Model Constitution for Parent Teacher AssociationsinEnglandandWales

The friends of Cottesloe School

The Parentkind model constitution is for use by Parent Teacher Associations (PTAs)and otherhome-
school groupsthatare members of Parentkindin England and Wales. A model constitution for Parentkind
membersinNorthern Irelandisavailable at parentkind.org.uk orfromthe Parentkind Member Support
Line03001235460. Thisdocumentbelongsto Parentkind (registered charity no 1072833) or any
successor body.

The Parentkind model constitution must be adopted by the association before it can be used.
Further guidance on this can be found at parentkind.org.uk.

Thedeclaration onthe last page ofthisdocumentmustbe signed bythe Chair of the meeting at whichiitis
adopted and witnessed by amember ofthe association who is present at the meeting.

Charity registration

Toregisteras acharity, adopt the Parentkind model constitution and register online with the Charity

Commission at:
www.gov.uk/setting-up-charity/register-your-charity.

All PTAs with an annual income of £5K or over must register as a charity with the Charity
Commission for England and Wales: www.gov.uk/government/organisations/charity-
commission.

Parentkind providesinformationoncharityregistrationforitsmembers including astep-by-step guide
tothe online application process: www.parentkind.org.uk/PTAs/Charity-Registration.

1. ASSOCIATION DETAILS
Thefollowingvariables specificto theassociation shall be incorporated into the
model constitution.

1 Type of Association: (please tick the appropriate box)
Friends of the School:
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Association name in full: The Friends of The Cottesloe School
School name in full: The Cottesloe School
School address:
Church Street
Wing
Bedfordshire
LU70NY
The committee
The minimum number of committee members: 3
PURPOSES
The objectofthe association (the objects)isto advance the education of pupilsinthe
schoolinparticular by:
Developing effective relationships betweenthe staff, parentsand others associated with the
school
Engaginginactivitiesor providing facilities orequipmentwhich supportthe schoolandadvance
the education ofthe pupils.
POWERS

The committee members/trustees have the following powers, which may be exercised onlyin promoting
the charity’s purpose (‘objects’):

To provide advice

Topublish or distribute information

To co-operate with other bodies

Toraise funds (but notby means of permanenttrading)

Toacquire or hire property of any kind

Tomake grants orloans of money andto give guarantees

Tosetaside funds for special purposes or as reserves againstfuture expenditure
Todepositorinvestfundsinany lawful manner (buttoinvestonly after obtaining advice froma

financial expertand havingregardtothe suitability ofinvestmentsandthe needfor
diversification)
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3.14

3.15

3.16
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Totake out public liability and personal accident insurance tocover association meetings,
activities,committee members/trustees, to insurethe association’s propertyagainstany
foreseeableriskandtake outotherinsurance policiesto protectthe association where required

Toemploy paid or unpaid agents, staff or advisers

Toenter into contracts to provide services to or on behalf of other bodies

Topay the costs of forming the association

Toobtainand pay for goods and services as are necessary for carrying out the work of the charity
To consult parents on their views

Toopen and operate bank and other accounts asthe committee members/trustees
consider necessary

Todo anything else within the law that promotes the objects BUT the committee shall not undertake
any activity in the school premises without the consent of the Headteacher.

MEMBERSHIP

Members of Friends of Cottesloe School association are: - The parents or carers of any
pupil currently attending the Cottesloe School plus teaching and non-teaching staff currently
employed by the school. The friends of Cottesloe will also accept anﬁ person over the age of
18 who wished to support the school appropriate support or help to the school whose
membership has been accepted by the committee as a member.

InaParents Association, the parents, guardians or carers ofany pupil currently attending the school
or in a Parent Teacher Association, Parent Staff orHome-School Association asdetailed
above plus teaching and non-teaching staff currently employed by the school or inany other
association, forexample a Friends group or Parentkind association, those described above and
any personover the age of 18 wishing to offer appropriate support or help to the school and who is
accepted bythe committee asamember.

Membership is terminated if:
4 the memberdies
2 thememberresignsbywritten noticetotheassociation

3 thecommitteemembers/trustees mayforgoodreason, regardless of whether or not
this is at the request of the governingbody orthe Headteacher, exclude any personfrom
membership or from attending an event whose presence at or supportofthe schoolis
deemedadangertothe schoolor itspupils or stafformightbringtheassociationinto
disrepute.

Removalis not effective until the member concerned has been notifiedin writing ofthe
proposal and his/herrighttorespond within14clear days, andthe matterhasbeen
consideredin light of any representations made.
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5.8

5.9

GENERALMEETINGS
(ANNUAL AND EXTRAORDINARY)

Allmembersare entitledto attendanygeneral meeting ofthe association.

Allgeneral meetingsare called by giving 21 clear days’written notice of the meeting to the members. The
notice should specify the date, time and location ofthe general meeting aswellas give an overview ofthe
agenda.

Thereisaquorumatageneral meeting whenthe total number of memberspresent(including
committeemembers/trustees)isatleast twice the number of committee members/trustees in
office at the startofthe meeting. The only exception would be atageneral meeting wherethe
associationisbeingdissolved: please see clause 13.

TheChair or(ifthe Chairisunable orunwillingtodo so) some other committee member/trustee
elected bythose presentisincharge ofageneral meeting.

Except where otherwise provided in this constitution (Dissolution: clause 13), every issue at a
general meeting is decided by a simple majority of the votes cast by the members present at the
meeting.

Exceptforthe Chair of the meeting, who has a second or casting vote where a vote is equally divided
(tied), every member presentis entitled to one vote on every issue.

Theassociation mustholdageneral meetingwithin 12months ofthe date ofthe adoption ofthis
constitution. Thereafter,anAGMmust

be heldineach subsequentyear and not more than 15 months may elapse between successive
AGMs.

Atan AGM the members:
1 receivetheaccountsoftheassociation for the previous financial year

i receivethereportofthecommittee members/trustees onthe association’s activities
sincethe previous AGM

8 electthe committee members/trustees
3¢ appointanindependent examiner orauditor forthe association if this is needed

% may confer onanyindividual (with his or her consent) the honorary title of Patron, President
orVice-Presidentofthe association

6 discuss and determine any issues of policy or deal with any other business put before
them

Ageneralmeeting mayalsobe calledforspecial orextraordinary reasons (called an extraordinary
general meeting or EGM). Inaddition to being called by committee members, these can be
called by membersoftheassociation. Thisrequiresarequestinwritingtothe committee from 10
ormore members. Asaresult, the committee mustcallan EGM (give allmembersofthe
association notice of



6.6

6.7

the EGM)within 21 days ofthe written requests beingreceived from members. This EGM must
happenwithinthree months ofthe

written requests being received. (Thistimeframe s designed to make allowances for school
holidays.)

THECOMMITTEE

Allmembers ofthe committee are trustees of the charity and have control ofthe association, its
property and funds. The committee membersare referredtointhisdocumentascommittee
members/ trustees.

Committee members/trustees shallbe elected atthe AGM and shall hold office until the next
AGM.

Allcommitteemembers/trustees, exceptthosewhoare co-opted, must be members of the
association.

Committee members/trustees shall have the power to co-opt committee
members/trustees atanytime,andco-opted committee members/trustees shall serve untilthe
date ofthe nextAGM.

The number of co-opted committee members/trustees mustnotbe morethan50% ofthe total
numberofcommittee members/trustees.

Nominationsforelectiontothe committee may be made by any member ofthe association
and seconded by another. Such

nominations must have the consent of the nominee. Nominations should be made in writing tothe
Chair atany time until the election process has been completed. If no nominations or an insufficient
numberarereceived beforethe AGM, any members presentmay nominate aperson, with their
consent, andthat person may be appointed by a majority vote of those present.

A committee member/trustee (whether elected or co-opted) automatically ceasestobea
committee member/trusteeifheorshe:

i is disqualified under section 178 of the Charities Act 2011 or any substantialre-enactmentfrom
actingasacharitytrustee

® inthewritten opinion, giventothe charity, ofaregistered medical practitioner treating that
person, has become physically or mentallyincapable of acting as a trustee and may remain
so for more than three months

B isabsentfromthree consecutive meetingsofthecommittee
without prior notification to the Secretary

& ceasestobeamember oftheassociation

& resigns by written notice tothe committee butonly ifatleast two committee
members/trustees remainin office

% Is removed by a resolution passed by a majority of other committee members/trustees.
Removalisnoteffective until the committee member/trustee concerned has been notified in



writing ofthe proposal and his/her rightto respond within 14 clear days, and the matter has been
consideredinlight of any representations made.

6.8  Allcommitteemembers/trustees shallbe entitledtoreimbursement of reasonable out-of-pocket
expenses (including hotel and travel costs) actually incurredin the administration of the
association.

6.9  Aretiingcommitteemember/trusteeisentitledtoanindemnity fromthe continuing committee
members/trustees at the expense of the association inrespectofanyliabilities properlyincurredwhile he
orsheheldoffice.

6.10 Atechnical defectinthe appointmentof acommittee member/ trustee of which the committee
Isunaware atthe time does not invalidate decisions taken ata meeting.

7. COMMITTEE MEETINGS

[ Thecommittee musthold atleastthree meetings every academicyear.

1 A quorum ata committee meeting is 50 per cent, rounded up to the nearestwhole number, ofthe
total number of committee members.
This applies where there are three or more committee members in post. Where there are only
two, 100% attendance is required to
be quorate to preventa single individual having the power to make decisions on behalf of the
association.

13 The Chair or,ifthe Chair is unable or unwilling to do so, some other committee member/trustee
chosenbythe members’ presentisin charge at each committee meeting.

1 Every decision may be made by a simple majority of the votes cast at acommittee meeting. A
resolution whichisin writing (including by
email) and signed by all committee members/trustees is equally valid. The resolution may be
contained in more than one document and will be treated as passed onthe date of the last signature.

Exceptforthe Chair of the meeting, who has a second or casting vote everycommittee member/trustee has
onevoteoneachissue

8. POWERS OFCOMMITTEE
Thefollowing powersare availabletothe committeeto helprunthe association:-

Bl to delegate any functions ofthe committee to sub-committees. These must consist of two or more
persons appointed by the committee but atleastonemember ofevery sub-committee mustbea
committee member/trustee. All sub-committee proceedings must be promptly reported to the
main committee

B to make rules consistent with this constitution aboutthe committee and sub-committees, togovern
proceedingsatgeneral meetings and generallyaboutthe runningoftheassociationincludingthe
operation of bank accounts and the management of funds.



PROPERTY & FUNDS

Thepropertyandfunds oftheassociation mustonly be usedtofulfil
the objects (see clause 2).

Committeemembers/trustees canenterinto contractswiththe association forthe provision of
goodsandservicestotheassociation (butnot contracts of employmentwith the association except
with the priorwritten consent ofthe Charity Commission) providedthat:

u themaximumamountis setoutin writing andisreasonable for the servicesprovided

2w  thecommitteemembers/trustees aresatisfiedthatthe agreementisin the interests of the
charity before entering into it

] thetotalnumberofcommittee members/trustees entitledto suchremunerationisinthe
minority fromtimetotime.

Wheneveracommittee member/trusteehasapersonalinterestinamatter tobe discussedatameeting,
thecommitteemember/trusteemust:

1 declareaninterestbefore discussion begins onthe matter

w2 withdraw fromthat part of the meeting unless expressly invited to remainin order to provide
information

%3 notbe counted inthe quorum for that part of the meeting

B withdrawduringthe vote and have novote onthe matter.
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RECORDS & ACCOUNTS

The committee must comply with the requirements of The Charities Act2011oranysubstantialre-
enactmentastothe keepingoffinancial records, the audit or independent examination of accounts
andthe preparation andtransmissiontothe Charity Commission of:

1 annual reports

12 annual returns

113 annual statements of account.

The committee mustkeep proper records of:

2 allproceedings atgeneral meetings

12 all proceedings at committee meetings

13 allreports of sub-committees

Annualreportsand statementsofaccountrelatingtotheassociation must be made available for
inspectionbyanymember oftheassociation.

The committee must notify the Charity Commission promptly ofany changestotheassociation’s
entryonthe Registerof Charities.

NOTICES

Noticeofanygeneral meeting oftheassociation maybesentby hand, by post, by suitable
electronic communication (email) orin any newsletter distributed bythe association toitsmembers.
Notification by hand may include distribution to parents, guardians and carers via their children with or
without other communications from the school.

The address atwhichamember is entitled to receive notices (if sent by post) is the last known
address ofthe member.

Atechnical defectinthe giving of notice whichthe members or committee members/trustees
areunaware ofatthe time does not invalidate decisions taken ata general meeting.
AMENDMENTS

This constitution may be amended ata general meeting ofthe association by atwo-thirds
majority of the votes cast but:

The members mustbe given 21 clear days’ notice ofthe proposed amendments
No amendmentis valid if it would make afundamental change to the charitable purpose

(objects)/clause 2 or destroythe charitable status of the association and no amendment may be made
to clause 9 without the prior written consent ofthe Charity Commission



A copy of any resolution amending the constitution must be sent to the Charity Commission within 21
daysofit being passed.

DISSOLUTION

Theassociation may be dissolved by aresolution presented atan EGM oran AGMwhere thisis
includedinthe notice ofthe meeting. The resolution must have the agreement of two-thirds of those
voting and must give instructions for the disposal of any assets remaining after payingthe
outstanding debts and liabilities oftheassociation.

Thenetassetsshallnotbe distributed amongthe members ofthe association butwill be givento
the school for the benefit of the pupils of the school. In the event of the school closing any remaining
funds could be distributed to a neighbouring school or schools as selected by thecommittee.

Ifitisnot possible to dispose of assets as describedin clause 13.2 then the assets can be givento
another charitable cause provided thatthe cause iswithinthe objects ofthe association.

The committee members/trustees must notify the Charity Commission promptlythatthe
association hasbeendissolved. The committee members/trustees mustcomply with any request
from the Commission including providing the association’s final accounts.



ADOPTED AT A MEETING HELD

AT (Place)

ON (Date)

.................................................................................................. NAME
.................................................................................................. OCCUPATION
.................................................................................................. SIGNATURE
(Name and signature of Chair of meeting)

WITNESS NAME

ADDRESS

.................................................................................................. OCCUPATION
.................................................................................................. SIGNATURE

(Name, address, occupation and signature of witness)
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GLOSSARY OFTERMS

In this Constitution:

address:meansapostaladdressor,forthepurposesofelectronic communication, i.e.,an emailaddress, afax
numberoratextmessage numberineach case registered with the charity

AGM: means an annual general meeting of the members of the association
theassociation:meansthe charity comprisedinthisconstitution
theChair:meanstheChairoftheassociationelectedatthe AGM

charity trustee: has the meaning prescribed by section 177 of the Charities Act 2011 or any substantial re-
enactment. Every committee member/trustee is legally a charity trustee

clearday:means 24 hoursfrommidnight following the triggering event

the Commission: means the Charity Commission for England and Wales:
www.gov.uk/government/organisations/charity-commission

the committee:is the governing body of the associationandincludes all elected and co-opted committee
members/trustees

committee member(s)/trustee(s): meansamemberof the committee elected at the AGM by the membership

co-opted committee member/trustee: meansamember of the committee appointed by the committee
members/trustees in accordance with clause 6

EGM:means an extraordinary general meeting of the members of the association and which is not an AGM

fundamental change: means achangethatwould nothave been within the reasonable contemplation of a person
making adonation to the association

general meetings: means any AGM or EGM (seeabove)
governing body: means the governing body of the school
headteacher: meansthe headteacher, executive head or Principal of the school

independentexaminer:hasthe meaningprescribedbysection 145(a) of the Charities Act2011 oranysubstantial
re-enactment

memberand membership: referto members of theassociation as set out in clause 4
months: means calendar months
theobjects: means the charitable objects of the association set outin clause 2

permanenttrading:meanscarryingonatrade orbusinessona continuingbasis forthe principal purpose of
raising funds and notfor the purpose of actually carrying out the objects

writtenorinwriting:referstoalegible documentonpaperincluding anelectroniccommunication (email) orafax
messagewherethe memberorco-optedcommittee member/trustee hasagreedto

receipt of notices by electronic means

unincorporated association: an ‘unincorporatedassociation’isan organisation setup through anagreement
betweenagroup of people whocometogetherforareasonotherthantomakeaprofit,e.g.,a
voluntarygrouporasports club. Individual members are personally responsible foranydebts and contractual
obligations

year: means calendaryearunless otherwise specified

ReferencestoanActofParliamentarereferencestothe Actas amended or re-enacted from time to time and to
any subordinate legislation made under it.
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