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Date:	Time start	Chair	Recording Secretary 	

Members in attendance:
	


Member(s) Regrets:



Agenda items:
•
•
•
•

Item #1: notes: 
Motion:
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Moved by:____________	

Seconded by: 	
Carried/ defeated


Item #2: notes: Motion:

Moved by: ____________

Seconded by: 	


Carried/defeated


Item #3: notes: 
Motion:

Moved by: ____________

Seconded by: 	


Carried/defeated
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SAMPLE

(Constitution) [Name of School]
Chair Person: [Name] [part of staff representing]	
Vice Chair Person/Secretary: [Name] [part of staff representing]
Staff Rep: [Name] [part of staff representing]	

ARTICLE A.25 ESTABLISHING STAFF COMMITTEE 	

If the majority of the teaching staff in the school so decide, there shall be established a recognized staff committee in that school.

The Staff Committee will operate within the guidelines of the School Act, “School Board Policies” and the STA Collective Agreement

Size and Makeup: 	
The Staff Committee shall be a Committee of the Whole (all teachers who feel they want or need to be on this committee can be).

Voting: 	
a) The size, composition, tenure and operational procedures of the staff committee shall be determined by a majority vote of the school staff by September 30th of each school year.
b) Staff committee shall vote the Chair and secretary into office. 
c)   All teaching staff members will have a vote.

Operational Procedures: 	
a) Copies of the procedures of each school shall be filed with the Sooke Teachers’ Association (the “STA”); 	
b) The [Name of School] Staff Committee will foster the values, attitudes, and skills for an enlightened, reasonable and democratic process in decision-making;
c)   Staff committee at [Name of School] will operate in a democratic way with each individual or group within the committee contributing to the meeting;
d)   Staff committee members are a team of professional working for the common good of the school;
e)   A staff committee agenda form will be kept in a folder in the chairperson’s mailbox for teaching staff to record motions. Additions can be made up to two days prior to the staff committee meeting.
f)   Each member of the staff committee will have one vote on any recommendations.
g)   Members who raise items or tender motions for staff committee must be in attendance to present the item/motion
h) The chairperson will ensure staff committee minutes are distributed to the teaching staff via email

 Areas of Responsibility:
 The role of staff committee includes the following:
a) Development and maintenance of communication and consultative processes throughout the school;
b) Review school policies and procedures and the development of recommendations for improvement;
c) Receiving and making recommendations on matters of concern presented by staff;
d) Drafting letters to the appropriate audience to recommend changes.

Implementation: 	
a) Letters of recommendations should be written to the principal and be carbon copied to the STA President and Superintendent of Schools. Seeking advice from the STA is recommended before sending the letter. Letters of recommendations could be written to the Board of Education, Superintendent of Schools, Ministry of Education, and others. In these cases, the STA must be consulted prior to sending those letters.
b) The principal shall not unreasonably refuse to implement the recommendation of the staff committee or the majority decisions of a staff meeting; 
c) In a case where a principal rejects a recommendation of a staff committee or a majority decision of a staff meeting, the principal will submit the reasons for rejection, in writing, to the staff committee and copied to the Superintendent of Schools. Rejection letters should be forwarded to the STA President.	
General Procedures:
a) Meeting will be held once a month, in the week preceding the monthly staff meeting;
b) The Simplified Robert’s Rules of Order when necessary will govern meetings;
c) The agenda will be set such that no meeting will go longer than 30 minutes;
d) If the agenda necessitates more time than the committee members will vote on an extension;
e) A quorum is defined as the Chair and 2 other staff committee members;
f) The Chair and one other staff committee members can set an unscheduled or emergency meeting. All reasonable efforts will be made to schedule the emergency meeting for a time and place such that all members can attend.
g) “Old Unfinished Business” will be an automatic agenda item.
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SAMPLE

Statement of Purpose:
The purpose of the Staff Committee structure is to promote and facilitate a democratic, collegial process in school-based decision making.

I. Composition
· Staff Committee consists of nine voting members:
· 9 teachers (elected by staff each September; one will be a STA rep.)  
· Quorum:
· A majority of the members (5), with one being the chair (or chair-appointed designate), must be in attendance before a Staff Committee meeting can commence.

II. Procedures
· There should be at least one meeting each month.
· Minutes of the previous meeting and the agenda of the upcoming meeting will be distributed by the Chair at least two school days prior to each meeting.
· A staff member with a concern or issue will submit this item to the Staff Committee Chair to be added to the agenda.
· In order for an item to be considered, this individual–or a representative–must be present at the Staff Committee meeting.
· Any staff member may attend a meeting and speak to questions on the floor, but voting is restricted to elected members.
· The Chair may call an emergency meeting if an issue must be dealt with in a timely manner.
· The Chair has the discretion to determine if it is an emergency issue. Should an emergency issue arise after the agenda for an upcoming meeting has been distributed, the Chair will make every effort to communicate this item to staff. If possible, the item should be referred to the next scheduled meeting.

III. Responsibilities
· To represent the staff at large
· To receive and make recommendations
· To advise and assist the administration in the solution of specific problems
· To develop and maintain effective communication and consultation throughout the school
· To review school policies and procedures and develop recommendations for improvement (an example would be to review Pro. D. Committee, Safety Committee).

IV. Decision-making
· The principal shall not unreasonably refuse to implement the recommendations (decisions) of a Staff Committee or the majority vote of the staff.
· In the case where a principal rejects a recommendation (decision) of the Staff Committee or a majority vote of the staff, the Principal will submit in writing the reasons for rejection to the Staff Committee and to the Superintendent of Schools. Rejections should be forwarded to the STA President.

V. Duties of Chair and Secretary
· The Staff Committee Chair calls all meetings and accepts motions in accordance with the BCTF Simplified Rules of Order (1984). They are also responsible for reporting committee activities to the staff.
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Date

Dear Principal ____________________________,

SPECIFIC DETAILS:
· Give information to fully explain the area of concern.

RECOMMENDATION(S):
· State the specific action you wish the Administration to take and a suggested time-line in which to receive a response.

This email is cc’d to the superintendent as per the collective agreement.

SIGNATURE:

__________________________
On behalf of the School Staff Committee

cc:	STA President: lp62@bctf.ca
	SD62 Superintendent: @ their SD62.bc.ca email address
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Dear ____________________,

It has come to the attention of the staff committee that you are requesting that certain members of the staff change classrooms for the upcoming school year.  The reasons you have given are that the VP wishes the primary classes to be together and that they require a larger room for when they are teaching classes.

As to management’s wish to have all of the primary classes together in one area of the school, this did not seem to be a concern of yours this year.  There are primary classes in both pods of the school, as there have been for the majority of the years that the school has been open.  Of the teachers whom you are expecting to move, one has been teaching primary grades in her room since her arrival here five years ago, the other for six years.  Both have their classrooms set up in a manner in which they are comfortable.  Both of these teachers have an incredible amount of materials which they use in their teaching, which would require a huge amount of personal time to pack, move, and unpack. 

As to your second point on needing the ‘larger’ room for teaching the VP’s classes, as they will have more students than the primary classes, for the entire time this building has been in use, at least one of what are deemed the ‘smaller’ classrooms have held an upper intermediate classroom, more often than not with 28-30 students in it.  This has not had any detrimental effect on the learning of the students.  As to needing a space to teach those classes, we are currently configured in such a manner that there will be three empty classrooms next year, one of which people feel is a ‘larger’ room.  

Due to the reasons above, the Staff Committee recommends that room assignments for the upcoming school year, 20XX-20XX, remain as they are, unless requested by, and mutually agreed upon, by the S.T.A. members directly involved in any changes.

We look forward to your reply by Friday, May 8, 20XX.

This email is cc’d to the superintendent as per the collective agreement.


Respectfully,




On behalf of Anywhere Elementary Staff Committee

cc: 	STA President: LP62@bctf.ca
	Sooke Superintendent: @ their SD62.bc.ca email address


