Roles and Responsibilities of the PTA

PTA Committee Officers
Chair

The Chair provides leadership for the Committee, sets the Agenda for Meetings and
manages Meetings in line with the Agenda.

The Chair should ensure that issues are properly debated and an agreement is reached.
Some Committee Members will be better at expressing themselves than others; it is
important that the Chair welcomes contributions from all Members of the Committee so that -
everyone feels involved. The Chair should ensure that PTA business is conducted in an open
and transparent way and that all relevant documents are posted on the PTA website.

The Chair should welcome all new Members, introduce them to the other Members and
encourage them to play an active part in the discussions at Committee Meetings.

The Chair should remain impartial at all times and make sure that the Committee’s decisions -
are not hindered in any way.

The Chair should work closely with the Vice Chair, Treasurer and Secretary to ensure that the
PTA is run effectively. As a Committee Officer, the Chair is often one of the people to sign
cheques on behalf of the PTA, normally along with either the Treasurer or Secretary.

Key responsibilities:
« Provide leadership.
« Set the Agenda for Meetings.
« Call the Meeting to order when it is time.
o Welcome and involve new Members.
. Ask for apologies for absence.
« Follow the Agenda and manage the Meeting.
« Sign the approved Minutes of the last Meeting.
« Get to know Members of the Committee.
« Agree a date for the next Meeting.
« Close the Meeting.
. Write the Annual Report in cooperation with the Secretary.
« Sign cheques for the PTA with one other Committee Member.
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Vice Chair

The Vice Chair supports the Chair in providing leadership for the Committee, helps set the
Agenda for the meetings and helps manage meetings in line with the Agenda. The Vice
Chair deputises for the Chair when necessary and is in a good position to make suggestions,
often privately on approaches to organisation and operation of the PTA.

The Vice Chair supports the Chair in all aspects of their role and ensures that the business of
the PTA is conducted in accordance with the wishes of the representatives of the PTAand to -
uphold the Constitution of the PTA.

Key responsibilities:

 Support the Chair in providing leadership.

» Chair any meetings that the Chair is unable to attend.

« Liaise with the Committee and Sub-Committees organising events.
» Prepare Meeting Agendas in consultation with the Chair.

* Make suggestions on strategy and policy.

* Welcome and involve other parents into the PTA.

«  Prepare, with the Chair, the Annual Report for the AGM.
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Secretary

The Secretary is a key Committee Member as they are responsible for ensuring effective
communication links between Committee Members and between the PTA and the School.

The Secretary deals with all the correspondence that the PTA receives and helps the Chair
d relationship with the

ensure that Committee Meetings run smoothly. Building up a oo

School, the Secretary will help make sure that correspondence, sent to the School, is passed
onto the PTA promptly. With the agreement of the Head Teacher, the PTA Secretary can
usually arrange to leave PTA notices with the School Secretary for distribution with School

mailings to parents, or for distribution via parentMail.

As well as dealing with correspondence, following a Committee Meeting, the Secretary will
need to make bookings and other arrangements for events and confirm arrangements made
by telephone in writing (by letter or e-mail). The Secretary will make arrangements for the
Annual General Meeting (AGM) and help the Chair prepare the Annual Report. The Secretary

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

Key responsibilities:
. Deal with correspondence.
« Write up the Minutes of Meetings.
« Prepare Agendas.
. Distribute Minutes to all the Committee.
« Call Meetings, giving plenty of notice.
« Make Meeting and event arrangements.
« Keep arecord of attendance at Meetings.
. Take notes during Meetings.
. Ensure that enough Committee Members are present t0 make the Meeting Quorate
(this number is defined in your PTA constitution).

«... Co-sign cheques as required.
« Write the Annual Report with the Chair.
« Preparation and distribution of newsletters and other communications to parents.

« Preparation of publicity flyers, posters, tickets, etc. for events.
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Treasurer

anage and control the funds the PTA raises.

al responsibllity for the control and
part in helping the Committee

A key role for all Committee Members is to m
Although all the Committee Members have equ
management of PTA funds, the Treasurer plays an important
carry out these duties properly. ,
The Treasurer should record all income and expenditure. This can be a simple accox.'mts book
or a computerised system. The Treasurer should record details of the amounts received and

spent, and have the details available for every Committee Meeting plus:

o the balance of funds

« committed expenditure
« income, expenditure and profit from each event held

e current financial position at each Committee Meeting

and this should be recorded in the Minutes. The report should include an update on funds
received and spent since the last report. If the Treasurer is unable to attend a Committee
Meeting, a written report should be sent to the Chair, at least one or two days before the
Meeting. All financial decisions taken should be recorded in the Minutes of the Meeting.

The Treasurer also:
« Liaises with the bank.
Pays money into the bank account and reconciles bank sta

Advises the bank of agreed changes to the bank mandate,
sign cheques.

« Raises and signs cheques with a seco
co-signing must see what is being paid for be
last and keep all original invoices.

«. Withdraws money to provide a cash float for events.
Monitors funds held on account and discusses with the bank or building society, the

use of higher rate investment accounts. Any decision to use an investment account,
including the amount to be put in the account, should be taken by the whole

The Treasurer should report on th

tements.
i e. those authorised to

nd Committee Member co-signing. The person
fore signing. The Treasurer should sign

Committee.
* Ensure regular payments, for example, NCPTA membership, are made on time to

~ guarantee benefits and take advantage of any discounts.
« Arrange appropriate licenses for events.

Key responsibilities:
« Maintain the financial records.
«  Prepare and co-sign cheques as required.
« Report income and expenditure at meetings.
« Count and bank monies.
o Liaise with the bank.
« Charity registration and Gift Aid.
o Regular and other payments.
o Draw up the annual accounts.
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Ordinary Committee Members

Ordinary Committee Members work alongside th
organise events or running smaller projects. They also have
alongside the Officers of the PTA in ensuring good communic
School, encouraging participation and enthusiasm for the events organ

o Officers, contributing ideas, helping to
an important role to play
ation with the rest of the
ised by the PTA.

Ordinary Members

Parents and Carers of children at the School are au
The PTA Committee informs them of the events an
Ordinary Members participate in, and benefit from, thee
may attend PTA Meetings, but they cannot vote on decisions ma

tomatically Ordinary Members of the PTA.
d projects that are due to take place. The
vents run by the Committee. They
de by the Committee.

Class Reps

Class Reps ensure good communication wit
organise social events for the parents and ¢

h the parents and teachers of their class. They
arers of their class. They may run small projects

for the school, organise stalls and helpers for Summer and Christmas Fairs and help out
where they can with PTA events. They also liaise with the Class teacher to organise the Cake
Sale for their Year group. Fifty per cent of the proceeds from the Cake Sale go direct to the

Year Group for School trips and other additional expenditure.

Key responsibilities include:
Maintain a class list, email distribution group and text

(this should be renewed each year in line the Data Pro

forward).
« Forward PTA newsletters and other emails to their class.

Provide feedback and ideas from class to the PTA Committee.
« Welcome new parents to the School.

. Liaise with class teacher for any specific
« - Arrange social events for their class.

« Organise the Year Group Cake Sale.
Help out at and recruit volunteers for PTA events.

message group where possible

L ]
tection Act rather than carried

help required from PTA.
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Godavari Manar Charitable Trust’s
Shri Madhukarrao Bapurao Patil Khatgaonkar College,Shankarnagar

2024-25

Parent-Teacher Association
Sr. No | Name Designation Signature
1 Dr. Shivaji Patode Chairman W
2 Dr. S. V. Dhanawade Secretary (Wﬁ
3 Dr. S. S. Kadam Member -
4 Dr. C. W. Gajewad Member %/
5 Mr. S. D. Mathpai Member ;fm 471./
6 Mr. D. M. Waghmare Member ] M‘
7 Mr. M. M. Waghmare Member @,

=
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Godavari Manar Charitable Trust’s
Shri Madhukarrao Bapurao Patil Khatgaonkar College,Shankarnagar

2024-25
1) PTAMINUTES
Parents-Teachers Assoclation
S.M.B.P.K. College, Shankarnagar
General Body Meeting Minutes
Academic Year : 2024-25
Meeting No. : 01
Date : 15/08/2024
Time : 11.30 a.m.
Venue : College Seminar Hall
Chairman : Hon. Principal,
S.M.B.P.K. College, Shankarnagar

Members Present:
Teachers - 08
Parents — 22

(Attendance Sheet attached)

Agenda :

1. Meeting of PTA for the Academic Year 2024-25
2. Discussion on academic progress of students

3. Suggestions from parents

4. Any other matter with the permission of the Chair
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Proceedings :

Agenda 1:

The Chairman welcomed all parents and teachers, The PTA was formally constituted for the
academic year 2024-25.

Resolution No. 1 :

Resolved unanimously that the PTA Committee for the academic year 202425 is approved,

Agenda 2;

Teachers presented academic performance and attendance details. Parents expressed
satisfaction and suggested regular interaction,

Resolution No. 2 :

Resolved to organize at least one Parent-Teacher Interaction programme in each semester.

Agenda 3:

Parents suggested career guidance and counselling programmes.

Resolution No. 3 :

Resolved to conduct career guidance and counselling sessions for final year students.

; | Q@@/
Chairmzn (Principal) Secretary (PTA)

éﬁagﬁ.ﬁ% ClrAL | | (Signature)

Bapurao Pati|
Khatgaoskar College, Shankamnager
Tq. Biloll Dist. Handed,

The meeting ended with a vote of thanks.
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3) ANnNUAL| PTA REPORT
Nual Report of
.Paéents-Teachers Assoclation
=K. College, Shankarnagar

Academlc Year: 2024-25

1. Introduction

students.
2. Objectives

e To enhance academic performance of students
* To promote parent-teacher interaction

* To support student-centric activities
3. PTA Committee

The PTA Committee was formed as per uni

versity norms with adequate representation of
parents and teachers. :

4. Meetings Conducted
e General Body Meeting — 01

) Executive Committee Meetings — 02

5. Activities Conducted

e Parent-Teacher Interaction Meet
e Academic progress review

e Career guidance & counseling programme
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6. Outcome
e Improved parent participation
» Better academic monitoring

» Positive feedback from stakeholders

7. Conclusion

o i ment
The PTA functioned effectively and contributed positively towards academic develop
during the academic year 2024-25.

sl <
\n gl
M e ecretary
rincipal ' (Signature)
(Sign & Seal) :
I/C PRINCIPAL
$hri Madhukarrao Bapurao Patil

Khatgaonkar College, Shankamagar
Tq. Biloll Dist. Nanded,
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Godavari Manar Charitable Trust’s
Shri Madhukarrao Bapurao Patil Khatgaonkar College,Shankarnagar

2025-26

Parent-Teacher Association
Sr. No | Name Designation Signature

1 Dr. Shivaji Patode Chairman W
Dr. S. V. Dhanawade Secretary (’\W

Mr. D. M. Waghmare Member :@M____
Mr. M. M. Waghmare Member @/

2

3 Dr. S. S. Kadam Member &‘/ e
4 Dr. C. W. Gajewad Member i ﬁw
5 ‘Mr. S. D. Mathpai Member ]@ +/
6 2

7
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. Godavari Manar Charitable Trust’s
Shri Madhukarrao Bapurao Patil Khatgaonkar College,Shankarnagar

2025-26

1) PTA MINUTES

Parents-Teachers Association
S.M.B.P.K. College, Shankarnagar
General Body Meeting Minutes
Academic Year : 2025-26
Date : 15/08/2025
Time : 11.30 a.m.
Venue ; College Seminar Hall

Chairman : Hon. Principél, S.M.B.P.K. College, Shankarnagar

Members Present :
Teachers — 08

Parents — 22
(Attendance Sheet attached)

Agenda :

MeetNg
1. Genatitation of PTA for the Academic Year 2025-26

2. Discussion on academic progress of students

3. Suggestions from parents

4. Any other matter with the permission of Chair
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Proceedings :

Agenda 1:

The Chairman welcomed all parents and teachers, The PTA was formally constituted for

the academic year 2025-26.

Resolution No. 1.
Resolved unanimously that, the PTA Committee for the academic year 2025-26 is approved.

Agenda 2 :
Teachers presented academic performance and attendance details. Parents

expressed satisfaction and suggested regular interaction.

Resolution No. 2 :

ster.

Resolved to organize, at least one Parent-Teacher Interaction programme each seme

Agenda 3 :

Parents suggested career guidance and counseling programmes.

Resolution No. 4 :

Resolved to conduct guidance and counseling sessions for final year students.

The meeting ended with vote of thanks.

NS il | ecretary (PTA)
(Signature & Seal)
I/C PRINCIPAL ‘ (St
8hri Madhukarrao Bapurao Patil
Khatgaonkar College, Shankamagar
Tq. Giloll Dist. Nanded,
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2) ANNUAL PTA REPORT

5 Annual Report of
S Magegts—Teachers Association
.M.B.P.K. College, Shankarnagar
Academic Year : 2025-26

1. Introduction
The Parents-Teachers Association of S.M.B.P.K. as constituted

to strengthen academic cooperation between parents and teachers.

2. Objectives
e To enhance academic performance of students

e To promote parent-teacher interaction

e To support student-centric activities

3. PTA Committee
norms with adequate representation

The PTA Committee was formed as per university
of parents and teachers. '

4. Meetings Conducted
o ‘General Body Meeting — 01

" o Executive Committee Meetings‘— 02

5, Activities Cbnducted

e Parent-Teacher Interaction Meet

e Academic progress review

o Career guidance & counselling
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6 outcome

« Improved parent participation
¢ Better academic monitoring

e Positive feedback from stakeholders

7. Conclusion

The PTA functioned effectively and contributed positively towards academic development.

o
S Secretary
| Sign.
(Sign & Seal) ’
/C PRINCIPAL
$hri Madhukarrao Bapurao Patil

Khatgaorkar College, Shankamagar
Tq. Biloli Dist. Kanded. \
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