it has paid their annual OFHSA membership fees and their annual Association Insurance Fee.

Responsibilities of the Home and School Association





identify and help meet the needs of the school, community and students
provide programs and projects to involve members, related to the needs of the school and
community
work towards a good mix of parents, community and school staff
ensure effective communication

Responsibilities of Elected Officers and Executive Committee
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to provide leadership, act as a resource and support to the school, parents and community
to take initiatives that ensure that the Association and its members are involved only in activities it
is authorized to do through OFHSA
to carry on the Associations’ business in accordance with OFHSA’s Constitution and Bylaws
Executive Skills
Copyright 2018 OFHSA, All Rights Reserved

September 2018

Tools for Association Executives
Provide an Association Binder or USB for each Executive member with the following suggested
documents. Many OFHSA documents can also be downloaded from www.ofhsa.on.ca (Resources
and Forms tab)

Home and School Association Information
✓ goals for upcoming year

✓

membership list

✓ planning calendar complete with tentative
meeting dates and fundraising dates

✓

latest electronic mailings from the
Federation, OFHSA Bulletin

✓ list of executive members, with all their
contact information

✓

resource list

✓

executive and general meeting agendas,
minutes, and committee reports

✓

list of school staff

✓

approved Association Bylaws, Standing
Rules

✓

task list (list of motions and when completed;
especially motions involving money)

✓

approved Association budget

✓

Annual Financial Verification

✓

list of volunteers and contact information

✓

✓

agenda format

Certificate of Liability Insurance from the
federation office for any special activities

Home and School Council Information
✓

directory (H&S Council executive list and contact information)

✓

Bulletins/newsletters

✓

meeting dates

✓

H&S Council agendas and meeting minutes

Federation Information & Resources – Home and School Communications
✓

OFHSA Policy Document

✓

✓

OFHSA Constitution and Bylaws
(covering Associations, Councils
and the Federation)

OFHSA Resources and Recognition
Pins

✓

Summary – Robert’s Rules of Order,
Newly Revised

✓

Home & School Association Guidelines

✓

✓

Executive Skills toolkit

Awards criteria and nomination forms
(Citizenship, Educator and McLaughlin);
Volunteer Skills Portfolio (VSP)

✓

OFHSA’s Brand and Visual Identity
Standards

✓

OFHSA Conference and Annual Meeting
information

✓

Various OFHSA procedure guidelines,
information sheets and brochures

✓

OFHSA monthly mailings listing

✓

Info sheets: Personal Information, H&S
and Social Media, H&S Webpages. H&S
and E-mail, H&S and the CASL

✓

OFHSA calendar with important dates
and deadlines for OFHSA Bulletin,
Resolutions and Awards submissions

✓

Home & School Membership information

✓

OFHSA Board Directory (usually
received in September mailing)

✓

Home & School Financial information

✓

Tips for H&S Association Executives
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Checklists for Association Executives
Representing Your Home and School Association in the School Community
✓
✓
✓
✓
✓
✓
✓
✓
✓
✓
✓
✓
✓
✓

Always introduce yourself. Learn people’s names
Give credit where credit is due.
When individuals discuss personal problems with you, keep them confidential.
Don’t speak on behalf of the school. You might have a great rapport with the principal, but you are
not an official representative. Refer school questions to the principal.
Respect the principal’s role as administrator of the school. Work together as partners, following
school policies.
Don’t share your personal opinions on issues. When you are in your official role, speak on behalf
of the Home and School Association as a whole.
Remember to always thank individual school staff, members and volunteers for their contributions
to the Home and School Association
Focus on parent involvement first. Don’t put all the emphasis on fundraising. A community that
feels connected to the school will step up to support the fundraisers when asked.
Accept responsibility for unpopular but wise decisions, such as canceling an event because of a
lack of volunteer support. Don’t be afraid to make the tough decisions.
Repeat longstanding, successful events. Don’t ignore the value of tradition; it gives the Home and
School an identity in the school community.
Learn from the past. Don’t disregard the knowledge of your past-president. Approach him/her as
your mentor.
Share information, OFHSA mailings, minutes and the H&S Communications Binder.
Reach out to Home and School leaders at nearby schools to share experiences. Attend Home and
School Council meetings and leadership workshops.
Don’t let the stress level get too high. It is okay to scale back to avoid burnout, and it is okay to hold
purely social events to boost morale and teamwork. Being a leader can be a very rewarding
experience. Even small steps to create a supportive community really make a difference in
obtaining “The Best for Each Student”.

Association Meetings
✓
✓
✓
✓

Run efficient meetings; everyone’s time is valuable. Listen to the members.
Familiarize yourself with Robert’s Rules of Order, Newly Revised as they govern all meetings. Use
them to keep your meetings running efficiently.
Familiarize yourself with your individual Association’s Bylaws and Standing Rules. Update every
couple of years
Keep the OFHSA Constitution and Bylaws available for reference for Association, Council and
Federation Bylaws

Essential Tips for Working with School Support Staff
✓
✓
✓
✓
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Introduce yourself. It will be easier to ask the custodian, secretary, school aide, and audiovisual
technician for help later if you introduce yourself today.
Learn their names—and call them by name.
Respect their school jobs. Remember that their primary responsibility is to the school. They are not
there to do Home and School Association work. If you need substantial help from school staff, clear
it with the principal first.
Include them in staff appreciation events.
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Successful Meetings
➢
➢
➢
➢
➢
➢
➢
➢
➢
➢

Meetings should be held on a convenient day and time for the majority of the members.
Meetings should always begin and end on time - use an agenda to keep on track
Prepare timely minutes after each meeting
The meeting room should be accessible to all, well-lit and comfortable. If possible, set up the room so
that all faces can be seen - a horseshoe shape works well. Clean up after the meeting and return the
room back to its original set-up.
Refreshments never hurt - but don’t make the preparation too onerous. Keep it simple.
The president and secretary should be able to work together at a table if at all possible.
There should be an opportunity for discussion and everyone’s opinion must be heard.
Decisions, once made, should be followed by action. Always be clear about whose responsibility it is
to carry out the action.
Keep personal conversations to a minimum.
Ensure extra pens and copies of Association information are provided for members at each meeting.

General Paperwork Guidelines
Meeting minutes: President and secretary are required to sign the approved copy of all Association
minutes. The minutes are kept in the secretary’s binder.
President’s info: President should bring the Association binder to each Association meeting. They should
keep and bring the binder, containing five years’ previous resolutions, to the Association meeting at which
the current year’s OFHSA Annual Meeting documents are discussed.
Treasurer’s report: President and treasurer are required to sign each page of the monthly treasurer’s
report. (3 copies: 1 for the president, 1 for the treasurer; 1 for the secretary’s binder)
Motions: Motions are moved, seconded and voted on by paid members.
They are recorded as “carried”, “defeated”, “deferred” or “withdrawn”.
Motions are required for:
 accepting meeting agendas and any additions or changes
 approving minutes
 approving treasurer’s reports
 making financial decisions outside of the approved budget
 approving bank signing authorities
 adjourning meetings
Quorum is required for voting and should be set in your individual Association Bylaws
If in doubt, make a motion
Voting privileges are for members only. Each member of the Association is entitled to a vote: both member
listed on a Family Membership get one vote each; Associate Members get one vote. Life Members get one
vote.
OFHSA Logos: The H&S shield/torch may be used alone on documentation. The round OFHSA logo can
only be used together with the H&S shield/torch. Both may be re-sized but the dimensions may not be
changed.
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Association Planning Calendar
Items listed here are not always the work of the president but are done at a particular time of year. The
president needs to know the complete workings of the Association. Add important dates for your
Association.

June







call a meeting of the newly elected officers
create a draft calendar with your Executive
visit the principal to ensure that your goals for the upcoming year are compatible and
complementary
fill out the Executive Contact Information form with addresses, phone numbers and e-mail
addresses and send to Federation, H&S Council and the school
consult the principal regarding meeting space for the upcoming year
give some thought to school and community issues for the upcoming year

June or September
 form special committees and appoint chairs
 prepare budget for approval at first association meeting if this was not done in the spring
 plan programs
 plan publicity - keep your members informed
 plan membership drive
 plan start-up activity
 sign up volunteers for activities
September
 run start-up activity –such as a Membership Drive, “Meet the Teacher”
 talk about conference - discuss submitting resolutions for the OFHSA Annual Meeting
 make sure that funds are in the budget to cover the cost to send delegates to conference/annual
meeting
 send copy of Executive Contact Information form and meeting dates to Home & School Council or
the federation office if a Lone Association
October
 submit membership list and fees, along with the Association Insurance Fee to OFHSA;
memberships are valid from October 1st to September 30th; be sure that the privilege of
membership is made available to parents of your school community at every opportunity;
remember that staff will want to purchase a membership as well; if members’ children attend
another H&S school, they can obtain an associate membership and belong to both associations the original membership location should be noted on the membership card
 ensure Association annual financial verification of previous years records is completed and
submitted by October 31st, if it was not done at the end of the school year; submit to H&S Council
or the federation office if a Lone Association
 talk about conference - follow up on resolution submission if pertinent; Letters of Intent are due to
OFHSA office by November 1st
 check progress of all committees and activities
November – December
 begin plans to attend conference
 begin plans for Teacher & Staff Appreciation Week (TSAW)
 consider your candidates for OFHSA Citizenship, Educator and McLaughlin awards
 work with principal and staff to nominate candidates for the OFHSA citizenship awards
 invite H&S Council President to address members of your association
Page 9
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January
 appoint a nominations committee for the next executive election
 ensure all nominations for OFHSA Citizenship, Educator and McLaughlin awards are sent to
federation office (deadline Feb. 1st)
 talk about conference
February
 celebrate Teacher & Staff Appreciation Week (TSAW)
 appoint voting delegates and register all delegates for conference
 follow-up with any unfinished business
 plan for OFHSA Parent Engagement Month (April)
March or April
 prepare annual reports for your Association and for H&S Council
 have an Association meeting to talk about conference, discuss resolutions and bylaw
amendments which have been received and direct delegates how to vote on behalf of the
Association members
 plan to attend the annual meeting of H&S Council
 Evaluate your year and LOOK AHEAD
May or June
 hold Association’s annual meeting to elect new executive and approve budget for the coming
year
 review individual Association Bylaws and update if necessary
 Association annual financial verification of records - send a copy to H&S Council or the federation
office if a Lone Association - if not done at this time, ensure that this is done over the summer or
early fall as it is due by October 31st

Always on the Calendar





address any school community issues
plan to attend any Home and School Council meetings
share the contents of OFHSA electronic mailings
identify and develop an advocacy resolution

Plan activities ahead so that supplies and equipment will be available
❖
❖
❖
❖
❖
❖
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annual fun fair, picnic, BBQ
activity days
lunch days
membership drive, Meet the Teacher event
graduation
fundraising activities
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Meeting Agenda
One of your most valuable working documents - it keeps you on track during a meeting and gives you a
reference to go back to when you need to follow up on activities of the association.

➢

Try to prepare it at least two weeks ahead of time. This is a good time to ask your principal if he/she
has any matters to bring to the meeting.
Once completed, distribute one week in advance to members and non-members either electronically
via e-mail or website, paper agenda in student back packs, or by posting the agenda on a bulletin board
in the school. Ask your executive to check it out as well so that they can come to the meeting prepared
to discuss relevant issues.

➢

Preparation:

Purpose of the agenda:
•
•
•
•
•
•
•

efficient handling of business at the
association/council
can entice members to meetings if items
are of interest
shows members the amount of work that
is ahead and who is responsible for the
work
ensures democratic process
allows thinking time for good decisionmaking
helps effective handling of difficult
situations
guides good parliamentary procedure

•
•
•
•

•
•
•

by secretary and president
collect data efficiently
sort into agenda categories - correspondence,
reports, new business etc.
use a rough outline throughout the month so
that you can add items from e-mail or phone or
other meetings you have attended; this helps
ensure that no business is overlooked
while preparing the agenda, always check the
previous minutes for items carried forward
most preferable to e-mail, post or send home
in advance
post on Home & School bulletin board in the
school or on the website so that all parents
can see what will be on the agenda

Agenda Format:
➢
➢
➢
➢

determine your priorities and adjust when necessary (i.e. H&S Council / Association reports vs.
committee reports)
at your first meeting ask for consensus of how members wish to place the order of business
present by category, by date received - but allow flexibility to group together more than one item
on the same subject
perhaps more efficient to deal with “Unfinished” or “Business Arising” before any “New Business”
or “Reports”

Home & School operates on the principle of majority rule, the right of the
minority to be heard and the duty to abide by the will of the majority.
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Meeting Agenda - Example
Note: Include spaces so that members can make notes for their information.
Ada Courtice Home & School Association
Monthly Meeting Agenda
School Library
January 10, 2017
7 p.m. – 9 p.m.
1.0

Welcome, introductions and call to order

2.0

Approval of agenda (make motion)

3.0

Conflict of Interest - declarations

4.0

Attendance (not necessary for a roll call - secretary needs to record those present)

5.0

Approval of minutes of previous meeting (make motion)

6.0

Federation business or correspondence

7.0

Business arising (motion each item as needed)
7.1 Next fundraising meeting
7.2 Advocating for the community

8.0

Treasurer’s report
8.1 Report (received for information)
8.2 Submission of expenses, etc.

9.0

Report from Home & School Council representative

10.0

Correspondence (sometimes called communications) - show name of organization, person sending
letter and subject for each item
10.1

11.0

Committee reports - show committee name and chairperson (received for information)
11.1
School Council
11.2
Fundraising
11.3

12.0

New business - show items if known prior to meeting or add them as needed during # 2 approval of agenda (motion each item as needed)
12.1
Conference
12.2

13.0

Principal’s remarks

14.0

Announcements

15.0

Date, time and place of next meeting

16.0

Adjournment (make motion)
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PRESIDENT
As president, you are the CEO of your Association – a Chief Example to Others Be enthusiastic and
friendly - great traits of an Association president. If the president is enthusiastic and welcoming to others,
that feeling will spread to other members.
While the president’s most visible task is to preside at all formal meetings of the Association, they are also
the official representative of the Association to the school staff and the community, the Home & School
Council in the area and to the Federation.

Co-ordinating the activities of the Association
The president is responsible for co-ordinating the activities of the Association. The president does not run
the organization - rather the president makes it run. By delegating responsibility to other executive
members, the president will ensure that everyone assumes ownership in the Association. The president
must remain informed of all committee work conducted so that all the various groups in the Association are
co-ordinated. The president is responsible for ensuring that that Association’s financial records, provided
by the treasurer, are verified annually by a person who was not directly involved in the handling or reporting
of the funds of the Association.

Communication
The president receives many communications (by mail, phone, e-mail and other electronic sources) from
the community, the Home & School Council, and the Federation. It is the president’s responsibility to make
sure that this information is discussed at executive meetings and, if pertinent, to communicate this
information to the membership. This can be done by means of newsletters, bulletin boards, webpages,
social media, e-mails or announcements at meetings.

OFHSA Annual Meeting
The president, or elected alternate, carries one vote, representing the first 25 members of the Association,
at the OFHSA Annual Meeting. Each additional 25 members entitles an Association to an additional voting
delegate, up to a maximum of seven.

Home and School Council
The president and the representative to Home & School Council are the voting members from each
Association at the Home & School Council meetings. The responsibility for reporting back to the
Association lies with the representative to Home & School Council, but the president should encourage all
members of the executive to attend as well, in order to familiarize themselves with this level of Home &
School.

Leadership
Most importantly, the president needs to ensure the continuing leadership of the Association. By mentoring
and coaching the visible leaders in the Association, the strength of the organization is assured. If upcoming
leaders are not visible, the president must develop strategies to encourage others to consider becoming
leaders.
Home & School is an organization with a rich history, but the present members bring new ideas and a
freshness which is needed. Be prepared and always be flexible in order for every situation to be a “win win” for everyone involved.
Take pride in knowing that the result of all our work in Home & School is to obtain “The Best for Each
Student”.
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Responsibilities of the President:
➢

Plan meeting agendas in co-ordination with the Secretary, and ensure distribution, along with
meeting minutes
➢ Chair Association general meetings and the annual meeting
➢ Ensure membership and fundraising activities are planned for the year through committee chairs
➢ Ensure that a financial report is received at each meeting, and that the financial records for the
Association are accurate and up-to-date.
➢ Ensure that the Annual Financial Verification is completed and submitted to either the H&S
Council, or to the federation office if a Lone Association
➢ Ensure that the executive contact list, annual membership lists and summary, fees and the annual
Association Insurance Fee are submitted to the federation office promptly.
➢ Ensure that all the required paperwork is submitted annually to either the H&S Council or to the
federation office if a Lone Association (see Tips for Home and School Association Executives)
➢ Ensure that a Certificate of Liability Insurance is obtained from the federation office for any special
activities.
➢ Review OFHSA Annual Meeting package with membership and ensure Conference
registration/delegate forms are submitted
➢ Plan annual elections for the Association officers and executive committee
➢ Attend Home & School Council meetings with your other representative
➢ Liaise with the school principal regularly and any other support staff as needed

VICE-PRESIDENT(S)
It is important that vice-presidents are committed to the future operation of the organization. In other words,
no one should take the position of vice-president unless they plan to fulfill the role of president when the
time comes. Your Association may choose to elect 1st and 2nd vice-presidents for succession planning.

Responsibilities of the Vice-President
➢

➢

➢

➢
➢
➢
➢

Vice-president(s) should be prepared to carry out any duties assigned by the president or the
executive committee.
By studying and becoming familiar with the president’s role and
responsibilities, they will be ready to assume the position thus ensuring a smooth transition from
one president to another.
Vice-president is not a position in which one sits and waits for his/her term as president. It provides
an opportunity to learn the duties of the president, other executive committee positions and the
achievements and goals of Home & School. Don’t wait to be asked, offer to assist wherever help
is needed.
It is important that the vice-president is visible at all times - getting to know the members and gaining
their trust. Greeting people at the door of Association meetings is a great place to start. Chair a
committee or co-ordinate a major project. Remember to look around the room to see who might
follow you as vice-president.
Vice-president may assume the role of ‘Meeting Co-ordinator’ to help ensure meetings run
smoothly and that members feel welcome.
If a president wishes to engage in debate during a meeting, the vice-president assumes the chair
until debate has closed.
Just as the president must be knowledgeable about Home & School procedures, bylaws, position
responsibilities, etc., the vice-president(s) must also be familiar with this information.
Maintain Association websites, social media accounts and their content, adhering to all OFHSA
guidelines (Personal Information, H&S and Social Media, H&S Webpages. H&S and E-mail, H&S
and the CASL)

Alternatively, you may want to create a Communications or Social Media
Committee and designate items such as Association websites, newsletters and
social media accounts and their content to the chair.
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SECRETARY
The secretary maintains and keeps safe the minute binder and files of the Association. The minute binder
contains the official record of the Association’s activities, and therefore forms the history of the Association.
In this digital age, there is the tendency to place everything on USB. Hard copy minutes should be placed
in an Association binder and, once approved, a duplicate copy should be left in a convenient location in the
school, accessible to all parents/staff (i.e. Home & School binder in the library or resource centre).
The order of business for executive and general meetings should be clearly understood by the secretary.
The secretary assists the president to prepare agendas and must be able to advise whoever chairs the
meeting. This is of particular importance if the president is absent and one of the vice-presidents assumes
the chair. The secretary is responsible for informing the president when quorum has been reached.

Responsibilities of the Secretary
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➢

Review the minutes of all association general, executive and the annual meeting for the preceding
two or three years in order to become familiar with past procedures and motions which created
policy or precedent

➢

Co-ordinate with the president in drafting the agenda two weeks prior to each meeting, to be sent
to members one week prior to meeting date.

➢

Have a working knowledge of the your individual Association Bylaws, and have a copy OFHSA’s
Constitution & Bylaws for reference

➢

During the meeting record the details of the meeting so that anyone reading them afterwards has
a clear understanding of what took place and the essence of discussions which were held

➢

Record carefully all motions, verbatim, including the name of the mover and seconder

➢

Record the results of the vote – carried, defeated, deferred, withdrawn

➢

Apply to the Board of Education for all permits needed for use of school facilities as early as
possible

➢

Receive a copy of the treasurer’s monthly financial statement; ensure each page is signed by the
president and treasurer.

➢

Keep a copy of all handouts provided in meetings (i.e. agenda, financials, committee reports) in the
Association binder.

➢

Record as much discussion as possible in rough notes - even in point form; you may be asked to
clarify points during the discussion

➢

Read notes and prepare a rough draft of the minutes as soon as possible after the meeting

➢

Circulate draft minutes to members

➢

Send a copy of the minutes along with a list of unfinished business to the president as soon as
possible

➢

Mark minutes as ‘approved’ once voted on as such

➢

Ensure a copy of the minutes is always available if anyone wishes to read them

➢

Make a list of monetary motions for the treasurer when the books are to be verified
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Recording Motions
Ensure all motions are dated and numbered; choose a format that distinguishes each meeting’s motions
separately and in a way in which it can be found easily or referred back to in the future such as:
EXEC-APR2017-01 (see sample minutes below)
(EXEC – for Executive meeting, GEN – for general meeting, ANN – for annual meeting)

Minutes will look something like this:
ADA COURTICE HOME AND SCHOOL ASSOCIATION
MEETING MINUTES
Date, Time and Location

Present: J. Doe, President; S. Doe, Vice-President; I. Minute, Treasurer; P. Pumpkin, Membership Chair; J. Bond,
Staff Liaison; A. Banana, Secretary
Regrets: B. Jones, I. Martin, S. Stevenson
Meeting was called to order at 6 p.m.
1.

2.

3.

Name of Agenda Item #1
Briefly describe what is discussed under this agenda item. You are not creating a transcript of the
meeting; you are simply noting what issues were discussed, the decisions that were made, the
people who agreed to take certain actions and the timelines involved.
Name of Agenda Item #2
Continue as above, until you’ve got a record of the meeting that fits with the agenda that was
distributed for the meeting.
Name of Agenda Item #3
When a motion is made, record it like this:

GEN-APR2017-01:

THAT WE SPEND FIFTY DOLLARS ON NEW NAME PLATES FOR THE
PLAYGROUND
M: I. Minute, S: P. Pumpkin

CARRIED

(In this example, I. Minute made the motion and P. Pumpkin seconded it. The motion is clearly written in the form it
was agreed on and you’ve noted that the motion was carried.)
4.

Adjournment

GEN-APR2017-09:

THAT WE ADJOURN THIS MEETING
M: J. Bond, S: P. Pumpkin

CARRIED

Respectfully submitted by,
A. Banana, Secretary

*** Mark minutes as either DRAFT or APPROVED ***
Use a watermark on the document or mark in the footer
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TREASURER
The treasurer is the official custodian of the funds of the Association and disbursing officer of the
Association. It is the treasurer’s responsibility to keep safe all the past and present financial records,
receipts and invoices of the Association and to make sure all of these records are passed on to the
succeeding treasurer. ALL RECORDS MUST BE KEPT FOR A PERIOD OF AT LEAST SEVEN YEARS.
Then records may be disposed of (shredded), only after a motion to do so has been approved by the
executive committee. The financial records must always be verified annually before they are turned over
to a new treasurer. This protects not only the previous treasurer but also the person assuming this
responsibility.

The August/September mailing from OFHSA includes several documents for use by the treasurer.
These documents are also available to download from the website: www.ofhsa.on.ca

Upon assuming office, the treasurer should:


receive all the financial records of the Association; make a list of all the materials and file a copy
with the secretary; review the records and transactions of the past two or three years to become
familiar with the work



make arrangements with the bank to sign forms to authorize at least three executive members to
be signing authorities for the Association; the signing authorities generally are the treasurer and
the president with the vice-president or secretary as an alternate



update signing authorities annually; to be motioned and recorded in the minutes

Additional Tools for the Treasurer:
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✓

OFHSA’s Executive Skills toolkit

✓

Treasurer’s financial package sent annually from OFHSA

✓

Ledger/spreadsheet program such as Excel

✓

bank deposit book, monthly statements

✓

cheque book - duplicate cheques preferred

✓

receipt book

✓

monthly financial reports

✓

verified annual financial statement

✓

approved budget
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Responsibilities of the Treasurer
➢

keep an accurate and detailed record (ledger/spreadsheet) of all funds received and spent on behalf of
the association

➢

keep all financial records for a least seven years

➢

present a financial statement (in triplicate) at executive and general meetings for information (example
follows); for convenience, the financial records may be kept at the home of the treasurer, HOWEVER,
the bank statement and ledger/spreadsheet must be at each meeting and the president and treasurer
should briefly review the records together each month; the report/financial statement presented at
general meetings is usually the same report/financial statement that was prepared for the preceding
executive meeting

➢

if the treasurer cannot attend an Association executive or general meeting, an up-to-date bank
statement and financial statement should be available for verification by other executive members

➢

remit the federation portion of the membership fees as soon as collected, along with the list showing
the names, addresses and contact information of the members to the Federation; also include the
annual Association Insurance Fee, which covers the Association and its members for liability insurance
coverage

➢

maintain an Association bank account, separate from all other school accounts, with a minimum of
three signing authorities; all cheques must have two signatures from the approved signing authorities
on record

➢

cheques should never be pre-signed by one of the signing officers, regardless of how convenient that
might seem at the time

➢

submit all financial records, along with a list of motions approving spending of funds prepared by the
secretary, to be verified annually (due Oct 31st to your H&S Council, or to the federation office if a Lone
Association); this should be co-ordinated before handing financial records over to your successor; any
person who was not directly involved with the handling or reporting of the Association funds may verify
the records, but should have some financial knowledge.

➢

present a properly verified annual financial statement (example follows) to the Association’s annual
meeting; this statement may be officially “adopted”; copies of the verification letter and financial
statement must be sent to the H&S Council or to the federation office if a Lone Association, by Oct 31st
annually (see Verification of Financial Statements document for detailed information, which can be
downloaded from the website)

➢

prepare, with the assistance of the president, vice-president and other designated members of the
executive, a budget for approval at the first general meeting (some Associations may have a finance
committee to do this)

➢

have a duplicate receipt book for monies received: i.e. from membership chairperson, t-shirt sales etc.;
the receipt is given to the person turning in money and the duplicate remains for the records and annual
verification; this not only protects the person handing in the money, but also the person receiving it

➢

Have a single receipt book for use when paying bills; for instance, when the social chairperson presents
a cash register tape and is reimbursed, he/she would sign a receipt and the cash register tape is stapled
to that receipt; the receipt should always show what the supplies or items were for which the person
was reimbursed for; OFHSA also has an Association Expense Reimbursement Form available for
use, which can be downloaded from the website
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Financial Reporting of Association Funds
Monthly Financial Statement – Example
At each executive meeting the treasurer presents the bank statement and reads the financial statement
showing the balance on hand in the previous statement - the total receipts and disbursements - and the
current balance on hand. Outstanding cheques are also listed. The treasurer reads the same statement
at the next general meeting.
Financial statements are noted as having been ‘received for information’ in the minutes of the meeting.
There is no motion or vote to accept a financial statement.
This financial statement is prepared in triplicate - one copy for the president, one copy for the secretary and
one copy for the treasurer’s file. Each copy and page is to be signed by the treasurer and president. The
membership may be given copies for review at meetings.
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Association Funds Spreadsheet – Example
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Annual Financial Statement – Example
The annual financial statement is to be verified by any person who was not directly involved in the handling
of funds of the Association. They do not have to be an accountant, but should have some financial
knowledge. The verified annual financial statement must be presented to the members. There must be a
formal motion to adopt the statement, a vote must take place and be recorded in the minutes.

Ada Courtice Home & School Association
Annual Financial Statement
From September 1, 2016 to August 31, 2017
Bank Balance Carried Forward – August 31, 2016

$ 2480.00

INCOME
Membership Fees

1340.00

Craft Fair

500.00

Fun Fair

1325.00

BBQ

590.45

Donation

100.00

Bank Interest

6.56

Total Income

$3862.01

Total Income plus Bank Balance

$3862.01
$6342.01

EXPENSES
OFHSA portion of memberships

1005.00

Craft Fair

90.45

Fun Fair

417.42

BBQ

453.72

Operating

321.73

School Projects

1467.73

OFHSA Conference

458.21

Total Expenses

$4214.26

Balance on Hand – August 31, 2017

Verified and found correct – John T. Crawford
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$4214.26

$2127.75

September 6, 2017
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Association Budget – Example
It is easiest to develop the coming year’s budget by comparing the previous year’s budget with the actual
expenditures. Add any additional items which may be planned, as well as a small “contingency” fund for
unexpected expenses. The budget should be presented for approval at the first general meeting of the
school year, if it was not completed in June of the previous school year.

Main Street Home & School
Budget
Add Date

Possible Budget Lines
Budget

Mileage
Professional Development

Fundraising Activities
Memberships
Meet the Teacher Night BBQ
Hot lunch days
Halloween Event
Christmas Event
Spring Fundraiser
Valentine's Day Bake Sale
May Fair
Mother's Day Sale
Chocolate Bars

150.00
250.00
1,500.00
250.00
750.00
700.00
250.00
500.00
200.00
20,000.00

Income from Fundraising Activities

24,550.00

Expenses
Memberships
Meet the Teacher Night BBQ
Hot lunch days
Halloween Event
Christmas Event
Spring Fundraiser
Valentine's Day Bake Sale
May Fair
Mother's Day Sale
Chocolate Bars
Contribution to school - Awards
Contribution to school - Other Requests
School Planners
OFHSA - Conference Fees

Expenses from Fundraising Activities

Income left after Expenses

Office Supplies
School Projects
Fundraisers (named, seasons, )
Snack program
Meeting funds
Awards

150.00
75
900
50
200
300
50
100
20
10000
500.00
500.00
1,500.00
350.00
14,695.00

9,855.00

Items listed on this budget are examples only.
Develop YOUR budget to reflect the activities of YOUR Association.
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REPRESENTATIVE TO THE HOME & SCHOOL COUNCIL
The representative to the Home & School Council is a vital link in the Home & School Association. Each
Association executive committee elects their ‘rep to H&S Council’ annually, who, along with the Association
president, is a voting member of their area’s Home & School Council.

Responsibilities of the Representative to Home & School Council
➢

attend all meetings of the Association and Home & School Council

➢

be knowledgeable about the policies, constitution and bylaws of the Ontario Federation of Home &
School Associations, your own Association and the Home & School Council; keep informed about
amendments

➢

be prepared to exchange ideas on programs, membership drives, fundraising ideas, etc. and to report
new ideas to your Association

➢

participate on H&S Council committees and explain the work of H&S Council committees to your
Association

➢

report information from the Federation and H&S Council re: projects, briefs being prepared or
presented, fees, conference, leadership workshops, etc., to your Association

➢

voice the opinion of your Association at H&S Council meetings - literally speak and vote

➢

discuss ideas and challenges from your Association with your H&S Council contact person

➢

read and highlight the H&S Council newsletter and report items of interest to your Association

➢

prepare reports of H&S Council activities and work of interest to be included in your Association’s
newsletter

➢

be willing to help H&S Council reps from other Associations; join forces to organize activities that benefit
all Associations within your H&S Council

➢ know the relationship between the school board and the Home & School Council

The Home & School Council is only as strong as the Association Presidents and the
Representatives to Home & School Council who attend the meetings:
•

You are the ambassador from your Association at H&S Council meetings.

•

You have the opportunity to see a “bigger picture” and this message must get back to your
Association.

•

Get to know others in your community/district - learn from their successes and challenges.

•

Without you to take back the message to your Association, their work is done in a vacuum.

Without your input we do not truly represent our members!
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MEMBERSHIP CHAIR
A Membership Chair can plan the campaign for selling memberships which is vital to a strong organization.
The Membership Challenge booklet is designed to assist your membership chair in his/her duties. The
chair can maintain the membership list and submit this information to OFHSA, along with the required fees.

Additional Tools for the Membership Chair:
✓
✓
✓

The Membership Challenge
Membership List for the current year
Membership Kit of forms sent annually from OFHSA

Membership Calendar:
May-June:

Meet with your predecessor and discuss the role of the Membership Chair. What marketing
techniques were successful? Order any materials such as brochures, membership cards
and envelopes from the federation office. Look for slogans, posters and ideas that can be
used for promotion.

Sept-Oct:

Plan a meeting with your committee if necessary and plan marketing strategies, such as
posters, flyers and write-ups in newsletters. At a "Meet the Teacher" night or open house,
set up a membership table in a highly visible area and display Home and School brochures,
flyers, information sheets and posters. Ask your president to encourage the purchase of
memberships whenever he or she is asked to speak on behalf of your Association.
Promote the work of your local Home and School Association and encourage membership
by arranging to have forms sent home in the school’s first day package of forms.
Once initial membership fees have been collected, prepare the membership lists, ensuring
that membership numbers tally with the memberships sold and money collected. Give the
membership money to your treasurer to deposit in the Home and School Association
account. Forward your first membership list along with your payment to the federation
office as soon as possible. Also include the annual Association Insurance Fee.
Memberships are valid Oct. 1st - Sept. 30th annually.
In order for members to be covered by the OFHSA’s Liability Insurance, their names
must be on file in the federation office. Do not keep your membership lists and fees
held back until all memberships have been sold, but send them in to the federation office
as they are collected. New memberships may be sold throughout the year and remitted
as collected.

November:

Report to the Executive the number of memberships sold and any plans for selling
additional memberships.

December:

Please note all membership lists and fees received at the federation office by December
31st are used in considering the Association’s voting status at the OFHSA Annual Meeting.

Jan-April:

A membership list should be given to the nominations committee. At the Association’s
annual meeting, report on the number of memberships sold, innovative methods used and,
very importantly, thank all those who purchased a membership. It is also very important to
recognize the assistance of your committee. Take every opportunity to thank them as well.

May:

Ensure that your records are up-to-date. Evaluate the year's successes, and be ready to
pass your information on to your successor.
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Promoting Membership
Home and School is a powerful advocate for
family involvement. Over three decades of
research show that the single most effective
element in a student’s success is the
involvement of family members in the student’s
education.
Members are the strength of our
organization. Active and informed members
make positive decisions that affect the welfare
and education of children and youth locally, and
provincially. Everyone can be a member of
Home and School, the more members, the more
powerful our voice.
A membership campaign is a marketing tool
for Home and School. To successfully promote
Home and School and grow membership, each
one of us must understand the benefits of Home
and School and be able to explain them. A
membership campaign is an opportunity to
inform families and the school community about
Home and School priorities.

The membership campaign is not a short
drive that ends with an ice cream party at the
end of October. Keep the momentum going
throughout the year or plan a second mid-year
membership campaign.
Every member gets a card. Let’s make every
Home and School member a PROUD card
carrying member!
Our community is our greatest asset. As
advocates for all children and youth, Home and
School is most effective when we value all
members of our communities by seeing the
uniqueness of each individual and working to
build strong representation from all groups

I joined Home and School…did you? That
old-fashioned button we used to wear still
echoes a compelling question. Consider wearing
it at your Back-to-School night and other school
activities and functions!

FUNDRAISING CHAIR
A Fundraising Chair and committee can seek out potential fundraisers, organize information to send
home to families, tally any fundraising campaigns and update the membership at meetings.
Fundraising planning should include the principal to ensure school board policies are followed as well
the Home & School Fundraising Guidelines.

Additional Tools for the Fundraising Chair:
✓ Fundraising Guidelines
✓ OFHSA Conference Displayers’ Marketplace

OTHER EXECUTIVE POSITIONS
Many Associations have a core group of people willing to take on positions of added responsibility. The
required roles are: president, secretary and treasurer. In addition, there are other roles which Associations
may add according to their needs and preferences.
A Nominations Chair/Committee is also an asset for succession planning. Finding people to continue to fill
roles on the executive committee is key to the continuation of your Association.
Home & School Council meetings are a great resource for information and support.
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