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Introduction

The Lake Clarendon State School Council is the custodian of the direction and reputation of Lake Clarendon.  It is a forum that plans and reviews the school’s progress towards its vision.

The Council is constituted to improve student learning outcomes by helping to guide the strategic direction of the school.

To carry out this governance role, the Council needs to:

· Be well informed about the school.

· Share a vision for the school.

· Plan to develop strategic initiatives.

· Communicate effectively with the school.

· Monitor the implementation of school policies and plans.

· Provide advice to the principal on strategic matters.

This Policy Manual provides Councillors with information and ideas which will help the Council fulfil its constitutional role.
The first section expands on the Council’s business, as described in the constitution, with the aim of helping the Council function effectively.

The second section brings together the key documents that affect the Council and contains advice on the structural issues that influence the effective running of the Council.
Vision for Lake Clarendon State School

Lake Clarendon State School community is committed to nurturing determination, confidence and competence within our students to enable them to achieve beyond their expectations. We strive to invest in them strong self-belief and a lifelong desire for the pursuit of learning.  We want our school to make a difference for each and every student, now and in the future. We will excel in the art of teaching and the pursuit of learning with high expectations and success for all.
 Our motto is Knowledge is Strength.

We will achieve our vision because:

· we have a strong foundation of values by which we live 

· we provide a world-class education

· we focus on quality outcomes for students

1.
Guidelines for the functioning of the Council

A process of collecting data and information followed by strategic planning and subsequent overview of implementation is required for the Council to achieve its long term goals.
The structured operating framework shown here is designed to:

· Enable all members to quickly engage in the important issues.

· Align with the structures of Education Queensland

· Ensure that students, staff and parents have clarity about how to engage with the Council.

· Enure that the strategic plan is ready to implement on time.

· Align the budget and school strategic process to support the strategic plan.
A cyclic annual approach which involves a clear focus for the major item of business for each of the Council’s four meetings is suggested:
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The two major documents produced by the Council are:
· The School Performance Report that reviews the data on school performance for the previous year. This document is the product of the Council’s monitoring function.
· The Annual Strategic Plan provides the focus of the Council’s responsibility to provide strategic leadership for the school and forms the basis of the School’s triennial Strategic Plan.

1.1.
Understanding the School Environment

These are the  policies that will facilitate the new Council becoming well informed about the school. Its setting and needs can be articulated in two sections:

Policy One: 
Reviewing School Performance
Purpose:
A Well-Informed Council
The purpose of this policy is to ensure that Council understands the school’s strengths and weaknesses.

Background:

The school is a complex environment in which an extraordinary amount of information is produced and communicated.  Council needs to monitor this information in ways that satisfy the needs of all members of the school community.
Data for the review will include:

· Student academic results
· SOS data
· Report on School Annual Report (SAR)
· Reports on specific initiatives
· Enrolments/demographics
· Future needs analysis
· Community
· Operations
· School activities
Actions and Accountabilities:
	Action
	Accountability

	Collate and present school survey information
	Principal

	Collate and present student performance information
	Principal

	Annual presentation and discussion of the school’s performance
	Principal

	Collate and present issues identified by staff
	Principal/Staff representatives

	Collate and present issues identified by parents
	P&C/parent representatives

	Ensure all members receive information at least one week prior to the meeting
	Council secretary

	Facilitate open discussion and identification of areas of focus
	Council chair

	Reporting – “The School Performance Review”
	Council chair/Secretary


1.2.
Developing the Strategic Plan

Setting strategic initiatives lies at the heart of the responsibilities of the Council and will involved a process of gathering information about potential goals and consultation about implications and priorities.
Policy Two:
Analysing and Consulting to Frame Strategic Goals
Purpose:
A Knowledgeable Council
The purpose of this policy is to ensure that Council takes account of all factors that impact on the school’s performance.

Background:
The school is part of a broader environment.  It is part of a local community.  It is part of a sector.  It is subject to a structure of policies and governance at local, state and national levels.  It also is responsible for understanding the global environment within which its students will become future leaders.  Council needs to not only understand these environments and trends, it also needs to understand educational research and practice, ensuring that students at Lake Clarendon benefit from professional support.

Actions and Accountabilities:
	Action
	Accountability

	Prepare an analysis of local community issues.
	P&C/parent representatives

	Prepare an analysis of sectoral and educational issues.
	Principal

	Prepare analysis of broader global trends.
	Council chair

	Invite Executive Director (Schools), appropriate staff and parent leaders to present to the Council.
	Principal/P&C/Council Chair

	Ensure all members receive information at least one week prior to the meeting.
	Council secretary

	Facilitate open discussion and identification of trends and impacts.
	Council chair

	Establish working groups to develop options proposals
	Council chair/principal


Policy Three :
 Deciding and Communicating Goals and Initiatives

Purpose:
A Decisive and Influential Council
The purpose of this policy is to ensure that the Council develops and communicates a strategic plan for the subsequent year and updates its longer term goals.

Actions and Accountabilities;
	Action
	Accountability

	Working groups provide options proposals
	Working Groups

	Provide information on current school plan and budget performance
	Principal

	Provide information on current P&C plan and budget performance
	P&C president

	Ensure all members receive information at least one week prior to meetings
	Council secretary

	Facilitate open discussion and identification of areas of focus
	Council chair

	Determine the strategic goals, consequent initiatives and budget parameters
	Council

	Reporting – Annual Strategic Plan
	Council secretary/chair/principal

	Communicate strategic plan
	Council chair/principal/P&C president


1.3.
Implementation, Review and Evaluation
The final step of the process involves articulation of the initiatives into the School’s documents. At the same time the Council needs to review its policies and procedures and evaluate its own performance.
Policy Four:
Supporting and Reviewing Implementation 

Purpose:
A Practical Council
The purpose of this policy is to ensure that the Council assists with and monitors the implementation of the strategic plan and performs on its capabilities and performance.
Actions and Accountabilities:
	Action
	Accountability

	Assist and advise on strategic issues associated with the implementing the strategic plan
	Council chair/principal/P&C president

	Monitor the implementation of the strategic initiatives in the school budget and other school and P&C planning documents
	Council 

	Review the Council Policy Manual for the following year
	Council chair

	Council self evaluation
	Council chair

	Ensure all members receive information at least one week prior to the  meeting
	Council secretary

	Facilitate open discussion and identification of areas of focus

	Council chair


1.4.
Meeting Schedule

The following meeting schedule is suggested to provide the Council with a basis for planning:

Meeting Term One

· Councillor training

· School performance review including input from invited guests
· Annual presentation and discussion of the school’s performance
· Other business

Meeting Term Two
· Strategic goals review including input from invited guests

· Identification of new/changed initiatives

· Establishment of consultative working groups

· Other business including monitoring

Meeting Term Three
· Reports from working groups

· Setting strategic goals and initiatives

· Other business including monitoring

Meeting Term Four
· Approving the Annual Strategic Plan

· Approving other school documents including the school budget
· Presentation of P&C Performance and 2018 Plan and Budget

· Reviewing Council policies and practices
· Performing the Council self-evaluation
· Other business including monitoring
1.5.
Monitoring

The monitoring is the second major responsibility of the Council after advising on strategic matters. Aspects of the school that should be monitored include:

· Academic performance

· Finances (School & P&C)
· Staff/parents/community  relationships

· Facilities and resources

It is anticipated that a major part the monitoring role of the Council will be carried out at the start of the year as part of Understanding the School Environment and the formulation of the School Performance Review.  However other data will become available as events occur during the year.
1.6.
Decision making
The Council focuses on “Ends” decisions rather than “Means” decisions.  ‘Ends’ decisions are best understood as focusing on the results the school wants to achieve in major strategic areas.  These include priority areas from the system’s strategic plan, requirements set by EQ as well as key areas of the school’s functions.   ‘Means’ decisions are those which are related to how results are to be achieved.  Typically these are operational decisions eg. Budget, use of facilities and resources, student welfare, teaching style, extra-curricular activities, professional development of staff and communication systems.
The Council works collaboratively and on the basis of consensus, where possible.  Representatives of the stakeholder groups operate as members of the Council first and foremost providing the wisdom of their unique position, rather than taking a sectarian interest in proceedings.   While the Principal is a member of the Council and operates collaboratively, the Council is obliged to make policy decisions only after considering the Principal’s recommendations.
Once made, a Council decision is binding on all Council members whose support for the decision is assumed at all times, until such time as amendments or changes are made. 
Decisions are taken at each of the stages in the cyclical planning approach:
	Stage/ focus
	Decision-Making

	Policy 1:  Reviewing School Performance
	Approval of the release of the “School Performance Review”

Endorsement of the Principal’s Appraisal.

	Policy 2: Analysing & Consulting to frame strategic goals
	Endorsement of the working groups to develop strategic options.

	Policy 3:  Deciding & Communicating Goals and initiatives
	Endorsement of School’s Strategic Plan including initiatives and priorities to roll forward the Partnership Agreement.

	Policy 4:  Supporting & Reviewing Implementation
	Council self evaluation

Updates to the Council’s Policy Manual

Approval of the School’s Budget and SAROP


1.7.
Communication

In addition to regular reports from the Council Chair to the school community via School Newsletter, the Parent Representatives to the P&C Association and the Principal and Staff Representative to Staff, the regular forms of communication relate to the stages in the cyclical planning approach:
	Stage/ focus
	Communication

Inward
	Communication
Outward

	Policy 1:  Reviewing School Performance
	· Data sources

· Training package

· Issues identified by staff and parents
	· The School Performance Review

· Principal’s Appraisal

	Policy 2: Analysing & Consulting to frame strategic goals
	· EQ & other research

· local community trend

· global/ futures trends

· staff input

· EQ requirements

	· Collated information for strategic plan working groups

· Feedback to staff about direction and information gaps

	Policy 3:  Deciding & Communicating Goals and initiatives
	· Options proposals from working groups

· Current school plan and budget performance

	· Proposed priorities and projects for next year including a roll forward of the Partnership Agreement

· Budget parameters for school planning.

	Policy 4:  Supporting & Reviewing Implementation
	· Current school plan and budget performance, capacity plans from staff

	· Council self-review

· Updated Council Policy Manual 

· Approved budget and SAR


Whilst Council members will communicate broadly to be knowledgeable contributors, the Council’s formal relationships with the school or school staff are through the Principal.  

1.8.
Appraisal of the Principal

Introduction:
At Lake Clarendon there are high expectations of the performance of all staff.  In addition, the school has set out a challenging vision for the future.  As it is, the roles of staff are increasingly complex.  The Principal’s role is complex and demanding.  To this end, the identification of particular development needs for knowledge, skills and attitudes is fundamental to the leadership growth and personal development of Principals.  A performance appraisal process provides the means to achieve this in a productive way for both the school and the Principal.

Purpose:

The primary purpose of the appraisal is to facilitate the ongoing improvement of the Principal and the school. For the Principal it provides information for use in professional and personal development and for career planning. For the Council it provides an opportunity to work more effectively and efficiently with the Principal toward the achievement of their mutual objectives. For the school it provides a basis for the improvement of educational programs. 
There are elements of both appraisal (a process for development) and review (a process for accountability) in the appraisal process at Lake Clarendon SS.  However, the focus is more heavily weighted on the former but with a view providing the greatest chance of deep learning by having little tension between the two elements.
In particular, the purpose is:

· Provide professional challenge for and feedback to the Principal
· Align professional performance with Departmental and school strategic directions

· Promote growth and development for the Principal and the Council

· Assist the Principal in the pursuit of professional goals 
Principles:

A fundamental principle is that the Principal and Council operate in partnership during all aspects of the appraisal process. The appraisal will therefore be consultative and cooperative. To ensure its integrity, the appraisal will be based on procedures and criteria known and agreed by the Principal and Council. It will be tailored to the school’s context, the Principal’s responsibilities and the school’s goals.  The Principal retains a measure of real control over the direction and pace of their professional development.
· An effective school correlates closely to the role of school-based administrators and the quality of the leadership they provide.

· Appropriate appraisal processes contribute to the improvement of school leaders and thereby the effectiveness of the school.

· Principals are accountable for their performance.  
· Appraisal is performance based, objective and include local performance expectations.
· Appraisal process will respect the dignity of all participants.
· The Appraisal process will closely align with the Principal’s job functions and the school’s core business.

· The Appraisal system will have some flexibility in design.

· The Appraisal system will have the results addressed in some way matching the purpose.

· Council members will maintain confidentiality during the process.
Actions and Accountabilities:

	Action
	Accountability

	Determine process for the year’s appraisal
	Principal, Council Chair, Executive Director

	Prepare presentation and discussion of the school’s performance – Term 1 Council meeting - see #1 below
	Principal

	Undertake internal process to examine aspect/s of the Principal’s contribution to the development of the school - see #2 below
	Principal

	Undertake review process determined by Education Queensland, if applicable – see #3 below
	Principal, Executive Director

	Follow up on school performance presentation
	Council Chair

	Follow up on internal process component of appraisal
	Principal, Council Chair, Executive Director, One member of School Council

	Follow up on EQ review process
	Principal, Executive Director


1.
Annual presentation and discussion of the school’s performance.

The Principal presents school performance information to the Council during the meeting based around Policy 1.  This is a data rich discussion with explanations of where the school exceeded, did not meet or varied targets and strategies.  The Council has the opportunity to discuss this presentation and provide feedback to the Principal.

Follow up from this process is a report of the Council’s deliberations in the School’s Performance Review or in direct correspondence with the Principal, as appropriate.

2.
A process to examine a particular aspect of the Principal’s contribution to the development of the school.

Each year the Principal, in consultation with the Council Chair, determines an additional process to examine a particular aspect or skill set that can be developed from the following list:

A. 360° feedback of generic leadership skills package from an accredited provider (this feedback is from a supervisor, peers and staff/parents)

B. 360° feedback (as above) that includes specific questions about aspects of school performance 
C. An external consultant examines a selected aspect of school performance
D. A Principal’s peer/s is/are asked to provide feedback on a selected aspect of school performance
E. Staff/parents/students are asked to contribute written responses about a particular aspect of school performance or against specific criteria.
F. Other, as agreed by the Principal and the Council Chair.


Once the process is conducted small groups discuss the results with the Principal.  This group may include the Council Chair, Executive Director, one nominee of the Council.  Follow up is negotiated in this group.
3.
Review by Education Queensland, as determined by the Executive Director.  

There are two components to the Review by Education Queensland:

This process for individual Principal review is not specifically defined and has no particular timeframe.  The Executive Director determines the program for review.  This usually incorporate several school visits, a discussion about performance and performance targets.  It may require the completion of an additional task.
The school’s SAR forms the basis of the second component.  This document contains a review of the school’s performance from the previous year and the strategies, performance indicators and roles for the current year.  This document is reviewed annually and discussed with the Executive Director.  The process is ongoing.

Follow up from these processes is negotiated between the Principal and the Executive Director.

2.  Structure and Membership of the Council
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SCHOOL COUNCIL CONSTITUTION

FOR
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Preamble

The Education (General Provisions) Act 2006 (Qld) (the "Act") provides for the establishment and operation of school councils for state schools with the object of improving student learning outcomes.

The Act states that school councils must have a constitution. The Chief Executive has prepared this model constitution, including elements required under the Act, as well as additional matters.

The Chief Executive may establish a school council for a state school by notice in the gazette.

Functions and powers

Name of school council

The name of the school council is the Lake Clarendon School Council

Functions of school council


The school council has the following functions for guiding the broad strategic direction of the school:

monitoring the school's strategic direction;

approving plans and policies of the school of a strategic nature and other documents affecting strategic matters, including the annual estimate of revenue and expenditure for the school;

monitoring the implementation of the plans, policies and other documents mentioned above; and

advising the school's principal about strategic matters.


The school council must perform its functions in a way that achieves the best learning outcomes for the school's students.


The school council must have regard to the documents listed in Schedule 1 in performing its functions.


The school council may only perform its functions in relation to the school for which it is established.


The school council may not:

interfere with the management by the school's principal of the day-to-day operations of the school and its curriculum; or

make operational decisions about the use of teaching or learning resources at the school; or

make decisions about the individual teaching style used, or to be used, at the school; or

make a decision that is contrary to law or a written policy of the department; or

have control of funds; or

enter into contracts; or

acquire, hold, dispose of or deal with property; or

sue or be sued.


For the avoidance of doubt, the school council is not part of the department, is not a body corporate and does not have a separate legal identity.

Starting up

Establishment of school council


The school council is established by the Chief Executive by placing a notice establishing the school council in the gazette.


For detail regarding initial establishment of a school council, refer to Schedule 2.

Membership and officers

Members of the school council


The school council must have at least 6 and not more than 15members comprising:

the principal as an official member;

the president of the Parents and Citizens’ Association (if one exists) as an official member;

at least 1 elected parent member and the same number of elected staff members;

not more than 2 appointed members;

at least 1 and not more than 2 elected student members, if the school provides secondary education for year 10, 11 or 12; and

a maximum of 1cooptedstudent member if the school is a primary school.

Official members


The school council’s official members are:

the principal; and

the president of the Parents and Citizens’ Association (if one exists).


The president of the Parents and Citizens’ Association may appoint another Parents and Citizens’ Association member (the “alternative Parents and Citizens’ Association member”) to attend meetings of the school council when the president cannot attend the meetings, provided that:

the president is permitted to appoint an alternative Parents and Citizens’ Association member under the Parents and Citizens’ Association's constitution;

the alternative Parents and Citizens’ Association member is not an elected member or appointed member of the school council; and

the president gives notice to the chairperson as set out in clause 0.


If the president of the Parents and Citizens’ Association has appointed an alternative Parents and Citizens’ Association member, the president must give the chairperson written notice of:

the alternative Parents and Citizens’ Association member’s name and address; and

the date on which the alternative Parents and Citizens’ Association member’s appointment starts and ends.


The notice must be given to the chairperson at least two days before the day of the first meeting after the alternative Parents and Citizens’ Association member’s appointment starts.


Despite start and end dates stated in the notice, the president may attend any meeting in the place of and instead of the alternative Parents and Citizens’ Association member.


When attending a meeting of the council, the alternative Parents and Citizens’ Association member has the same rights and duties as the president.
If the president revokes the appointment of an alternative Parents and Citizens’ Association member, the president must give the chairperson written notice of the date of the revocation at least two days before the day of the next meeting following revocation.

Elected parent members


To be eligible for election as an elected parent member, a person must:

not be an official member;

not have been convicted of an indictable offence, unless the minister gives approval under the Act;

attend a meeting called for the purpose of electing parent members;

be the parent of a child attending the school; and

submit a completed nomination on time.

A person is eligible to vote for an elected parent member if that person is eligible to be elected as an elected parent member.


The term of office for an elected parent member:

 starts on a day determined by the school council;

Must not be longer than two years unless stated otherwise;

May be reduced by the school council only to create uniformity in the end dates of members’ terms of office.

Elected staff members


To be eligible for election as an elected staff member, a person must:

not be an official member;

not have been convicted of an indictable offence, unless the minister gives approval under the Act; 

attend a meeting called for the purpose of electing staff members;

be a member of staff of the school; and

submit a completed nomination on time.


A person is eligible to vote for an elected staff member if that person is eligible to be elected as an elected staff member.


When 2 or more staff members are included in the composition of the school council, this must include 1 teaching staff member and 1 non-teaching staff member.


The term of office for an elected staff member:

Starts on a day determined by the school council;

Must not be longer than two years unless stated otherwise;

May be reduced by the school council only to create uniformity in the end dates of members’ terms of office.
Term of office for first elected members


Notwithstanding clauses Error! Reference source not found., Error! Reference source not found. and Error! Reference source not found., and subject to clause 0, the following number of the council’s first elected members may hold office for a term of not longer than 3 years:

if one-half of the number of the first elected members is an even number, then one-half of the number of the first elected members;

if one-half of the number of the first elected members is an odd number, then the whole number next higher than one-half of the number of the first elected members.

Appointed members

To be eligible for appointment as an appointed member, a person must:

not already be a member of the school council;

not have been convicted of an indictable offence, unless the minister gives approval under the Act;

have knowledge and experience that would assist the school council to perform its functions; and

reflect the local community context.

The official and elected members present at a meeting of the school council may decide:  

who is to be asked to become an appointed member; or 

to seek nominations from persons wishing to become an appointed member, before deciding who is to be asked to become an appointed member.

A person becomes an appointed member of the school council if:

the school council asks the person to become an appointed member;

the person agrees to become an appointed member; and

the school council makes a decision to appoint the person at a school council meeting.

The term of office for an appointed member starts on a day determined by the school council, must not be longer than two years unless stated otherwise, may be reduced by the school council only to create uniformity in the end dates of members’ terms of office.

Dispute resolution

The school council must endeavour to work together, with their community and with their school, in an open and collaborative manner.

Efforts should be made to resolve any disputes at the local level in the first instance. The chairperson should lead this process and act as a facilitator to the parties if the chairperson is not involved in the dispute at hand.
If the chairperson is involved in the dispute, the principal should lead dispute resolution process.

If both the principal and the chairperson are involved in the dispute, a written request for mediation should be submitted to the principal’s supervisor.

Vacancies

The office of an elected or appointed member becomes vacant if the member:

dies; or

resigns the member's office by signed notice of resignation:

for the school council's chairperson – given to the school principal's supervisor; or

for another school council member – given to the school council 's chairperson; or

is absent from 3 consecutive meetings of the school council, of which the member has been given notice, without the school council’s leave and without reasonable excuse; or

stops being eligible, under the Act or this constitution, for election or appointment to the office.

If a vacancy occurs in the office of an elected or appointed member during the currency of the member's term of office, another person must be elected or appointed to fill the vacancy for the remainder of the vacating member’s term.

If the office of an elected or appointed member of a school council is vacant and, because of the vacancy, the membership does not comply with clause 4, the school council is taken to be validly constituted until the earlier of the following:

the day the vacancy is filled;

the expiry of 3 months after the day the vacancy arose.

Chairperson

The school council must elect one of the members as chairperson.

To be eligible for election as the chairperson, a person must:

be a member of the school council;

not be a coopted student member; and

not be the principal.

The chairperson holds office for the term decided by the school council, unless the person's term of office as a member of the school council ends sooner than the chairperson's term.

The school council must elect the chairperson in accordance with the guidelines at Schedule 3.

Secretary

The council must elect one of the members as secretary of the school council.

To be eligible for election as the secretary, a person must:

be a member of the school council;

not be a coopted student member; and

not be the principal.

The school council must elect the secretary in accordance with the guidelines at Schedule 3.

Disclosure of interest

This section applies to a member of the school council (the interested member) if:

the interested member has a direct or indirect financial interest in an issue being considered, or about to be considered, by the school council; and

the interest could conflict with the proper performance of the interested member's duties when considering the issue.

As soon as practicable after the relevant facts come to the interested member's knowledge, the interested member must disclose the nature of the interest to a meeting of the school council.

Unless the school council otherwise directs, the interested member must not:

be present when the school council considers the issue; or

take part in a decision of the school council about the issue.

No interested member maybe present when the school council is considering whether the interested member can be a party to considerations.

If a member is not present at a school council meeting due to their disclosure of interest, and because of this absence the school council is one person less than required to meet the quorum requirements, quorum is deemed to have been met.

A disclosure under clause0must be recorded in the school council's minutes.

Disclosure of indictable offence

If a person is convicted of an indictable offence while a member of a school council, the person must give written notice to the principal of the conviction within 7 days after the conviction.

If an elected member or appointed member is convicted of an indictable offence, then that member’s office becomes vacant in accordance with clause 0.

Comply with code of conduct

School council members must comply with the code of conduct approved by the Chief Executive.

Conduct of business

Subject to this constitution and the Act, the school council may conduct its business, including its meetings, in the way it considers appropriate.

However, the school council may only make decisions about how it will carry out its functions if it does so at a school council meeting at which a quorum is present.

Time and place of meetings

A school council must meet at least twice in each semester.

School council meetings are at the times and places the school council decides.

However, a school council's chairperson:

may call a meeting at any time; and

must call a meeting if asked, in writing, to do so by the minister, the chief executive, principal or at least the number of its members required to form a quorum for the school council.

The chairperson must, where possible, give written notice of the time and place of a meeting of the school council to each of the members at least 7 days before the day of the meeting.

A member who is permitted by the school council to take part in such a meeting is taken to be present at the meeting.

The school council may decide that any meeting or part of a meeting may be closed to observers.

Quorum

A quorum for a school council is the number equal to two-thirds of the number of its members or, if two-thirds is not a whole number, the next highest whole number.

If the quorum is not present within 30 minutes after the advertised starting time of a school council meeting, the meeting must be adjourned to a time and place decided by the chairperson and notified to the members of the school council in accordance with clauseError! Reference source not found.
Presiding at meetings

The school council's chairperson must preside at all council meetings at which the chairperson is present.

If the chairperson is absent from a school council meeting, another school council member chosen by the school council members present must preside.

An alternative Parents and Citizens’ Association member may not preside at a meeting, unless they are the elected chairperson under clause 0.

A coopted student member may not preside at a school council meeting.

Conduct of meetings

A question at a school council meeting, other than a question about an amendment of the school council's constitution, must be decided by a majority of the votes of the school council members present.

Each member present at a school council meeting has a vote on each question to be decided and, if the votes are equal, the member presiding has a casting vote.

A member present at a school council meeting who abstains from voting is taken to have voted for the negative.

A school council may hold meetings, or allow its members to take part in its meetings, by telephone, web-conference or another form of communication that allows reasonably contemporaneous and continuous communication between the members taking part in the meeting.

A school council member who takes part in a school council meeting under section 0 is taken to be present at the meeting.

A coopted student member does not have the power to vote on a matter before the school council.

Unless the school council members present at a meeting decide otherwise, the order of business at a school council meeting is:

Apologies

Confirmation of minutes of previous meeting

Business arising from minutes of previous meeting

Correspondence

Business arising from the correspondence

Reports

Motions on notice

General business

Next meeting.

Minutes and records

The school council must record particulars of all proceedings at meetings of the school council including:

the names of the members present at each meeting of the school council; and

the names of any persons who are not members present at each meeting of the school council; and

the names of any members voting against a resolution carried at a school council meeting and any members abstaining from voting who wish to have their dissent or abstention recorded in the minutes of that meeting.

The minutes of each school council meeting must be submitted for confirmation at the next school council meeting.

A copy of the minutes of each meeting must be distributed to all members of the school council as soon as possible after the meeting.

The school council is a public authority for the purposes of the Public Records Act 2002 (Qld) and must deal with the school council’s records (including all documents created or acquired in the course of the school council carrying out its functions) in accordance with that act and the Department of Education, Training and Employment’s policy document “General Retention and Disposal Schedule for Administrative Records”. 

School council records include, but are not limited to:

Minutes of school council meetings; and

All records that come into existence in connection with a school council election, including all ballot papers

Attendance by proxy

A member of a school council for a state school may not attend a meeting of the school council by proxy.

However, the principal may attend up to 2 meetings in each year by proxy.

An alternative Parents and Citizens’ Association member appointed under clause 0is not a proxy for the purposes of this clause 0.

Miscellaneous matters

Amendments to the constitution

A school council may prepare and adopt an amendment to this constitution.

An amendment to this constitution has no effect unless it is approved by the Chief Executive or delegate authorised in writing by the Chief Executive.

Notice of a meeting to consider a proposed amendment must be given at least 30 days before the school council meeting  to:

the school council members;

the parents and citizens’ association (if one exists);

the school's staff (including, for example, by displaying the proposed amendment in a staff room);

the school's students (including, for example, by publishing the proposed amendment in the school's newsletter).

The amendment is required to be adopted by at least the quorum for the school council.

A proposed amendment must have regard to:

providing for a membership that:

allows adequate representation by parents, staff, students and other members of the school community; and

takes into account the demographics of the school community;

providing for the school council to perform its functions in an effective and fair way;

being adequate, clear and appropriate; and

being consistent with the Act and otherwise lawful.

Application of laws

The members of the school council must comply with all applicable laws.

For the application of the Criminal Law (Rehabilitation of Offenders) Act 1986 (Qld), section 9A, to the office of an elected staff member, elected parent member or appointed member, of a school council, a person is taken to apply for the office if the person:

consents to be appointed as an appointed member(whether or not the school council has decided to appoint the person); or

stands for election as an elected member.

A school council is a public authority under the Public Records Act 2002.

For the application of the Public Sector Ethics Act 1994 (Qld):

a school council is a public sector entity; and

a member of the school council is a public official of the entity;

the Chief Executive is the chief executive officer of the entity; and

a reference to the entity’s annual report is a reference to the Department of Education, Training and Employment’s annual report.

Dissolution of the school council

A school council is dissolved:

if the school for which it was established is closed;

if the minister gives the school council a notice stating that the school council is dissolved;

if the Chief Executive publishes a notice in the gazette stating that the school council is dissolved; or

in other circumstances prescribed under the Regulation.

On dissolution, the members of the school council go out of office immediately before the dissolution.

As soon as practicable after the dissolution of the school council, the school's principal must ensure the school council's records, including all documents held by the school council that it has created or acquired in the course of performing its functions are given to the Chief Executive.

Subcommittees

A school council must not establish a committee or subcommittee.

SCHEDULE 1– Documents for Regard


DOCUMENTS TO WHICH THE SCHOOL COUNCIL MUST HAVE REGARD FOR THE PURPOSES OF CARRYING OUT ITS FUNCTIONS UNDER CLAUSE 2.3

· Quadrennial School Plan

· Annual Implementation Plans, including the school budget

· Workplace reform proposals, where relevant

· School Responsible Behaviour Management Plan

· Other documents relevant to the school’s strategic direction

SCHEDULE 2– Establishing a School Council


ESTABLISHING A SCHOOL COUNCIL

Initial constitution

1. The principal must prepare a draft constitution.

2. In preparing the draft constitution, the principal:

· must consult with:

· the parents of children attending the school; and

· the school's staff and students; and

· may consult with other appropriate entities.

3. In preparing the draft constitution, the principal must have regard to this model constitution.

4. A draft constitution must:

· provide for a membership that—

· allow adequate representation by parents, staff, students and other members of the school community; and

· take into account the demographics of the school community;

· provide for the school council to perform its functions in an effective and fair way;

· be adequate, clear and appropriate; and

· be consistent with the Act and otherwise lawful.

5. If a Parents and Citizens’ Association exists for the school, the president of the Parents and Citizens’ Association must, under the Parents and Citizens’ Association's constitution call a special meeting of the Parents and Citizens’ Association to approve the draft constitution by secret ballot.

6. The principal must call the following meetings for approving the draft constitution by secret ballot:

· if there is no Parents and Citizens’ Association formed for the school—a meeting of the parents of children attending the school (the parent meeting);

· a meeting of the school's staff (the staff meeting).

7. The draft constitution has no effect unless it is approved by the Chief Executive or delegate authorised in writing by the Chief Executive.

Initial membership

8. On its establishment, the school council consists only of its official members.

9. However, a school council consisting only of its official members may only perform the functions necessary for the election of the school council's elected members.

10. As soon as practicable after a school council is established, its official members must, under the school council's constitution, organise the election of the school council's elected members.

11. The term of office for elected or appointed members must not exceed two years. However, the following number of the council’s first elected members may hold office for a term of not longer than 3 years:

a. if one-half of the number of the first elected members is an even number, then one-half of the number of the first elected members;

b. if one-half of the number of the first elected members is an odd number, then the whole number next higher than one-half of the number of the first elected members.

12. The written notice of the results of the first election for the school council must show clearly which of the elected offices are to be held for a term other than 2 years and this detail must be recorded.

13. After the election, the school council, as constituted by its official members and elected members, may appoint the council's appointed members.

SCHEDULE 3–Staff and Parent Election Procedures


Staff and parent election procedures

· For staff and parent elections, the official members must appoint a returning officer for the election.

· The returning officer must give public notice (e.g. school newsletter) of the holding of an election not less than 28 days before the date of the election.

· The notice must name the date of the election and the final date for the receipt of nominations.

· The final date for receipt of nominations must not be less than 14 days after the date of giving of the public notice and not less than 14 days prior to the date of the election.

· Also, the notice must name the meeting venue at which the election is to be conducted, the day or days on which the meeting is to be held, and the start and end times for the meeting, including any time when the meeting is to be adjourned.

· After the final date for receipt of nominations, the returning officer must, without unreasonable delay, prepare voting papers by setting out the names of the candidates in an order determined by lot.

· At the meeting at which the election is to be conducted, the returning officer must give a voting paper to every person entitled to vote at the election.

· The returning officer must record the name of each person to whom a voting paper is given at the meeting at which the election is conducted.

· Each voter must deposit their completed voting paper into a sealed ballot box before leaving the meeting.

· The returning officer must take such steps as considered necessary to ensure that only persons entitled to vote at an election have voted and that the secrecy of the ballot is preserved.

· If there are fewer nominations than required elected members, then the nominees are elected 

Post ballot procedures

· Each candidate may appoint by written notice to the returning officer, one scrutineer for the examination of the voting papers received by the returning officer, to be present when the returning officer opens the ballot box containing the voting papers on the day of the election.

· A notice of an appointment of a scrutineer by a candidate must be received by the returning officer not less than 5 days prior to the day of the election.

· No election is invalid by reason of the failure of any candidate to appoint a scrutineer or the failure of a person appointed as a scrutineer to carry out the duties of a scrutineer.

· After the meeting at which the election was conducted and on the day of the election, the returning officer must, in the presence of the scrutineers but not the candidates, and with the aid of any assistants who are not candidates, open the ballot box containing the voting papers.

· If, in examining a voting paper, the returning officer forms the opinion that the intention of the voter cannot with certainty be ascertained, the voting paper must be rejected by the returning officer and no votes on that voting paper may be counted.

· If, in examining a voting paper, the returning officer forms the opinion that a vote is indicated on other than a voting paper in the form approved by the returning officer, the vote must not be counted.

· If, in examining the voting papers, the returning officer forms the opinion that:

i) the number of voting papers in the ballot box is not equal to the number of persons who have been recorded as having voted in the election; or

ii) any voting paper has been altered or otherwise interfered with after being placed in the ballot box and prior to the ballot box being opened by the returning officer or at the returning officer’s instruction,

the returning officer must declare the ballot to be invalid and make arrangements for the holding of another ballot to determine the result in the election.

· After examining the voting papers, the returning officer must ascertain the number of votes received by each candidate.

· The candidate who receives, or the candidates who receive more votes than any other candidates in the election must be declared by the returning officer to have won the election.

· Where two or more candidates have received an equal number of votes, the returning officer must determine by lot which of the candidates is to be declared elected.

Declaration of result

· When the returning officer has determined which of the candidates is to be declared elected, he or she must prepare, sign and date a written statement, which may be countersigned by any scrutineers who are present, containing the numbers in words as well as figures of the votes for each candidate and declaring the result of the election.

No election is invalid by reason of:

· any formal error or defect in any declaration made, or in giving public notice under this constitution

· the giving of any such public notice being out of time

· any delay in holding the election at the time appointed

· any inadvertent failure to give to any person entitled to vote at the election any notice or ballot paper

· any other error or defect of a purely formal nature, which is not relevant to the outcome of the election.

Election of office procedure

· Members must self-nominate in person at the relevant meeting.

· If there is only one nomination for a position, the nominee will be elected to the relevant office. 

· If there is more than one nomination for a position, the nominee who receives the majority of the votes will be elected to the relevant office.

· Voting is held by a show of hands.

SCHEDULE 4 – Sample Code of Conduct for School Councils

SAMPLE CODE OF CONDUCT FOR SCHOOL COUNCILS

This code of conduct clarifies the expected standards of all school council members. It has been adopted to aid all members of our school community to work as a cohesive group in partnership with the school.

This code applies to each member of a school council.

The code is intended to promote and maintain the highest standard of ethical behaviour by school council members.

Members of school councils should adhere to the Code of Conduct at all times.

Principles and Values

Integrity and Impartiality

School council members are to:
· remain objective at all times

· avoid personal bias

· build open and honest communication

· represent all members of the school community and should not misuse their office to advance

· individual views or for personal gain

· act ethically and with integrity at all times

· declare any conflicts of interest

· make fair, transparent, robust and consistent decisions

· provide objective and independent advice

· draw upon personal and professional insight (background and experience) when reviewing

information

· engage with the school community in a manner that is consultative, respectful and fair

· listen and be tolerant of the views and opinions of others, even if those views and opinions differ from their own.

· conduct and present themselves in a professional manner

· demonstrate respect for all persons, whether fellow school council members, school staff, parents/carers, students, community members.

Promoting the Public Good

School council members accept and value their commitment to:

· be responsive to the requirements of the school community

· engage the community in developing and effecting school priorities, policies and decisions

· seek to achieve excellence in educational outcomes for students at the school

· listen and respond to issues and concerns regarding strategy and policy.

Commitment to the system of government

School council members will:

· commit to supporting official school priorities, policies and decisions professionally and

            impartially

· work within the boundaries of the Education (General Provisions) Act 2006.

Accountability and Transparency

School council members will:

· treat official information with care and use it only for the purpose for which it was collected or

authorised

· respect confidentiality at all times and not disclose information and resources obtained from the school reviews

· store official information securely

· not use confidential or privileged information to further personal interests.

Possible school council composition (Min 6; Max 15)

For primary schools

	Member type
	Min

	Principal
	
	1
	

	P&C president
	
	1
	

	Parent*(voted by parents) (min.1)
	
	1
	

	Staff*(voted by staff) (min. 1)
	
	1
	

	Appointed members *(max. 2)
	
	2
	

	TOTAL
	
	6
	


An additional parent and staff representative will be nominated and elected to the school council after a period of 12 months from the start date of the newly formed Lake Clarendon School Council.  These new members will serve two years as elected members allowing the previous two elected members to cease after their two years of service. 

*There must be the same number of parent and staff representatives.

2.5
Councillor Training - Role for the School Council
Each member of the School Council will have access to training.  This training comprise of an orientation and ongoing development.  The orientation process may occur in a group or on an individual + mentor basis.  The ongoing development is built into the annual cycle of council operations.
The Orientation package comprises a powerpoint presentation, information sheets, worksheets and group activities.

The school is a member of the Queensland Association of State School Councils Incorporated (QASSCI).   Many of our orientaiton package has been derived from their modules.  The website for this Association is:   http://www.griffith.edu.au/centre/clme/partners/qassci/qassci.htm.
Resources:
Powerpoint presentation:  School Council Training
Information Sheet 1:

Education and Other Legislation
Information Sheet 2:  
Principles of Good Governance
Information Sheet 3:

Roles of Council Members
Information Sheet 4:

Making the School Council’s Role Meaningful
Information Sheet 5:  
Education Thinking for the 21st Century

Information Sheet 6:  
Team Building/Consensus/Decision Making

Information Sheet 7:  
Marketing

Information Sheet 8:  
Strategic Planning

Work  Sheet 1:  

Strategic vs Operational Matters

Work  Sheet 2:  

Deciding which issues belong with the School Council
Work  Sheet 3:  

Thinking Strategically
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Information Sheet 1:  Education and Other Legislation
How do you establish a Council? 

Councils are established by notice from the Chief Executive (i.e. the Minister for Education) in the Education Office gazette. 

· In the first instance the school makes the decision that it would like to investigate the establishment of a council. 

· In the planning stages for the establishment of a School Council the council consists only of the official members - that is, the principal and the President of the Parents and Citizens (P&C) Association. 

· The principal and the President of P&C convene a planning group to decide the school-based management option they wish to pursue. 

· The School Principal prepares a draft constitution in consultation with parents, staff and students and other appropriate entities (e.g. Executive Director (Schools)) based on the Model Constitution supplied by the Director General of Education. 

· If there is an association formed for the school, the president of the association must call a special meeting for approving the draft constitution - by secret ballot by a majority of the members attending the association meeting. 

· If there is no association formed for the school, the principal must call a meeting of the school's parents for approving the draft constitution - by secret ballot by a majority of parents attending the parent meeting. 

· The principal must call a meeting of the school's staff for approving the draft constitution - by secret ballot by a majority of the staff attending the staff meeting. 

· The chief executive may establish a School Council for the school even though the draft constitution was not approved if he/she is satisfied that: 

a) the association, parents or staff held at least three (3) association meetings, parent meetings or staff meetings, to discuss the draft constitution within three (3) months of the principal preparing the draft; and 

b) the chief executive has regard to the concerns expressed by the above parties raised at the meetings at which the draft constitution was not approved. 

· The approved constitution applies to the council on its establishment. 

Functions of School Councils 

The Act provides for the following functions for School Councils: 

1. Monitoring of the school's strategic direction 

2. Approving plans and school policies of a strategic nature; and other documents affecting strategic matters, including the annual estimate of revenue and expenditure for the school 

3. Monitoring the implementation of the plans, school policies and other documents mentioned above 

4. Advising the principal about strategic matters. 

School Councils do not have the power to: 

1. have control of funds; or 

2. enter into contracts; or 

3. acquire, hold, dispose of or deal with, property; or 

4. sue or be sued. 

School Councils MAY NOT 
· Interfere with the principal's management of the day to day operations of the school and its curriculum; or 

· Make operational decisions abut the use of teaching or learning resources in the school; or 

· Make decisions about the individual teaching styles used, or to be used, at the school; or 

· Make a decision that is contrary to law or a written policy of the department. 

Membership of School Councils 

A School Council consists of all of the following members: 

· The School Principal 

· If there is an association formed for the school, the president of that association 

· The elected parent members 

· The elected staff members 

· A coopted year 7 student, if the school does not offer secondary education 

· Elected student members if the school offers secondary education 

· Appointed members. 

The following provisions apply with regard to membership: 

· The number of members on the council must be at least six (6), and no more than fifteen (15). 

· The number of elected parent and staff members must be equal. 

· There must be no more than two (2) elected student members, and two (2) appointed members. 

· There must be at least one (1) elected parent member and one (1) elected staff member. 

· If the school provides secondary education for years 10, 11 or 12, there must be at least one (1) elected student member. 

· A coopted member does not have the power to vote on a matter before the council and cannot be elected as chairperson. 

· The School Principal may not be elected as chairperson. 

· Each elected or appointed member holds office for the term, no longer than two years, provided in the council's constitution. 

· The School Council must meet at least twice in each semester. 

· A quorum for a School Council is the number equal to two-thirds of the number of its members, or, if two-thirds is not a whole number, the next highest whole number. 

· A member may not attend a meeting of a School Council by proxy, except for the principal who may attend up to two meetings in each year by proxy. 

· The president of an association may appoint another association member as an alternative association member to attend council meetings in the place of the president when the president is unable to attend meetings. 

· This alternative member has the same rights and duties as the president but cannot act as chairperson, even if the president is chairperson, unless chosen to preside by the members present at the meeting. 

The following tablesoutlines the various roles and responsibilities for the Parents and Citizens' Association, the School Advisory Committee, the School Council and the District Director under our selected option:  Enhanced Option 2 

	
	P & C Association
	School Council

	Membership
	As prescribed by legislation
	As prescribed by legislation 

	Minimum requirement 
	Mandatory
	Mandatory

	Function
	· Foster community interest in educational matters; 

· Endeavour to bring about closer cooperation between all members of the school community; 

· Provide advice and recommendation to the principal upon issues and concerns in respect of students; 

· Provide advice and recommendations to the principal on the general operations and management of the school; 

· To provide or assist in the provision of resources or services for the benefit of the students; 

· To assist the Little Lakers pre prep associated with the school; 

· Perform any other functions not inconsistent with the Act, as the Minister may determine. 
	Responsible for the approving, monitoring and advising in relation to plans and policies of a strategic nature including:

· Partnership Agreement (three year school strategic plan) 

· Annual Operational Plan (inc. Budget) 

· School Annual Report 

	District Director
	 
	· Receipt of planning and accountability documents; 

· Monitors school performance. 
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Information Sheet 2:  Principles of Good Governance
Why have a School Council? 

The research says that School Councils can: 
	· Improve efficiency in decision-making 

· Enhance parental support of the school 

· Increase client satisfaction 


	· Increase the sharing of information 

· Democratise the workplace 

· Help teachers feel that they have a greater impact on decision making. 


Currently, the research does not provide evidence that School Councils positively impact on teaching and learning. Following principles of good governance will, however, increase effectiveness and may lead to the School Council having a positive influence on student outcomes. 

Good Governance Principle 1 - Strategic Orientation 

The business of the Council is rightly that of setting strategic directions for the School which elaborate its purposes in clear policies which guide the Principal and the professional staff in leading and managing the schools' daily work.
Understanding the important distinction between a council's involvement in strategic matters, and the school leader's responsibility for operational matters is critical to good governance. Clear definition of the difference, and therefore of the roles and responsibilities of School Council, School Principal and senior administrators is fundamental to the first principle of good governance. The following descriptions of activities commonly encountered in schools may assist members of the council in determining which matters are the responsibility of the School Council and which are matters for school management.   See Worksheet 1.
For some of the activities listed above, it is not immediately apparent in which of the two categories they should be placed. Nevertheless, it is important for a council to take the time to reach agreement with its principal on matters such as these so that all council members come to the council table with common understandings. The following definitions can help by providing the criteria by which activities such as those listed can be distinguished as matters for the attention of a council or matters for attention by the principal and the school staff. 

Definitions of Strategic and Operational Matters 
	Strategic 


	Operational 


	Operation 



	· long term: directed towards aims, priorities, future developments 
	· engaged or involved in operations 

· able or ready to function 
	· the action or method of working 

· the act of functioning 


In summary, strategic matters can be defined as long-term and policy directed; operational matters as day-to-day and action oriented. 

	WHICH ONES ARE STRATEGIC TASKS FOR SCHOOL COUNCILS? 

	Strategic
	Operational

	· Co-opting a new member to the School Council 

· Approving a School policy on staff development 

· Revising the School's Mission Statement 

· Monitoring the School's test results 

· Monitoring information on literacy levels in the School 

· Debating the student behaviour code (Code must be approved by both Council and P&C) 
	· Adding a goal to the school's strategic plan 

· Appointing a new Teacher Aide 

· Approving Staff attendance at in-service education activities 

· Authorising expenditure on class text book sets 

· Signing cheques for classroom equipment 

· Deciding on content of the School's Annual Report 

· Initiating policy discussion amongst the School's staff 

· Implementing new student reporting procedures 

· Introducing a new Maths Teacher to the School 

· Producing the School timetable 

· Selecting new computing equipment 

· Advising on the use of School buildings 

· Discussing views on alcohol sale at School functions (This is a responsibility of the P&C) 

· Signing a construction contract for a new building (P&C) 


When council members understand the strategic/operational divide, they are well placed to respond to questions or inquiries from members of the school community. From time to time, parents or community members will raise issues with individual council members at school functions. Council members should quickly be able to identify these matters as either strategic or operational. More often than not, when parents seek out or 'button hole' council members, the issues will be operational. A standard reply is available to council members in these cases: "You should discuss this matter with the principal and the professional staff at the school." Responding in this way ensures that parents are not under any misapprehension about where school leadership authority and responsibility lies. Taking an operational matter 'on board' personally creates the impression that the council is in control of the everyday running of the school. It also contributes to an unconscious undermining of the leadership authority of the principal. 

Good Governance Principle 2 - Council Power 

The power of a Council is exercised when it speaks with one voice which captures the shared wisdom of the members. 
The second guiding principle concerns the matter of the power of the council and the contribution of council members to the exercise of that power. It is salutary to consider the claim that an individual council member has no power at all. A council member may have knowledge, expertise, opinions and views which are potentially influential at the council table, but as an individual he or she has no power either formally or informally. The power of the council rests in its collective action. Given this assertion, it is important for council members to recognise what might seem like an old-fashioned concept - 'shared wisdom'. This is a concept which recognises that each individual brings a certain amount of knowledge and understanding (wisdom) to the council table. This is a significant aspect of the 'common wealth' of a council. 

The Concept of Shared Wisdom 
· To each is given a piece of the wisdom. 

· To no one is all of the wisdom given. 

· We all have different pieces. 

It is the final point in this simple summary which emphasises the importance of the voice of each member of a council. When a new matter is being discussed, it behoves the council to listen to the ideas, opinions and concerns of each member with all 'suspending judgement' on the outcome until such time as everyone's views have been canvassed. Suspension of judgement is a companion concept when shared wisdom prevails. To accommodate the concept of shared wisdom in the workings of a council, members must recognise that personal positions will often need to be modified in the light of the views presented around the table. When this is accepted, it is more likely that the council will move together towards an outcome which taps the shared wisdom of all members. In doing so, council members are assisted in the struggle to transcend what might otherwise become the dominance of self-interest. 

Good Governance Principle 3 - Council Solidarity 

Once made, a Council decision is binding on all Council members whose support for the decision is assumed at all times, until such time as amendments or changes are made. 
The third principle concerns what, in political circles, is known as 'cabinet solidarity.' The concept of 'Council Solidarity' is consistent with Principle 2 which recognises that the power of the council is exercised through the members speaking with one voice. If this power is to be sustained, then it is essential that council members abide by and work with decisions that are made by the council as a whole, even though they may retain personal reservations about particular decisions. 

There is nothing worse in governance/management relationships than a council member who consciously or unconsciously 'white ants' the decisions of the council. It is a natural human characteristic to talk about and defend personal positions in the face of collective views, but it requires discipline on the part of council members to acknowledge and advocate all council decisions, whether recorded by majority vote or consensus. Doing so demonstrates a sense of loyalty to the wisdom of the group, but it also assists in developing trust by management in the actions of council members and the council as a whole. 

Other Principles 

It is possible to develop a number of other principles to guide the work of a School Council and to help council members make their own unique contributions. However, it is argued here, that any additional principles must build on the three that have been placed in the foreground. Returning to them from time to time, when matters which raise confusion or ambivalence appear on a council's agenda, is a useful exercise for all concerned with good governance. These three principles can also form the basis of a performance review of a council's activities. The perceptions of council members, together with those whom council decisions affect, are useful indicators of the extent to which councils have lived out these principles in carrying out their governance functions. 

Some of the following maybe considered for inclusion as principles of good governance: 

· Principle 4 : The Central functions of councils are to provide advice to management, to approve policies which define the limits of management actions and to monitor the impact and effects of a policy in practice. 

· Principle 5 : Council members have an obligation to focus their decisions on the interests of the school and to act ethically within the law. 

· Principle 6 : The council' agenda should concentrate on discussions on 'ends' decisions and stay out of discussions about the 'means'. 

· Principle 7 : Cohesiveness is maintained in Councils when members have a commitment to consensual decision-making on contentious matters. 

· Principle 8 : A Council should develop policy and procedures to review and evaluate its performance regularly. 

· Principle 9 : Council members have an obligation to ensure that no item designated as confidential will be discussed outside the governing body. 

· Principle 10 : The annual use of strategic and operational planning tools helps councils and principals maintain effective working relationships. 

COUNCIL FUNCTIONS 

There are three general functions which all councils service. These are: 

· to advise the principal and senior administration on any matter brought before it where that advice is considered useful and appropriate; 

· to approve particular policies, positions or strategic directions that work in the interests of maintaining and improving the school's overall performance profile; and 

· to monitor the council's policies, positions and strategic directions to ensure that the school is working in harmony with council intentions. 

These three general functions are defined and elaborated in a more precise way below: 

	to advise 
	· recommend 

· inform 

· offer advie 

	advice
	· words offered as an opinion or recommendation about future action or behaviour 

· information given 

	to approve 
	· confirm 

· sanction 

· commend 

	to approve of 
	· pronounce or consider satisfactory 

	to monitor 
	· maintain regular surveillance 

· check 

· warn about a situation 


Common-sense would suggest that the usual sequence in the application of these functions is advising, then approving, followed by monitoring. The principal of a school should be free to bring any matter to the School Council about which advice is felt helpful. This does not mean to say that the principal need accept that advice. The council provides one source of advice amongst a range of other advisory sources. It should be up to the principal to decide where advice on any operational matter may best be gained. It might be available within the expertise of the school staff, it may be available from other schools or it may be available from consultants of various kinds. There should be no restrictions (other than budgetary) on a principal as to where he or she goes to gather the information a school needs. 

However, if the matter is of a strategic nature which may ultimately result in policy, it is likely that the advice of the council will be taken into policy drafting procedures within the school by the principal, so that, through an iterative process, advice is eventually translated into approved policy. 

When policy is developed, it should also be clear what kinds of monitoring processes are considered appropriate and at what times they will be called for by the council. Again, it is important that monitoring be carried out within the school by the principal and senior staff so that data are gathered and presented to the council in a form which enables it to make judgements about policy effectiveness. 
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Information Sheet 3:  Roles of Council Members
Introduction 
Under the Education and Other Legislation Amendment Act 1997, the reason for the establishment and operation of School Councils is ' to improve student outcomes', and 'the council must carry out its functions in a way that achieves the best learning outcomes for the school's students.' This is a very useful benchmark to refer to when making decisions about the role of council members. 
If this objective is central to discussion and decision-making at the council table, it will act as an evaluative yardstick against which most council decisions can be assessed. In other words: is what council members do in the best interests of the students (and will it improve student outcomes) a first priority? 
Each member of a council, whether elected, co-opted or appointed, by virtue of his or her position in the school, has a responsibility to bring to the council table his or her talents and experiences to work towards the school's overall mission and purpose. To this end, there is an obligation on council members to gain an intimate knowledge of the school's history, its educational philosophy and its likely future directions. Council members should be seen as active advocates for the school's educational philosophy and this advocacy should be carried into discussions at the council table. In short, council members are there to maintain, enhance and extend the school's capacities in the pursuit of its mission to improve student outcomes. 
In particular, for State School Council members their role is to: 

· Monitor the school's strategic direction 

· Approve plans and policies of a strategic nature, including Partnership Agreements, Annual Operations Plan, Budget and Annual Report 

· Approve documents affecting strategic matters e.g the budget 

· Monitor the implementation of the plans, schools policies and other documents 

· Advise the principal about strategic matters (although the principal is under no obligation to take that advice). 

All of the above should be viewed with regard to how they enhance student outcomes. 
Sub-committees 
The Act states that 'a School Council must not establish a committee or subcommittee'. This does not, however preclude the council from establishing Task Groups for a specific purpose, provided such groups have no executive powers. That is, the role of the Task Group is to bring forward advice or recommendations for action to the council in order for the council to carry out its collective decision-making processes. No council member should ever expect to be delegated executive control or executive power that is rightly the business of the council as a whole - and, in fact, this is forbidden under the Act. 
The role of the Council Chair 
The Act is generally silent about the role of Council Chair except with regard to his/her role in presiding at council meetings and receiving the resignation of a council member. The role of the Chair is, however, critical. First and foremost the Council Chair is appointed to ensure that the council works well and to see that the relationship between the council and its principal is supported and sustained over time. The interface between governance and management through the principal is foundational to good governance. Both chair and principal should enjoy the trust and confidence of each other. Without that trust and confidence, the principal is unlikely to be able to carry out the leadership and management role within the school without feeling undermined. 
The Chair must also have harmonious working relationships with other council members. The Chair needs to know each member and to understand the distinctive skills and abilities that each member brings to the council table. Once at that table, the Chair's role is to draw from each member, his or her views, to provide sufficient opportunity for those views to be discussed and debated with due recognition and respect, before bringing the council to appropriate decision-making points. The Chair also has the responsibility to be the spokesperson for the council when called upon at particular public events and ceremonies where the broad policy and directions for the school should be communicated. 
Furthermore, it is the Chair who should be concerned with the internal good health of the council. People undertaking voluntary work should feel that their contributions are valued, that there is personal satisfaction in what they do and that they are able to enjoy the company of the colleagues with whom they work. It is up to the Chair to ensure that there is appropriate recognition of council members' efforts and that, from time to time, these are celebrated formally or socially. 
Some of the specific tasks usually undertaken by the Chair are to: 
· set the Council Agenda, in discussion with the principal 

· plan the annual agenda in discussion with the principal 

· plan and keep good order in meetings 

· ensure participation of council members in and between meetings 

· ensure all decisions are understood, and that necessary action is taken 

· ensure that council members receive relevant information in a timely fashion 

· report decisions of the council to parents and staff where appropriate 

· represent the school as appropriate 
The Council Agenda 
Dr John Carver (1994), an international authority on organisational governance by councils, particularly those in not-for-profit organisations, suggests that the focus of council agendas is often troublesome. The actions of councils can fall somewhere along a continuum with 'rubber stamping' at one end and 'meddling' at the other. Carver says that School Councils need to develop clear understandings with the principal about agenda setting and the conduct of meetings. Without clarity there is potential for a see-sawing effect between 'rubber stamping' and 'meddling' by councils. 

The Act is very clear with regard to what School Councils can do and specifically precludes council members from interfering with the principal's day to day management of the school or making operational decisions about the use of teaching and learning resources in the school and individual teaching styles used. These are not matters for the Council Agenda. 

It is the school's strategic priorities, goals and objectives that are the important matters for the council and are central to the agenda. How they are achieved is the responsibility of day-to-day management. In other words, School Councils should concentrate their agendas on 'ends' not on 'means'. 

Unfortunately, in Carver's estimation, too many council activities are directed towards 'means' decisions, with little or no effort being directed to the more important and enduring area of 'ends'. Making 'ends' decisions is the hard part of the council agenda but this is where its emphasis should lie. 
'Ends' Decisions 
'Ends' decisions are best understood as focusing on the results the school wants to achieve in the major areas of its operations. These include priority areas from the Council's strategic plan, requirements set by government authorities or by legislation which applies to schools. In addition, ends decisions apply in key areas of the School's functions such as: 

· curriculum; 

· student welfare; 

· extra-curricular activities; 

· finance and funding; 

· facilities and resources; 

· staffing and staff development; and 

· school community communication. 
Taken together, strategic directions in these matters combine to form an answer to the key question for a School Council, namely: 
What kind of school do we want? 
This is the question which provides the umbrella for the 'ends' agenda with which the Chair and members of the council should grapple. 
'Means' Decisions 
'Means' decisions are those which are related to how results are to be achieved. They involve those in school management, principal and staff, in operational decisions related to the policy areas such as those listed above. It is unlikely that a School Council will be able to avoid including some 'means' decisions on its agenda. When this happens, it should be clearly understood by all that the outcomes of discussion are advisory. 

It is a useful exercise for a council periodically to examine the minutiae of its agenda to see whether or not that agenda is falling across the line from strategic into operational matters. All should be on the lookout to see that a council remains true to its strategic or 'ends' role. It is important also to discuss this issue when new council members take their place at the table. From time to time, matters will arise where the lines between strategic and operational definitions seem somewhat blurred. It is essential at these times for the council and the principal to discuss each issue to ensure that any ambiguities in whose responsibility the matter is, are ironed out at the earliest possible opportunity. 
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Information Sheet 4:  Making the School Council’s Role Meaningful
Best practice in School Councils 
Chait (1991), an American expert in the area of non-profit governance defines six key competencies for council members (http://www.help4nonprofits.com/). These competencies reinforce the significant contributory role councils can play in the development of their schools. Chait asserts that where councils exhibit these competencies the organisation performs significantly better than those which do not exhibit all competencies. 
The competencies defined by Chait are: 

1. Contextual - the council understands and takes into account the values and beliefs of the organisation it governs 

2. Educational - the council ensures that members are well informed about the organisation, the profession, the council's role, responsibilities and performance 

3. Interpersonal - the council nurtures the development of members as a group and fosters a sense of cohesion (see module 6) 

4. Analytical - the council recognises complexities in the issues it faces and draws upon different perspectives to find appropriate solutions 

5. Political - the council accepts the need to develop healthy relationships with key constituencies 

6. Strategic - the council helps ensure a strategic approach to the organisation's future (see module 8) 
Working with the school community 
Members of your school community can be the council's chief supporters. This is why it is critical that councils work well with their communities. Some things council's should consider: 
1. Take the time to find out some factual information about the school community: 
· do students of the school all come from the local area; 
· what are the demographics of the school's catchment areas (link to ABS?); 
· does the school have figures on students with learning difficulties/ disabilities/ giftedness; 
· what is the unemployment level in the local area; 
· does the council understand the aspirations of students - university, TAFE, work; 
· are there parents with particular expertise who can assist the school; 
· what do community members (parents, students, business people etc) think are the best things about the school; 
· which aspects of the school need to be developed? 

2. Using information collated from questions about the above, council members can develop a profile of the community to assist them in decision-making. 

3. Listen, listen, listen - actively seek feedback from the community before and after changes are made. This is a very different matter from listening to individual complaints (these are the province of the principal). Always emphasise that the council is looking for constructive input and that the views of the community are valued. 

4. Remind people that, although their contributions are valued, the council cannot always represent the views of every individual. Although the council's role is to improve education outcomes for all children in the school, sometimes the good of one child may have to be balanced against the good of all when resources are limited. 

5. Communicate - this is not just a matter of disseminating information, the aim is to change behaviour. Communicate in a way that enables the community to understand the reasons for decisions. 

6. Communicate the council's priorities - it is very easy to be distracted by community members wanting their own particular issue dealt with immediately. If the matter is urgent then priorities may need to change; if it is not stick to the priorities that have already been determined. 

7. Encourage community members to use their energies in a constructive way - how can they positively assist the school; do they have particular areas of expertise which the council can use; can links be formed with community organisations so they have contact with school on a regular basis? 

8. Regularly invite parents and other local identities into the school to present prizes, attend assemblies and be guest speakers. The more that they see the school in operation, the better advocates they will be. 

9. Work hand in hand with the P&C Association. The P&C is the chief representative of the parent body and therefore has access to the views, concerns and expertise of people who have the best interests of their children, and the school, at heart. It is an excellent source of feedback to the School Council. 
Networking 
One of the most relevant and powerful ways to advance an organisation is through networking. Membership in QASSCi is a simple way to contact similar schools to discuss solutions to problems together. Here are some networking ideas: 

· Council chairs can contact each other for advice/discussion. Councils themselves are the best source of information about what works and doesn't work. Council chairs can access other councils to get best practice examples of running meetings, strategic planning, working with your P&C Association and so on. 

· Council members can participate in a 'chat' group. Using the association's email function, QASSCi members can contact all other member schools to share ideas and ask for advice. Councils can discuss how they have dealt with difficult issues, give examples of how they have made the council role more relevant and describe examples of effective council practice;

· Council members can contact the QASSCi secretariat. If the council has a problem on a particular matter, it is likely that other councils will have similar problems. The secretariat can take a problem to the full membership; collate a response; and post answers and possible solutions on the FAQ section of the web page. 
The School Council and the Parents and Citizens Association 
The School Council and the Parents and Citizens Association (P&C) both have important roles to play in the school. 

· The P&C Association is predominantly an advisory body, although it does have responsibility for approving the school budget. In its advisory role, the P&C brings matters related to student welfare to the attention of the principal and makes known its views on such matters as uniform, new programs, the provision of school facilities and any other matters that are of significant community interest. In addition the P&C is usually the school's major fundraising body and is the chief liaison between the school and parents. This latter role is the fundamental distinction between the P&C Associations and the School Council. In this regard the P&C has the ability to tap into the views of the full parent body, as all parents are invited to attend P&C meetings. 

· The council also has an advisory role but its predominant functions are the approving and monitoring of strategic matters. Thus, the council approves the school budget, partnership agreements, annual operation plan and annual report. This gives the council an important developmental role in the school. 

The monitoring role of the council is important, as it is in this role that the council determines the success of the school's strategic initiatives with a view to informing the further development of those initiatives. 
Monitoring School Performance as a measure of Council Performance 
A council should consciously use School Performance as a measure of its own performance. This can be undertaken through constant reference to the monitoring processes the council uses to evaluate school policies and programs. In doing so, concentration should be on identifying the achievements of students and the overall performance of the school. Year 12 academic results, and the results of all other years, where they are available, should be compared over time so that a longer-term view of student achievement is available. Students' results in academic, sporting and extra-curricular competitions also provide evidence of student outcomes, again preferably with performance comparisons over time. Behaviour management, and community service data also help a council understand the effectiveness of the school's pastoral care and how well this aspect of the school's work is being implemented. The centrality of the academic, pastoral care and extra-curricular programs to the mission of the school means that a council would be foolish to avoid taking them into account in reaching judgements about the effectiveness of its governance. If a school is performing poorly in any of these areas, then the council must accept some of the responsibility for the situation and examine school policies accordingly. 
A second strategy is to request the benchmarking of nominated academic, pastoral care or extra-curricular programs by the principal against those in similar schools. The use of this strategy facilitates council understanding of school performance and potential, and enables the council to form a view of how well the school is 'travelling' in comparison with others of similar capability. State-wide benchmarking is already available in some areas of student performance and this could form the basis of decisions about comparative performance as schools produce their annual reports. 
A third strategy is the use of a cycle of review for other nominated areas of the school for which the council has strategic responsibility. These incorporate those areas included in the school budget, partnership agreements, annual operation plan and annual report. 
Whichever form of monitoring is decided upon by the school, it should be undertaken in a spirit of using the information to improve education outcomes for students. 
Reference: 

Chait, Richard P. et al (1991). The Effective Board of Trustees. USA: Education Oryx Press.
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Information Sheet 5:  Education Thinking for the 21st Century
Overview 
The Minister for Education has ultimate responsibility for education in Queensland and, in this role, sets the policy direction for education. A Parliamentary Secretary and the Director-General of Education, who oversee operational functions of the Department of Education (Education Queensland)), assist the Minister. The management structure also includes a Deputy Director-General and seven Assistant Directors General. A structural chart outlining the responsibilities of each of these roles can be accessed at www.education.qld.gov.au. 
At the school level, management is in the hands of the school principal who is assisted by one or more deputy principals in larger schools, as well as by heads of departments in secondary schools. Some schools have established School Councils, which involve parents in establishing their school's strategic direction, and most have a Parents and Citizens' Association. Neighbouring schools often share specialist services. 
State schools in Queensland are supported by thirty-six district offices, which provide curriculum and administrative support and quality assurance services. 
The role of Education Queensland 
Education Queensland manages school funding; statewide teacher transfer; pay roll; accounting and computer network services; and provides educational leadership. 
Education Queensland also sets policies and procedures for Queensland State schools. These policies and procedures are set out in detail in the Department of Education Manual (the DOEM). A complete copy of the DOEM is available at www.education.qld.gov.au/corporate/doem. The DOEM covers the following areas: 
	· Asset Management 

· Communication Management 

· Curriculum and Studies 

· Financial Resources 
	· Health and Safety 

· Legal and Legislation 

· Non-state Schools 


	· Program Management 

· School Communities 

· Student Management. 




Other related authorities 
The Board of Teacher Registration, Queensland, is a State government statutory authority responsible to the Queensland Minister for Education. The Board was established in 1989 under the Education (Teacher Registration) Act 1988. It is responsible for the registration of teachers, for keeping teacher registration under review, and for approving Queensland initial teacher education courses for teacher registration purposes. 
The Queensland Studies Authority (QSA) is a statutory body established under the Education (Queensland Studies Authority) Act 2002. The Authority exercises portfolio-wide responsibilities for the development, review and approval of pre-school guidelines and syllabuses for years 1-12, as well as the development of professional resources for teachers to support the implementation of relevant guidelines and syllabuses. It is also responsible for determination of moderation procedures for school-based assessment; development and administration of tests such as the Years 3, 5 and 7 test and the QCS test; issuing of certificates of achievement such as the Senior Certificate; ranking of students for tertiary entrance and issuing of Tertiary Entrance Statements; and provision of information to the public about tertiary entrance procedures and post-school pathways. Information about all of the above can be accessed on the QSA website at www.qsa.qld.edu.au. 
Education policies for the 21st century 
The Strategic Plan for education in state schools in Queensland is based on the Queensland State Education 2010 publication of Education Queensland (www.education.qld.gov.au/corporate/qse2010) which defines as the central purpose of schooling in Queensland over the next decade: 

to create a safe, tolerant and disciplined environment within which young people prepare to be active and reflective Australian citizens with a disposition to lifelong learning. They will be able to participate in and shape community, economic and political life in Queensland and the nation. They will be able to engage confidently with other cultures at home and abroad. 

From this purpose, the objectives and strategies for state education are drawn; and the objectives and strategies are driven by the fundamental aim to increase the proportion of the Queensland population completing year 12 and to strengthen the co-ordination of school and post-school programs. 

With the above in mind, Education Queensland has instituted a number of reforms outlined in the Queensland the Smart State: Education and Training Reforms for the Future White Paper (see the Education Queensland website) aimed at realising its objectives. These include: 
1. The introduction of a trial full-time preparatory school year in 2003 in 39 Queensland schools, including 30 State schools, 6 Catholic schools and 3 Independent schools.   Currently, Queensland children start formal schooling in Year 1. In order to enrol they must have turned 5 on or before 31st December in the year prior to the commencement of year 1. This is at least five months earlier than their interstate counterparts.
2. The second major reform is the introduction of multiple pathways for senior students to improve completion rates and increase flexibility. The Government intends to achieve this by providing a variety of options in the post-compulsory years of schooling which will encourage students to stay at school longer. In addition the compulsory school leaving requirements will change so that young people will be required to participate in education and training after year 10. New laws will be introduced to make it compulsory for young people to stay at school until they finish Year 10 or have turned 16, whichever comes first. Those young people who do not enter full-time work at this time will be required to participate in education and training for: 
· a further two years; or 
· until they have gained a Senior Certificate; or 
· until they have gained a Certificate III vocational qualification; or 
· until they have turned 17. 
Students in year 7 in 2003 will be the first group affected by these changes. 
3. Another item on the reform agenda is the introduction of a new approach to the middle years of schooling. The Government focus will be on innovative ways to improve student achievement in the middle years and to provide continuous support for students through different learning stages. Specific strategies, currently being developed, will be implemented to support students at risk of leaving school early. 
4. Year 10 will develop as a transition to the Senior Phase of Learning. Schools will be required to develop individual student plans with young people and their parents or guardians as bases for their Year 11 and 12 studies. All students will be required during Year 10 to register with the Queensland Studies Authority so their progress can be monitored and achievements recorded in the Senior Phase of Learning. Students will have greater flexibility to spread their senior schooling over three years or, in the case of exceptional students, to accelerate their learning. 
5. A broader range of learning, including learning in school, vocational education and training and other learning, will count towards a Senior Certificate from 2006.
6. Other reforms related to equity, teacher quality and professionalism, provision of Information Technology resources and provisions for students with particular special needs are all included in the proposed reforms. 

The Curriculum 
The vast majority of Queensland State and Independent schools base their curriculum on the Queensland Studies Authority (QSA) syllabus documents. The Authority makes syllabuses for each subject in years P - 12 available to schools.  A small number of schools in Queensland base their curriculum on syllabuses that are available interstate and overseas; for example, the International Baccalaureate, the GCSE (General Certificate of Education) and the ACE (Accelerated Christian Education) Curriculum. 
The basis for the Queensland state school curriculum for the compulsory years of schooling are eight Key Learning Areas (KLAs): English, Science, Languages other than English (LOTE), Health and Physical Education, Mathematics, Studies of Society and Environment (SOSE), Technology and the Arts. The seven approved LOTE subjects for years 4 to 10 are Chinese, French, German, Indonesian, Italian, Japanese and Korean.   The eight KLAs were chosen on the basis that they effectively encapsulate the range of desirable learnings offered in schools. Details on all KLAs can be accessed at the QSA website. 
The QSA also advocates the notion of a Core Curriculum - that is, those essential elements of the curriculum that all students should study during their years of compulsory schooling.   These essential learning outcomes are termed 'core learning outcomes' to distinguish them from others, referred to as 'discretionary learning outcomes'. Each KLA includes a series of outcomes statements which describe those things which students know and can do as a result of studying the KLA. 
At the school level educators use the syllabus documents in each subject to organise their day-to-day work programs. Curriculum organisers provide perspectives on the purposes of learning in schools. They come under a variety of names - from the 'three Rs" to frameworks of one form or another such as the subject structure for the old Junior Certificate. Currently in Queensland the most common curriculum organisers are KLAs or the New Basics. 
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Information Sheet 6:  Team Building/Consensus/Decision Making

Communication And Team Building 
Effective communication is critical to the good health of the School Council and involves more than simply the transfer of information. The goal of communication should be to transfer meaning and, often, it is expected that communication will change behaviour. Members of the School Council need to communicate with the principal and school staff, with parents of the school and with members of the wider community. The subject of this section of module 6, however, concentrates on two areas: 

1. what members of council can do to communicate more effectively with each other 

2. what members of council can do to communicate more effectively with their communities. 

Internal Council Communication 
Research into achieving the aims of communication suggests that there are a number of things council members should be aware of in their communication with each other. These include listening with attention, showing respect for the other person's point of view, suspending judgement until a contrary argument has been fully explored, and understanding enough about the other members of the council to know where they are 'coming from.' 
There would be few people unaware of the importance of developing active listening techniques to enhance understanding and show empathy, however this is not as simple as it sounds. Good listening involves: 

· not interrupting, especially to correct mistakes or make points 

· not judging 

· thinking before answering 

· facing the speaker 

· being close enough to hear 

· concentrating on what is being said (and not on the listeners own response) 

· watching nonverbal behaviour 

· looking for the emotions and assumptions underlying remarks 

· using effective questioning skills 

· giving and receiving appropriate feedback 

· displaying empathy 

· not insisting on the last word. 

One of the most effective things a council can do is to practise listening skills by agreeing as a group to identify good listening techniques and making a point of putting them into action within the council. 
Showing respect for another's point of view even when you do not initially agree is essential in building good communication. Each member of the council should identify his or her own personal communication style, try to determine instances where this style may be a barrier to effective communication, and then develop techniques to enhance personal communication. 
This is particularly important in difficult situations where poor communication skills may cause the breakdown of relationships. Councils should make it a focus of their professional development to identify techniques for improving interactions with others.
In difficult situations an effective technique is to employ a non-threatening method of requesting behaviour change. For example, 'When you are late for council meetings, I get concerned that we're making plans without your input,' rather than, 'You're always late for council meetings (accusation and generalisation) and some members (but not me, implied) of the council are starting to resent wasting time waiting for you to show up.' 
Council members should also practise suspending judgment as a technique of good communication. This involves actively listening to opinions which differ from one's own without rehearsing one's own response. 
Often it is difficult to ascertain where a speaker is 'coming from' (that is, the context from which they form an opinion). One way to attempt to understand another's viewpoint is by being aware of body language. A number of studies have shown that over 90% of communication is carried in the nonverbal messages sent out by participants. During communication it is important to be aware of the signals you are giving out as well as reading the signals you are receiving from the other people involved. Some things to be aware of include: 

· facing the people you are interacting with as this indicates respect 

· conveying confidence and enthusiasm in your posture, whilst observing the posture of others for clues to their feelings 

· being aware that your facial expression, and the expressions of others, may be sending contradictory signals 

· maintaining eye contact to communicate confidence, and indicate interest in the speaker. 

Communicating with the School Community 
Overall, leadership and infrastructure have the most impact on whether communication between the council and the school community is effective or not. What leaders do or do not do; what they ask about; and who they recognise are all important aspects of communication. When communication is good, members of school councils are consulting with members of the school community and listening to what they are saying; they are disseminating critical information to the community and explaining reasons for any changes; they are providing recognition when members of the community assist the school; and they are making themselves visible at school functions. 
Furthermore they are taking care of the communication infrastructure. This includes confirming that the school has policies and procedures in place to communicate with the community and that there is a clear structure and communication chain. 
To sum up, the role of the School Council in communication is to: 
	· place the school in the 'marketplace' 

· articulate the school's vision to the wider community 

· report progress towards achieving the vision 

· let people know 'how they can help' 

· be proactive

· set an example which communicates the values and behaviour desired 

· be visible, seek out opinions, listen and consult 
	· seek feedback that communication is understood 

· openly share timely news and information where appropriate 

· ensure that there is a communication infrastructure in place 

· respond quickly to rumour and innuendo by providing the truth 

· communicate what matters


Team Building 
Recent research into the way teams function concludes that when a group of people works together a variety of human weaknesses may be activated. These include embedded prejudices and biases, propensities for the exercise of power, the formation of alliances and initiation of conflict, and a hunger for leadership without the mantle of responsibility (Sinclair, 1995). 

The purpose of this section of module six is to identify ways of avoiding these weaknesses so that the council team can work together to achieve its shared objectives. 
The Shared Vision Of The Council 
One of the most important aspects of team building is to decide the specific tasks of the team. An important exercise for the council is to decide on its role within the school and concentrate its efforts on fulfilling that role. The 'mission' of school councils is clearly defined in the Act as 'improving education outcomes for students'. All actions that the council take need, therefore, to be examined in the light of this mission. 
In identifying actions which promote the fulfilment of its mission, the council can be a very effective team as it is able to define projects and quickly share and disseminate information. However, just as important is to define what the council cannot do. The effectiveness of the council, in itself, helps to build the team, while ineffectiveness may over time cause the group to disintegrate. 
Developing the team 
Research concludes that one of the major barriers to successful team building is a lack of training. Sometimes this is due to a lack of time or resources, but often it is simply because it is assumed that people naturally know how to work together. Some of the steps councils might take to develop their team include: 

· building a caring, sharing and trusting environment by making sure that enough information-sharing occurs within the group, and by valuing the contribution of all members 

· offering training in interpersonal skills, such as assertiveness training 

· making available resources and strategies in areas where the team may feel its lacks competence, such as strategic and action planning 

· recognising that members of the council are being asked to take on extra work and finding ways to reward them (this might be something as simple as recognising the hard work) 

· enjoying the journey together by having fun and celebrating success 

· offering mutual support, including always displaying council solidarity even when individual members have reservations about a decision 

· offering opportunities for personal growth by giving members the chance to gain new knowledge, learn new skills and enhance self-esteem 

· establishing procedures for conflict resolution, consensus decision making and meeting management 

· understanding that building trust and good communication takes time 

· taking meaningful measurements of the council's success through regular evaluation. 

Leadership 
The importance of the Council Chairperson cannot be overstated. Even though the chairperson is 'first among equals' the role is critical as the liaison between the council and the school management. The Council Chair also has a role in fostering independent behaviour and displays of initiative from council members. Good leaders motivate the team in the short term and create the conditions for self-motivation in the longer term. Good leaders clearly articulate the team's purpose, help team members to see the best in themselves, challenge and support, provide opportunities for growth, stress teamwork, and make team members aware of their responsibilities to both the council and the school community. 
Establishing Council Norms 
Norms are rules or standards that determine what is appropriate or inappropriate behaviour in a group. They establish expectations about council behaviour and how council members interact with each other. Often group norms are based on the previous experiences of group members. For example, if the Council Chairperson has been used to decision making by democratic vote this may become the norm for the council even though another process may better suit the council. Making early joint decisions about how meetings will be run, how decisions will be made, and how conflict will be dealt with is likely to enhance group communication and cohesiveness. 

Offering a Challenge 
Most teams begin full of enthusiasm and with a desire to contribute. However, over time this enthusiasm wanes as council members see themselves attending meetings but seeming to have little influence on change. An effective way to renew enthusiasm is to offer a challenge. This may be as simple as agreeing to communicate personally with every new parent to the school; or as complex as working together with the P&C Association to raise $20 000 for new library books. The task itself does not matter as much as the fact that each member of the group feels he or she is contributing to the council mission. 

Emotions 
One of the difficulties for councils as teams is that the group is made up of individuals who all bring their own emotions and past experiences to the team. While each individual has a role to play, sometimes emotions can derail the effectiveness of the council. For example, in most groups some members will dominate others, some will always find security in agreeing with the majority, some will make it a point to always disagree with authority. Part of the development of the council team should be to attempt to understand how emotions affect the team and to put in place procedures to support all members of the council. A good instance of this is in agreeing that consensual-decision making will be the process for all controversial issues. 
Sometimes the struggle for power within a group can result in poor decisions and communication if some members of the council dominate proceedings and talk more than others. Other group members who feel that they have less power tend to talk less frequently. It is important for team building that all members of the council feel they have some power in the group. The Council Chairperson can enhance the self-esteem of each member by ensuring that a variety of people volunteer for tasks and that all members of the council take an active role. Where council members seem reluctant to speak up it is the Chair's responsibility to nominate these members for particular tasks or to actively seek their opinions in the full council meeting. 

Enhancing Group Cohesiveness 
To enhance council cohesiveness

· talk about the group in terms of 'we' not 'I' 

· reinforce good attendance at meetings 

· establish and maintain council traditions (e.g. ending each meeting with refreshments, an annual council barbecue) 

· set clear short-term and long-term goals 

· celebrate the achievement of goals 

· encourage the participation of all members of the group 

· reflect on the council's history 

· laugh together - humour creates and improves a positive climate, breaks down barriers, shows empathy and can help to remove the sting of criticism. 

Managing Conflict 
Conflict in itself is not necessarily negative. Habitual agreement can over time seriously weaken the effectiveness of the council if it means that ideas are not allowed depth or development, or if it is the result of one or two people dominating council proceedings. However, managing conflict badly, also weakens council effectiveness. People generally manage conflict in one of three ways: they withdraw; they control; or they cooperate. 
Some people are simply non-confrontational and they will withdraw from difficult situations to avoid conflict. While sometimes this may be the correct strategy, more often than not these people find that avoiding conflict does not make the problem go away. Eventually they may find that if they always agree with others, over time their ideas and suggestions will be discounted. 
Some people like to control a group and use strategies to get their own way in all situations. If the controller uses facts and evidence to back up a position and uses constructive strategies to persuade others, then being assertive about a position may be justifiable. If, however, the controller is emotional, aggressive and uses blame, bullying and coercion to 'win' then group cohesiveness will quickly deteriorate. 
Group members who take a cooperative approach prefer to seek solutions to problems rather than to view conflict as a 'win-lose' situation. While there are some disadvantages to this approach, generally the research promotes cooperative conflict management as being more likely to promote communication and team cohesion (Beebe & Masterson, 1997). 
In order to promote cooperative conflict management, the first step is to separate the people from the problem. This means valuing the other person as an equal and being prepared to listen to his or her point of view. This might involve:

· acknowledging the person's feelings 

· determining the specific issue that is causing the intense feelings 

· assessing the intensity and importance of the issue 

· inviting the other person to join you in working towards a solution 

· making a positive relational statement. 

Cooperative conflict management focuses on areas of agreement and tries to find what the opposing positions have in common before attempting to solve the conflict. If there is initially agreement on part of a problem, there is more likely to be cooperation when the more contentious issue is discussed. The important thing here is to clarify the underlying goal, and hopefully find agreement, and then discuss cooperatively the different strategies through which the goals can be achieved. 
The more options that can be generated to find a solution, the more likely a cooperative agreement will be reached. Sometimes feuding team members may become fixated on one approach to achieve a goal. This makes conflict management difficult. Using brainstorming, or other techniques, for identifying a variety of options and seeking more than one solution to overcome obstacles is likely to make conflict management more successful. 
Basing decisions on objective criteria will also assist successful conflict management. Typical criteria are related to cost, measurement and time. For example, if it is agreed that student reading levels must be improved in grade 1 by at least 6 months within one year but there is only $50 000 to achieve that improvement, the council is using criteria to help identify a solution acceptable to all council members.
If despite all of the efforts of council there are still members who are consistently uncooperative, the Council Chairperson may have to intervene. This might involve privately discussing the issues with the council member. In this situation the Chair needs to: 

· avoid being emotional or angry 

· describe what is upsetting him/her using 'I' language - 'I find it difficult to concentrate when you interrupt while I am speaking' 

· disclose his/her feelings - 'I feel that you don't think what I have to say is important' 

· return to the issue of contention and try to work towards a solution. 

Researchers into communication and team building assert that 98% of the problems we face are 'people problems' (Juran, 1998). While this may be an overstatement, the importance of building a cohesive team is central to the success of School Councils. 
Good communication and effective team building do not happen 'overnight.' Nor will they persist without regular renewal. As council membership changes or as long term members of council become more entrenched, it is important that communication and team-building skills are maintained. This means a regular revisiting, and updating, of council members' skills in these areas. 

DECISION-MAKING 

The argument in this section is based on a preference for consensual decision-making by School Councils. This preference is built on the knowledge that consensus seeking is consistent with the concept of 'shared wisdom' (see Module 2) and that it helps build cohesion in a decision-making body. However, there are other forms of decision-making that will arise in a council during its lifetime. Two of these - representational and democratic- are briefly explained together with some of their benefits and problems.

Representational decision-making 
Representational decision-making is not an appropriate way for School Councils to arrive at decisions. When Councils are composed of members elected or appointed by others, representational decision-making is a distinct possibility. Representatives may be elected by particular constituencies such as parents, students or, school staff, or they may be appointed by groups in the school such as the Parents and Citizens Association. If a person takes a place on the Council with a view that he or she must 'represent' the views of the electorate or the group, then the seeds are sewn for factionalism at worst and disfunctionality at best. If representatives are unable to move beyond the sectional interests of a particular constituency, then decisions are achieved only through members making deals with others on the Council - factionalism in the true sense. Representatives must be able to accept the view that once elected, they become members of the Council with a commitment to work in the interests of the school, not the interests of their constituency. Of course, they may talk with and listen to the views of those who elected or appointed them, but as Council decision-makers, they act on the basis of their own judgement, not under the 'instructions' of the groups from which they are drawn. 

Democratic decision-making 
All Councils use democratic or parliamentary decision-making processes. Put simply, democratic decision-making recognises and implements majority views by voting on formal motions. The Chair's role at these times is to encourage debate for and against a proposition and to draw the outcomes of that debate into a motion to be put to a vote. The benefits of this approach to decision-making are well known and they include: 

· the exposure of both sides of an argument 

· the easy identification of the weight of opinion 

· speedy resolution. 

On the downside, democratic decision-making tends to emphasise competition, and it may marginalise those in the minority producing feelings of bitterness on troublesome issues. Deciding what should be accepted as a reasonable majority on new strategic directions or on potentially controversial policy is something that Councils employing democratic decision-making should address. A two-thirds majority is often fixed as a minimum for those policies considered sufficiently important to warrant a critical mass of support before a Council can proceed to implement its decisions with confidence. Moreover, fixing majorities reduces the chances that the Council Chair will have to use his or her casting vote - a situation to be avoided if at all possible. 
Consensual decision-making 
Consensus is finding the highest level of agreement without dividing participants into factions.  It’s an important tool, but may not be needed for all decisions. In this model, each decision maker must agree to (but not necessarily with all parts of) the final outcome. Although they may differ on some aspects of the decision, school council members agree the total package best meets everyone’s needs and supports it on that basis. If consensus cannot be reached on any part or all of a decision, a vote is taken.
There are advantages to the consensus building model. It:
	• ensures all council members have an effective voice

• builds on differing perspectives and values

• allows for flexibility in arriving at solutions

• can build respect for differing values and viewpoints
	· can lead to better informed, more creative, balanced and enduring decisions

• 
ensures the final decision has the support of the entire school council
• 
if unsuccessful, it allows for a decision to be made by voting.


	Consensus Voting

• How many are all for it—believe in it - they could be leaders on the issue.

• How many are all for it—will lend support.

• How many need to talk about the issue further.

• How many are not sure, but trust the opinion of the group.

The first person to say no to the proposal must give an alternative.
	Rules of Consensus Seeking

• No averaging

• No horse-trading

• No majority rule

• No excluding anyone

• No giving up


Consensual decision-making rests on an acceptance of the concept of 'shared wisdom' outlined earlier in this module. Council members need to be able to suspend judgement, to see an issue from a range of perspectives, to debate choices, and to move personal positions by transcending self-interest if consensual decision-making is to be achieved. This is most important when a council is faced with significant strategic decisions. There is little use in bringing a contentious matter prematurely to a vote just to achieve the appearance of a decision. As indicated above, democratic or parliamentary decision-making produces winners and losers, and for some difficult matters this is entirely inappropriate. When an issue is apparently unresolvable, it is better to let it sit for a period if at all possible, rather than taking a vote. Time out, or 'cooling off' allows for the settling of views, the gathering of additional information and the refocusing of the issues which can be revisited at a future date. 

In short, a consensus-seeking process is the gradual clarification of issues and the movement of positions taken by different people on those issues. Consensus does not necessarily mean a unanimous position. It is a position taken so that all Council members are committed to support ensuing action despite any persisting reservations. It is true that consensual decision-making can be time consuming but the trick is to know which matters really require a consensus view. Generally it is the more controversial issues that are best dealt with using the consensual decision-making model. 

Two models for Consensual Decision-Making 
A. The Six Hats Model 
1. Take an issue e.g. whether to change to flexible school hours 

2. Think with each of de Bono's Thinking Hats and discuss the issues which emerge under each hat: 
	RED HAT: Emotions, Hunches, Intuitions 
BLACK HAT: Where are the problems and blocks? 
YELLOW HAT: How will a change help/benefit the school?
	WHITE HAT: What are the facts? 
GREEN HAT: What is the creative response? 
BLUE HAT: Where is the discussion leading?


3. Using de Bono's Six Action Shoes explore what might need to be done if a change is to be made: 
	NAVY SHOES: Routines 
GREY SNEAKERS: Data Gathering 
ORANGE GUMBOOTS: Emergency Action 

	BROWN BROGUES: Practical Action 
PURPLE RIDING BOOTS: Official Action 
PINK SLIPPERS: Softly, Softly! 




4. Narrow the Options 

5. Determine the range of options to be offered 

B. The Constructive Controversy Model 
1. Introduce the controversial or contestable issue to the Council. 

2. Divide members into groups of four, made up of two pairs. One pair in the group is to support the affirmation side of the issue and the other pair is to represent the negative side. 

3. Pairs research the topic and prepare their cases (each pair needs to do enough research so that it is capable of arguing both sides of the issue). 

4. Pairs try to convince each other that their side is the right one. 

5. At a set juncture the debate is halted. 

6. The pairs swap sides and continue the debate (pairs should NOT be told at the beginning of the exercise that is going to occur). 

7. When the debate is concluded the group must try to reach a 'position of consensus' on the issue. The consensus reflects areas of agreement, disagreement, compromise, uncertainty and alternative solutions. The group may need anywhere from five to fifteen minutes for this task. 

8. To conclude the exercise each group makes a brief report to a plenary session on their 'position of consensus'.* 

*Some guidelines on how to report on the consensus position will help to focus the exercise. For example, the consensus must be summarised in no more than two sentences. And it may have to adhere to a format like 'Yes/No, we believe … because … but … because …' 
Collaboration

According to “The Concise Oxford Dictionary”, collaborate means to 1. work jointly, esp. in a literary or artistic production.  The term collaborate, although often used in the sense of literary or artistic production, works beautifully for the cooperative creative venture of educating our children. Collaboration does not prevent an individual from acting alone. Principals, teachers and other partners have specific responsibilities for which they are accountable. To collaborate means to acknowledge our common goal of providing all children in our community with the best education possible and to work jointlytoward achieving it.

Consultation

Consultation involves one person meeting with another for the purpose of obtaining an opinion, information or advice. In the case of school councils, each group represented on council is expected to operate in consultation with the others. A main purpose of school councils is to share views and information–a mutual consultation process.
Dialogue

The following definition of dialogue describes the nature of discussion that best meets the needs of school councils:

Dialogue is based on the principle that conception and implementation are intimately linked, with a core of common meaning. During the dialogue process people learn how to think together in the sense of occupying a

collective sensibility in which the thoughts, emotions and resulting actions belong not to one individual, but to all of them together.1
Information Sheet :  Marketing
 
MARKETING 
In schools, marketing has long been viewed with some suspicion. The connotations connected with 'selling' an education program concern many educators who see marketing promoting competition for students and resources at the expense of collaboration and collegiality. Educators are also concerned about marketing in schools. That is, the marketing that has schools promoting particular products, collecting barcodes or advertising on school property in return for resources. 
Marketing in schools, however, is about more than either of the above; it is less about selling and more about understanding the needs and wants of the school's community and trying to meet those needs. It is about making schooling a positive experience from the time parents and students enter the school gates. 
First Impressions 
Sometimes the most basic things can decide whether visiting a school is a positive or negative experience. Some things that help ensure a school creates a good first impression include: 

· clear and welcoming signs placed strategically so that visitors can readily find their way to the car park and the administration building 

· signs placed on main roads so that the turn-off to the school is obvious 

· main road display boards which clearly show the school name and logo, information about P&C meetings and something personal about the school, such as congratulations to new school captains 

· tidy and well-maintained gardens and buildings which are free of graffiti, and school grounds free of litter 

· a friendly welcome at reception and from staff and students 

· an information kit with information for potential parents which might contain some or all of the following: the school's philosophy and mission, curriculum (including co-curricular activities), behaviour management policy, map of the school, details about the P&C Association and School Council 

· helpful and efficient dealing with telephone contact to the school. Is the phone answered promptly and pleasantly? Are queries answered accurately and dealt with efficiently? Are calls returned in a timely manner? Are telephone messages passed on to the appropriate people and do they include enough detail? 

· the 'feel' of the school. Do students and staff seem happy? Are classrooms well-ordered and buzzing with activities? Are all students included in schoolyard activities? Is there a sense that students feel safe and secure? 

Word of Mouth 
If parents and students feel good about their school then marketing takes care of itself. 'Word-of-mouth' is, by far, a school's most valuable marketing tool. Research confirms that, more than anything, parents and students form an opinion about a school through word of mouth. The power of the local community to say good things - or to misrepresent the school - cannot be underestimated. By building contacts with local community leaders and encouraging students to participate in local activities such as fundraising for charity, sport and community service the benefits of being a student at the school are conveyed to those people who may act as itsstrongest advocates. Research shows that who conveys the messages about a school is just as important as the message itself, with parents of the school and community members having the most credibility, teachers and the school principal having medium credibility and the school Board having the least. 

For this reason it makes very good sense to make a serious effort to speak to current parents and encourage them to positively market their school. Schools should talk to parents about their marketing program, explain the reasons for a marketing approach and ask parents to assist in promoting the school. Parents must, of course, be given the tools to do the job effectively. This means they need access to accurate data about what the school is doing, student achievements and the school's education program.

To many people, staff are the school. They are often the major person-to-person contact with members of the community, both inside and outside the school. They are likely to be central to whether students are succeeding academically and whether they are happy at school. They are likely to be the chief communicator with parents and the people who take day-to-day responsibility to ensure that the needs of each individual child are being met. 

In taking into consideration the word of mouth impression created by the school, staff cannot be neglected. If members of staff are unhappy they will not effectively market the message the school wishes to convey. Because staff can be great ambassadors for the school they must be kept informed of developments, asked for their input and given reasons why their support is needed in the marketing program. Careful and well planned inservicing is, therefore, essential if all staff members are to understand the significance of their role as 'marketers' of the school.

Finding out what parents and students want 
Schools need to welcome expressions of opinion, both bad and good, and to encourage members of the school community to communicate in a constructive way. Criticism of the school can be valuable in providing opportunities for discussion and increased understanding of issues; positive comments can be shared with the community to reinforce the school's value. 

The important thing here is that communication must be two-way and must be much more that overwhelming parents and students with a mass of information and publicity. Telling the community what the school is 'going to do' without any input from its members does not foster understanding of what 'customers' really want. On the other hand, when schools work with their communities in solving problems and discussing areas of concern real communication results. 

Finding out what the school community wants may include such activities as an annual survey, public meetings, P&C seminars, student workshops or interviews with key people. 

In an article in Education Australia, well known marketing consultant Linda Vining gives an example of what happened when students about to enter high school in a particular school were shown the school's handbook, which consumed vast resources in time and cost, and asked what they wanted to know about the school. Students responded that they wanted to know: Who else was in their class? Who would be there teachers? Where would their rooms be? What would they be doing on different days? How much homework would they have? How many assignments would they have? All of these issues of importance to students were not in the handbook. 

The students suggested that one thing the school could do was to produce a short biography and photograph of each grade 8 teacher so that when the new students arrived they could recognise their teachers and know something about them. 

Marketing Strategies
Increasing public awareness of your school: a planned marketing campaign targeted at school-community relations is one strategy for increasing public awareness of the school. This might be approach in the following steps:

1. establish a task force responsible for developing and implementing the plan 

2. define exactly what it is the plan is to achieve and who is the target audience 

3. identify those community groups that can help deliver the school's message e.g. newspapers, parent volunteers, trade outlets, local churches, old scholars, service organizations 

4. develop a strategy and specify tactics such as newsletters, displays, newspaper columns, school videos, ceremonies, community projects, public debates, news releases, stunts, t-shirts, school tours, VIP speakers 

5. document a calendar of events and activities, including a budget for each event 

6. evaluate each activity and the overall strategy using short questionnaires, discussion and simple response slips. 

School publications: schools produce a huge volume of published materials such as newsletters, handbooks, calendars, report cards, certificates and awards, student work sheets, leaflets, posters, tests and examinations and so on. These publications can be a major positive component of the schools marketing or they can be counterproductive, for example when school assignments are sent home containing spelling errors. To begin using school publications as a marketing tool, the first step is to undertake a publication audit. Critically analyse each publication with regard to appearance, subject matter and production. Determine the purpose and audience of the publication and make decisions about those publications which are necessary and those which could be dropped. 
Then deal with one publication at a time: 

· define the purpose of the publication 

· decide on its optimal frequency 

· map out the proposed content 

· decide who will be responsible for the content 

· decide on the size, shape, number of pages 

· determine the importance of the publication - should a professional designer be used for some publications? 

· consider distribution - does everyone who should receive the publication do so? 

· consider sponsorship to cover some of the costs of publication 

· consider building in reader feedback for some publications 

· schedule tasks and set deadlines. 
Finally look at the consistency of all of school publications. Do they follow a design that clearly identifies them as publications of the school? Is there consistency, where appropriate, in layout, font size, use of school logo? Are they distributed according to published deadlines? 
Meetings 
Publications are useful but they are never as effective as a personal approach. One to one contact is almost always the best way to convey a message. Most parents with an interest in their school want to meet the principal and other personnel. One-on-one contact will have much greater impact than any other form of promotion. This is so whether the school is seeking enrolments or trying to raise funds for a school project. Consider the following to maximise the school's exposure to parents and the local community: 

· make the community aware that the principal is available at every opportunity to speak on behalf of the school 

· approach local service clubs and organise a presentation - for example, focus on how the school is preparing business leaders of the future or discuss business projects being undertaken by students 

· arrange meetings away from the school and closer to the homes of parents and potential students 

· invite old scholars and ask them to speak about their school experiences 

· arrange regular 'principal afternoon teas' 

· establish networks of old scholars in their regions and meet with the alumni regularly. 

Developing the School's Website 
The school website is increasingly becoming a way that schools communicate with their immediate community and with the wider world. Most people who visit a website do so because of something they have read on paper; it is unlikely that they will find the school's website by accident. 
To encourage visits to the school's website make sure that the web address is added to all school literature and publications, announce changes to the site in the newsletter and add the address to all press releases. The principal and staff should be familiar with the website and address as well as anyone who answers the school phones so that they can continually draw it to the attention of community members. To increase the chances of the website receiving a 'hit', link the web page to other appropriate sites and register the home page address with as many search engines as possible. www.submit-it.com allows multiple registrations. 
When people access the website it needs to be as user friendly as possible. Some points to remember are to: 

· describe the school in a few sentences and up front - don't waste the potential enrolment's time! 

· place contact information where it is easily accessible 

· organise the most important information so that it will be noticed 

· beware of overdoing animations or loud music. They might be good fun but they slow the user down and may, in fact, make access so time-consuming that it is not worth the effort 

· check that the site is easily readable. Dark print on a dark background may make information too difficult to see 

· update the site regularly so that users will be enticed to return again and again. 

Promoting a school involves much more than has been covered in this short article. No mention has been made of radio or television advertising; exhibitions and expositions; open days; displays; surveys; or 'corporate image'. Whether we like it or not, the competition and complexity involved in maintaining the good image of a school cannot be left to chance any longer. A full school approach would seem to be the minimum that is required to ensure that a school remains competitive. 
Ethical Considerations 

The National Code of Practice for Sponsorship and Promotion in School Education (1992) was developed by a working party of the Australian Education Council in conjunction with other education, business and school organisations to guide participants in sponsorships and promotions in developing activities consistent with good educational practice. 

Schools considering promotion and fundraising programs can access this code at www.curriculum.edu.au/mceetya/public/pub3311.htm 

The Education Department Manual also includes guidelines for Commercial Activities in Schools. Go to http://education.qld.gov.au/corporate/doem/ and click on the School Communities module. 

Information Sheet :  Strategic Planning
The major role of the School Council is to approve, monitor and advise the principal in relation to plans and policies of a strategic nature. The key planning documents in State Schools are: 

· the Partnership Agreement (three year school strategic plan) 

· the Annual Improvement Plan, which includes a budget. 
While the school principal and staff are largely responsible for the development of both of these plans, the School Council performs an advisory role in their formation, formally approves the plans and monitors their progress.  The purpose of both the Partnership Agreement and the Annual Operational Plan is to set the strategic directions of the school by developing clear policies, to give management and staff guidance in leading and managing daily work. 
Strategic matters are policy-directed and long-term. They attempt to answer the question: What kind of school do we want? Thus, strategic planning is used to identify improvements needed in areas such as: 

· Curriculum 

· Organisation 

· Services 

· Staffing 

· Resources 

· Marketing. 
A shared establishment of the schools' purpose (the Mission) and a set of Core Goals related to the operations of the school usually precede development of a school's strategic direction. 
The school's Annual Improvement Plan and Strategic Plan are the primary planning tools which describe how a school will achieve its Mission. It provides 'direction, purpose and consistency to the activities of the school' (Walker, 1993). 
The way in which policies in the strategic plan are implemented is an operational matter. Operational matters refer to day-to-day running of the school and are action oriented. These are the province of the principal and school staff. 
One method of developing the school's strategic direction is to 

· clarify strengths and weaknesses 

· articulate what the school is aiming at 

· develop priorities 

· plan actions 

· monitor the results. 

Thus, the council may address the following questions in order to systematically set goals and achieve them: 

· Performance indicators - how are we doing? Strengths? Weaknesses? 

· Benchmarking - how do we compare with similar schools? 

· Vision - what are we aiming at? 

· Developmental planning - what are our priorities? 

· Target setting - what focus within each priority? 

· Resources planning - how much? When needed? 

· Action planning - who responsible? Action by when? 

· Success criteria - how will we know when we've achieved it? 

· Monitoring - how is it progressing? Who will check? 

· Evaluation - what can we learn from this cycle? 

· Dissemination - who needs to know about this? 

Best Practice Strategic Planning 
For effective strategic planning, there should be: 

1. a balance between top-down and bottom-up management control. Stakeholders (staff, council, parents, students, and members of the community) should participate in the process and must accept responsibility for it. 

2. a process which is in harmony with leadership style, organisational politics, school cultures and educational philosophy. 

3. a commitment by leadership to the concept of ongoing improvement and a framework within which others can be empowered to respond. Leaders must act as catalysts and sustainers, providing both pressure and support for activities. 

Education Queensland Requirements for Strategic Planning

Education Queensland is a public sector agency charged with, and accountable for, delivering efficient and effective education services. The School Improvement and Accountability Framework (SIAF) assists state schools to contribute to the delivery of these services within the context of their local community and in accordance with the government's policy of strengthening communities.
SIAF provides an integrated framework to help state schools achieve the vision and objectives of Queensland State Education - 2010 (QSE-2010) and the outcomes and targets of Destination 2010.  It supports QSE-2010 by encouraging local school communities to devise programs and solutions that respond to community needs, and to create learning opportunities that support lifelong learning.
The major documents that provide schools with the strategic direction and support to establish a culture of improvement and accountability are:

· Queensland State Education - 2010 (QSE-2010) 

· Destination 2010 

· QSE-2010 Index: An Optional Guide for Continuous Improvement for Schools 

These documents provide an integrated approach to achieving the QSE-2010 objectives: Learning, Schools, School Workforce, School Services and Portfolio Relationships.
The following diagram illustrates the relationships between the improvement and accountability documents that provide direction and support for state schools.
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Queensland State Education – 2010
Queensland State Education - 2010 (QSE-2010) is the endorsed statement of strategic direction for Education Queensland. It reflects parents' expectations that their children have the best opportunities for success in a knowledge-based society. It also reflects the needs of the community and of business and industry for an educated society and workforce that supports economic development and social cohesion.  The goals of QSE-2010 are to improve the quality of the education experience and increase the number of Queensland students who successfully complete 12 years of schooling.

Destination 2010

Destination 2010 is the action plan to implement the directions for change established by QSE-2010. It enables Education Queensland to focus on the outcomes, performance indicators, measures and targets that support QSE- 2010 objectives and the principles of quality improvement and accountability.

QSE-2010 Index

The QSE-2010 Index: An Optional Guide for Continuous Improvement for Schools is a non-compulsory guide that schools may use to improve their effectiveness. It provides a set of reflective questions for each of the QSE- 2010 objectives for schools. It is one way that schools can assess their performance. Schools may contribute to the ongoing refinement of the index to ensure it reflects critical issues for effective schooling.
By assisting schools to assess their progress and identify priority areas for improvement, the index promotes a culture of improvement and accountability, and supports schools' triennial and annual cycles of planning, monitoring and reporting. 

School Annual Operational Plan 

The yearly priorities are embedded in the Annual Operational Plan, which includes the budget and sets the main concerns for the year.  

A strategic plan is usually generated by the principal in association with the council, with limited input from students, school staff, parents and others. 
It is short, the tasks tend to be manageable and they are readily translated into action plans. Usually a few individuals or groups can carry out most of their components. 
When the Annual Operational Plan is approved, it is the role of school management to develop the Action Plan for the year's activities. 

School Partnership Agreement (Three Year School Strategic Plan) 
The School’s 3 year strategic plan is called a Partnership Agreement.  This document is reviewed thoroughly each three years and “rolled forward” annually.  It contains:
· the school's statement of purpose 

· the school context including integrated planning requirements 

· the school's key strategic directions for the next three years 

· a report and commentary on the achievement of the strategic direction and targets set out in the previous three-year cycle 

· outcomes, performance indicators and targets for the next three years that contribute to the achievement of:

· the objectives of QSE-2010 and the direction set by Destination 2010 

· school priorities identified by the triennial school review and in keeping with the school's context, and student and community needs 

the source of the evidence that will be used to determine if the school has achieved its outcomes and met its performance indicators and targets.

· Lake Clarendon State School 

Work  Sheet 1:  Strategic vs Operational Matters

Which of these matters are rightly the responsibility of the School Council and which are matters for attention within the school by the principal and the professional staff?

	Activity
	Strategic
	Operational

	1. Adding a goal to the school's strategic plan 

2. Appointing a new Teacher Aide 

3. Approving Staff attendance at in-service education activities 

4. Authorising expenditure on class text book sets 

5. Co-opting a new member to the School Council 

6. Signing cheques for classroom equipment 

7. Deciding on content of the School's Annual Report 

8. Approving a School policy on staff development 

9. Initiating policy discussion amongst the School's staff 

10. Monitoring the School's test results 

11. Debating the student behaviour code 

12. Monitoring information on literacy levels in the School 

13. Implementing new student reporting procedures 

14. Introducing a new Maths Teacher to the School 

15. Discussing views on alcohol sale at School functions 

16. Producing the School timetable 

17. Revising the School's mission statement 

18. Selecting new computing equipment 

19. Signing a construction contract for a new building 

20. Advising on the use of School buildings 


	
	


Lake Clarendon State School 

Work  Sheet 2:  Deciding which issues belong with the School Council

The following list could be written on file cards to categorize in one of five ways:

1. Not the school council’s responsibility (by legislation)

2. Not the school council’s responsibility (by choice)

3. For information of council only

4. For advice/consultation by council

5. As part of a collaborative decision-making process (council as a partner)
	Item
	Category 1-5
	Comments

	1. Achievement test results
	
	

	2. Budget and resources
	
	

	3. Communication procedures
	
	

	4. Confidential issues
	
	

	5. Controversial programs (drugs, parenting skills)
	
	

	6. Curriculum change
	
	

	7. Decisions from Education Queensland
	
	

	8. Educational and societal data and facts
	
	

	9. Extracurricular programs
	
	

	10. Field trips
	
	

	11. Fundraising
	
	

	12. Helping students eg. homework
	
	

	13. Student behaviour issues
	
	

	14. Locally developed courses
	
	

	15. Long-range planning
	
	

	16. Maintenance and facilities
	
	

	17. Parent-teacher interviews
	
	

	18. Political activities
	
	

	19. Report cards - format, timing
	
	

	20. Resource and material selection
	
	

	21. School goals
	
	

	22. School events - schedule/calendars
	
	

	23. School and staff organization
	
	

	24. School year - length, timing
	
	

	25. School programs and courses
	
	

	26. School philosophy, mission, vision
	
	

	27. Hiring staff
	
	

	28. Staff competence
	
	

	29. Student activitiy eg. hot lunch
	
	

	30. Student handbook
	
	

	31. Student placement
	
	

	32. Student policy (development) discipline, lates, dress code, attendance
	
	

	33. Supervision issue
	
	

	34. Teacher evaluation process and policy
	
	

	35. Test schedules
	
	

	36. Volunteers
	
	

	37. Personnel Issues
	
	


Lake Clarendon State School 

Work  Sheet 3:  Thinking Strategically

	What should we be doing MORE of ?
	What should we be doing LESS of ?

	
	

	What NEW things should we do ?
	What must we STOP doing ?

	
	


Lake Clarendon State School
Appendix 1:
Possible Council Self Evaluation Questions
Promotion of profile of School Council within the school community

· Is the School Council viewed positively within the School Community by the parent body?
· is the School Council viewed positively within the School Community by the school staff?
· Is the School Council viewed positively within the School Community by general community?
· Is the Profile of the School Council promoted within the school community?

· Are regular reports done in the school newsletter or community newsletter?

· Is there a School Council promotional pamphlet?

· Are successes of the School Council reported regularly?

· Are other examples of promoting the profile of the School Council evident?

Well defined roles, responsibilities and functions of the School Council

· Is the main role of School Council clearly defined?

· Are the main responsibilities of School Council clearly outlined?

· Is there a clear vision for the school?

· Have belief statements been clearly formulated and defined for the school?

· Are all School Council members aware of these?

· Is the school community aware of these?

· Are relevant school documents available to School Council members to assist them in their roles?

Roles and Relationships of School Council Members

· Are all School Council members clear on their overall role and function within the School Council?

· Are all School Council members clear on their individual role on the School Council?

· Have specific roles been determined for various School Council members? (e.g. staff and parent representatives, School Council President, Principal, public relations officer, minutes secretary, etc)

· Is the role of the Principal on the School Council clearly defined?

· Is the role of the School Council President on the School Council clearly defined?

· Is shared leadership promoted among all members of the School Council?

· Are strategies in place to develop shared leadership within the School Council?

· Are the main roles of the staff and parent School Council representatives clearly defined?

· Are School Council members aware of the time commitment required to be on the School Council? 

· Is teamwork developed within the School Council?

· Are positive relationships fostered within the School Council?

Accountability, Monitoring and Reporting

· Is there a process for determining how effective your School Council will be in undertaking its role? 

· Are there measures in place to substantiate that your School Council has made a difference to the operations of the school?

· Does the School Council have a process for monitoring the school’s performance? 

· Is the School Council accountable to the school community?


·  Does your School Council have strategies to gather data and issues from staff, parents and the general school community?

· Does your School Council have a process to report back to the school staff, parents and community? 

· Will the operations of your School Council improve student learning outcomes at your school?

Training and Professional Development

· Are all School Council members confident in being prepared for their role on the School Council?

· Has support or training been undertaken in preparing School Council members for their role on the School Council?

· Has your School Council explored further areas for support and training to assist members in their role on the School Council?

Functioning and Operations of School Council

· Are the operational procedures of your School Council clearly defined?

· Does each member of the School Council have a School Council handbook?

· Does each member of the School Council have a copy of the School Council Constitution?

· Are School Council meetings scheduled regularly?

· Is there a set method for developing agenda items?

· Are decision-making processes in place?

· Is there a process for achieving consensus in decision making within your School Council?

· Are detailed minutes of School Council meetings kept?

· Are there strategies for your School Council to deal with any difficulties or conflict situations in its general operations? 

· Has the School Council attempted to identify any barriers that may prevent the School Council from reaching its goals and achievements? 

· Does your School Council clearly fit within the management structure within your school? 

· Is the relationship between the operations of the School Council and the school’s P and C Association clearly defined?

· Is the relationship between the operations of the School Council and the school’s other decision-making bodies (e.g. staff meetings, Admin meetings, etc) clearly defined?

· Is there a process in place for reviewing and modifying the operations of the School Council at regular times throughout the year?

· Do the School Council members feel positive about the future of the School Council? 

· Have the School Council members explored future operations of the School Council and possible expanded future roles and responsibilities?

Understanding the school environment





 Analysing & Consulting to frame strategic  goals





Deciding & Communicating Goals and Initiatives





Supporting & Reviewing Implementation





School Performance


Report





Annual


Strategic


Plan





Reviewing School Performance





  "Every Day, in every classroom, every student is learning and achieving."









