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DEAN PARK PRIMARY SCHOOL 

PARENT COUNCIL 

31 Marchbank Gardens, Balerno, Edinburgh, EH14 7ET 

0131 449 4529 

 

Constitution 

1. Title 

The constituted organisation shall be known as the Dean Park Primary School Parent Council, 

hereinafter referred to as “the Parent Council”. 

2. Constitution 

The Parent Council is constituted in accordance with the Scottish Schools (Parental Involvement) Act 

2006. The Parent Council represents and is accountable to the Parent Forum, which comprises all 

parents, carers and legal guardians of pupils at Dean Park Primary School and Dean Park Nursery 

School. For the avoidance of doubt, the term “parent(s)” as used in this constitution includes carer(s) 

and legal guardian(s). 

3. Objectives 

The aims of the Parent Council are: 

a. To identify and represent the views of parents about the education provided by the 

school and other matters affecting the education and welfare of the pupils; 

b. To actively engage with the Pupil Council; 

c. To engage with the local education authority actively on relevant matters; 

d. To support the school in its work with pupils and its relation with parents; 

e. To encourage the formation and support of sub-groups, committees and 

associations as may be agreed to perform specific tasks or functions (such as to raise 

funds for the school and its pupils). There shall be special arrangements (outlined in 

section 6.1 below) with the Parent Teacher Association (PTA), which already exists as 

a separately constituted body with charitable status;  

f. To conduct its business in an inclusive and open manner and to encourage all 

parents to become involved in their child’s education and learning; 

g. To keep parents informed about the activities of the Parent Council and to report 

formally to parents on an annual basis; 

h. To promote contact between the school, parents and the community; 

i. To involve parents in the overall aim of improving the quality of the educational 

process; 

j. To encourage communication and links with associated primary schools and with 

Balerno High School. 
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4. Rights and Duties 

The duties and rights of the Parent Council are set out in Appendix 1, which also provides some 

operational guidelines for the Parent Council. 

5. Membership 

The Parent Council shall comprise two types of membership – voting and non-voting. 

5.1 Voting Members 

a. A minimum of four and a maximum of fourteen parent members 

b. Two teaching staff members, representing staff at Dean Park Primary School 

c. Up to two co-opted members representing the community; 

For eligibility rules and the relevant appointment process, see under section 8 (Election of Voting 

Members) below. 

5.2 Non-Voting Members 

a. The Headteacher of Dean Park Primary School, or his/her nominated 

representative, who has both a right and a duty to attend meetings of the 

Parent Council, and to advise and inform the Parent Council; 

b. One associate member, representing Balerno High School; 

c. Local councillor representation (Advisory – as wards may change from time to 

time, all applicable local councillors may be invited.) 

d. One member representing each subgroup 

All non-voting member positions are filled either by virtue of position (e.g. Headteacher) or by 

agreement of the voting members of the Parent Council.  

6. Relationship with subgroups 

As the Parent Council is the formal representative body of the Parent Forum, any other group 

formed representing overall parent interest will be accountable to the Parent Forum. The 

mechanism for this is through the Parent Council. 

To facilitate communication between the Parent Council and any subgroup(s) recognised by the 

Parent Council, each such subgroup will be entitled to report at meetings of the Parent Council, and 

may be required by the Parent Council to do so. The Parent Council will endeavour to keep all 

recognised subgroups informed of pertinent business, and may invite subgroup representative(s) to 

any meeting. 

6.1 Special arrangements with Pre-Existing Organisations 

For insurance and other reasons, the following organisation shall continue to operate as a separately 

constituted organisation: 

• Parent Teacher Association (PTA) General Committee (often referred to simply as the PTA) 

It will be expected, in the best interests of the Pupils, the Parent Forum and the School, that these 

organisations will maintain close links with the Parent Council and regard the Parent Council as the 

primary elected representative body of the Parent Forum. They shall also be entitled to all the rights 

of communication and involvement as subgroups of the Parent Council. 
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7. Office Bearers 

The Office Bearers of the Parent Council shall consist of: 

1. Chair 

2. Vice Chair 

Both of whom must be parent members. 

Responsibility for appointing Office Bearers lies with the Parent Council itself, such appointments to 

be determined as soon as practicable after the appointment of members to the Parent Council by 

the Parent Forum. Office Bearers shall serve for two years, and shall be eligible for re-election as 

long as they are eligible for membership of the Parent Council.  

The Parent Council shall appoint a clerk to record proceedings at meetings and to draft minutes of 

meetings. The clerk may or may not be a member of the Parent Council. The Parent Council may pay 

for the services of the clerk if the clerk is not a member of the Parent Council. 

The Parent Council may appoint such other Office Bearers as may from time to time be deemed 

necessary. 

8. Election of Voting Members 

Individuals may volunteer or be invited to join the Parent Council and serve for a period of up to 4 

years with elections for half of the Parent Member positions being held every two years in order to 

provide continuity of experience. 

8.1 Appointment of Parent Members 

Only parents of children enrolled at Dean Park Primary School or Dean Park Nursery shall be eligible 

to be parent members of the Parent Council, and they are eligible for membership for as long as 

their children remain enrolled. Parent members shall notify the Parent Council if their children are 

no longer enrolled and thereafter shall not take part in the Parent Council as a parent member. 

Each parent member shall normally be appointed to serve as a member of the Parent Council for a 

period of four years. Individuals shall be eligible to stand for re-election at the end of this period. 

Up to seven parent members shall be appointed every two years.  

Parents shall be invited every two years to put their name forward for appointment. Interested 

parents will be required to submit an application form within guidelines as determined by the Parent 

Council. If there are more applicants than places available, a ballot of parents shall determine who 

shall be appointed. Each member of the Parent Forum is entitled to vote for as many applicants as 

there are vacancies. In the event of any tied votes, lots shall be drawn. Members of the Parent 

Forum shall be given 2 weeks to return their votes in a sealed, addressed envelope to the School, 

which will manage the election process. 

If at any time there are fewer than fourteen parent members of the Parent Council, the Parent 

Council may co-opt parents to increase the number of parent members to a maximum of fourteen. 

(Should the number of parent members fall below four, all reasonable efforts must be made to 

attain that minimum number.) The parent members thus co-opted shall be appointed for the 

balance of the respective period of appointment. (For clarity, if a parent member leaves the Parent 

Council before their period of appointment ends, the Parent Council may co-opt a parent to serve 

for the balance of that period of appointment.) 
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8.2 Appointment of Teaching Staff Members 

Staff of Dean Park Primary School shall nominate two representatives to take part as teaching staff 

members of the Parent Council. Normally, teaching staff members will be expected to serve the 

same term as parent members. 

8.3 Appointment of Co-opted Members 

The appointment of co-opted members shall be arranged and managed by the voting members of 

the Parent Council. Nominally, co-opted members will be expected to serve the same term as parent 

members. 

9. Meetings of the Parent Council  

The Parent Council shall meet at least twice in every school term (“ordinary meetings”) to discuss 

the topics addressing the stated aims (see section 3). At least seven days notice of ordinary meetings 

(including the agenda) shall be provided to all Parent Council Members. Any member of the Parent 

Forum may raise a topic for discussion at any meeting. 

Any three parent members of the Parent Council can request that an additional meeting be held 

(“extraordinary meetings”) and all members of the Parent Council will be given at least four days 

notice of date, time and place of any such additional meeting, as well as the reason for the meeting. 

Agendas shall be prepared and distributed by the clerk in consultation with the Chair and the 

Headteacher (as appropriate). 

Meetings of the Parent Council shall be open to all members of the Parent Form (and the general 

public) unless the Parent Council is discussing an issue that it considers should be dealt with on a 

confidential basis. In such circumstances, only voting and other relevant members of the Parent 

Council (including the Headteacher or his/her representative), shall be present for the relevant part 

of the meeting. The Parent Council shall not consider or discuss individual cases relating to individual 

pupils, teachers or parents. 

The Parent Council shall invite third parties to participate at its meetings as it sees fit, including the 

head boy and girl of Dean Park Primary School, members of the Pupil Council, members of the local 

community council, representatives of the education authority and the Scottish Executive, local 

councillors, the local MSP and the local MP. 

The quorum for meetings of the Parent Council shall be one third of members, including either the 

Chair or the Vice Chair and one other parent member. 

Should a vote be necessary to reach a decision, voting members shall each have one vote, with the 

Chair having a casting vote in the event of a tie. Votes will only be taken when at least half of the 

voting members present are parent members. 

Minutes of meetings of the Parent Council shall be prepared and distributed by the Clerk, posted on 

the Parent Council notice board in the School (including the Nursery) and copies shall be made 

available to all parents upon request. The Parent Council shall also endeavour to provide information 

for parents by additional means, such as a newsletter. 
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10. General Meetings of the Parent Forum  

The Parent Council is responsible for organising General Meetings of the Parent Forum. There are 

two types of General Meeting. 

10.1 Annual General Meeting (AGM) 

The Parent Council shall report formally to the Parent Forum at an Annual General Meeting (AGM) of 

the Parent Forum, which shall be on a day in September or October each year. Twenty-eight day’s 

notice of the AGM shall be given to every member of the Parent Forum by post or personal delivery 

provided that non-receipt of such notice by any member shall not invalidate the meeting. 

The matters to be dealt with at the Annual General Meeting shall include: 

a) The report of the Parent Council (responsibility of the Chair) 

b) Result of the Annual Review of the Constitution 

c) Voting on any motions raised in accordance with due process (see below) 

d) Identification of posts on the Parent Council to be filled by next election 

Any member of the Parent Forum shall have the right to raise a relevant and appropriate motion to 

be voted on at the Annual General Meeting by sending the motion in writing to the Chair, supported 

by at least 25 signatures of Parent Forum members by no later than twenty-one days before the 

date of the meeting. Any motion so raised shall be notified to the Parent Forum within seven days 

for their consideration, along with a form of proxy. 

A motion will be considered as carried if at least two-thirds of those present and eligible to vote, or 

voting by proxy, vote in favour. 

10.2 Extraordinary General Meeting (EGM) 

There shall be such other Extraordinary General Meetings (EGMs) as the Parent Forum may 

determine (according to the provisions below). 

The Parent Council shall organise an Extraordinary General Meeting (EGM) of the Parent Forum if at 

least 25 parents submit a formal written request for such a meeting to discuss issues falling within 

the remit of the Parent Forum.   

The request should be submitted to the Cahir of the Parent Council and copied to the Headteacher 

for information. Upon receipt of the request, the Chair of the Parent Council shall notify members of 

the Parent Council about the request and the Parent Council shall organise the EGM without undue 

delay. Notice of the meeting, including date, time, venue and the business to be discussed, shall be 

sent to all members of the Parent Forum, preferably two weeks in advance. 

The EGM shall have the right to discuss and vote on the issues that have been tabled, as long as the 

rules for amending the constitution as outlined in section 12 are adhered to. 

A motion will be considered as carried if at least two-thirds of those present and eligible to vote, or 

voting by proxy, vote in favour. 

11. Finance 

The Parent Council shall reserve the right to operate a bank account for the purpose of properly 

managing and accounting for any funds. Withdrawals shall require the signature of two voting 

parent members. 
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The Parent Council may raise funds by any means, other than borrowing, and can receive 

gifts. It can also enter into contracts and agreements, but may not purchase or own land or 

buildings. The Parent Council shall decide how any funds are to be spent, but should take into 

account the general views of the members of the Parent Forum and any advice from the 

Headteacher. 

The Parent Council shall keep a record of any income and/or expenditure, and where there has been 

such, shall provide a financial statement which will be available for inspection by the Parent Forum. 

Should the Parent Council cease to exist, any remaining funds shall be passed to Dean Park Primary 

School to be used for the benefit of the school. 

12. Alterations to the Constitution  

The constitution shall be reviewed annually as part of the preparation for the AGM, however, 

amendments may be suggested at any time for consideration, and the constitution of the amended 

according to the following provisions: 

a. All members of the Parent Forum shall be informed of the proposed change by appropriate 

non-verbal means (e.g. by first class letter, email or similar); 

b. Parent Forum Members shall be given three weeks (21 days) to respond to the proposed 

change. (for the avoidance of doubt, this period shall be counted from the date the 

communication was sent, and the response must be received by the Chair of the Council by 

the end of the 21
st

 day); 

c. A vote of two thirds of those responding in favour of the amendment by the due date, or in 

the case of a pertinent General Meeting, in person at the meeting, or by proxy, will 

constitute approval of the amendment; 

d. The amended constitution shall be made available to all members of the Parent Forum as 

soon as practical but unless there is a pressing need, the constitution amendments will not 

be incorporated until the AGM. 

  



 

PC Constitution v2.0.doc Page 7 of 9 24 May 2016 

Appendix 1 – Duties and Rights, ad Operational Guidelines of the Parent Council 

This appendix to the Constitution contains both a list of Duties and Rights of the Parent Council and 

an expansion of the operational points with reference to the applicable sections of the Constitution. 

1. Duties and Rights 

The Parent Council has a duty: 

i. To support he endeavours of those managing the school to raise standards and 

quality of education in the school ad to develop the full potential of pupils attending 

the school.  

ii. To elicit and represent the views and opinions of the Parent Forum where these are 

in line with the furtherance of the development of the pupils, both to the school and 

to the education authority as appropriate, 

iii. To promote contact among the Parent Forum, the school, the parents of prospective 

pupils at the school, the attending pupils, the community (as appropriate) and other 

relevant parties, 

iv. To report periodically (see main Constitution) to the Parent Forum, 

v. To include consideration of the nursery in all of the above as appropriate, 

vi. To meet at appropriate intervals to ensure the timely identification, debate and 

resolution (or escalation) of such pertinent issues as may arise in addressing all of 

the above. 

In particular, the Chair of the Parent Council (or designated delegate) has a duty to attend and 

report back on any consultations at higher level, such as CCWP. 

The Parent Council has a right: 

i. To be consulted on all operational aspects of school management which affect 

pupils or parents, including policy, 

ii. To be involved in senior appointments of staff at the school, by adopting the pre-

existing position of School Boards in the appointment of senior positions 

iii. To be consulted on aspects of policy or other items affecting pupils or parents that 

may from time to time be proposed by the local education authority or higher 

authority 

iv. To be kept informed by the Parent Forum in timely manner of any issues that the 

Parent Council might be expected to represent  

 

2. Operational Guidelines 

2.1 Meetings (expansion on section 9) 

All meetings will take place in the Main Building during the evenings unless otherwise agreed by the 

Parent Council. 

Extraordinary meetings of the Parent Council can be held as determined by the chair or on the 

request of at least three members of the Parent Council. In the case of a request, the meeting must 

be held within fourteen days of the receipt by the chair or the clerk of the requisition which must be 

signed by the members calling the meeting.  

Minutes should be reviewed and approved by the Chair before further distribution. 
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Any other business may be transacted at ordinary meetings of the Parent Council at the 

discretion of the Chair. Where the Chair decides that such matters are not to be considered, they 

will be placed on the agenda for consideration at the next ordinary meeting unless, in the meantime, 

they are withdrawn by the members raising the matters. 

The Chair, if present, will preside at all meetings of the Parent Council. In the absence of the Chair, 

the vice-chair shall preside. 

2.2 Voting Procedure (general expansion) 

Voting at meetings of the Parent Council and its committees will be decided by a simple majority of 

members present and entitled to vote, except where otherwise stated in the Constitution. 

Except where the matter of the vote relates to the appointment of a co-opted member or an 

appointment to any particular committee or office, the Chair, or in his or her absence the vice-chair, 

or in both their absences, the person presiding, will have a second or casting vote in the event of an 

evenly-split vote. 

Where the matter of the vote relates to the appointment of a co-opted member or an appointment 

to any particular committee or office, there is no casting vote and the decision is taken by drawing 

lots. 

2.3 Conflict of interest (general expansion) 

Where a Parent Council member becomes aware either before or during a Parent Council or 

Committee meeting that he/she or any person connected with him/her has (whether directly or 

indirectly) a material interest in any matter to be or being considered, he/she must declare an 

interest, withdraw from the meeting during consideration of the matter, and must not vote on any 

question relating to the matter.  

A parent or staff member, however, need not declare an interest, not withdraw, nor be prohibited 

from voting, where interest exists only by reason of his/her being a parent or staff member. Thus a 

person’s interest in the school as a parent or member of staff will not prevent participation.   

In determining whether a person is connected with a Parent Council member etc, the definition 

includes a person’s spouse/partner, children and step-children. The definition also includes a range 

of corporate bodies and other persons associated with the person or his/her spouse/partner, 

children or step-children. 

The validity of any proceedings of a Parent Council or Committee are not affected by any failure to 

comply with these provisions as outlined above. 

2.4 Access to information (general expansion) 

The public has access to Parent Council papers and meetings, including meetings of its Committees. 

However, the Parent Council is entitled to exclude from any document made available to the public 

anything relating to the following subjects:  

• A particular person employed at, formerly employed at, or who has applied to be 

employed at the school 

• A particular person who is, has been, or is likely to be, a pupil at the school 

• Any information which the Parent Council is legally obliged not to disclose 
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• Any matter which the Parent Council is satisfied should be dealt with on a 

confidential basis because of its nature 

The Parent Council should ensure that it does not publish or discuss in a public forum any 

information which is of a personal and sensitive nature to a named individual. Nor should it disclose 

information which it is legally obliged not to disclose e.g. information passed to the Parent Council 

by the Education Authority which the Authority is legally required to treat as confidential. The Parent 

Council must ensure that such information is treated confidentially. 

Whilst the Parent Council has discretion not to disclose any information on any matter which the 

Parent Council itself is satisfied should be dealt with on a confidential basis because of its nature, it is 

intended that this power will be exercised only when there are very good reasons why the public 

should not have access to the information, e.g. when the Parent Council might be discussing 

commercially sensitive information in the context of a tender for a contract or deciding whom to co-

opt to the Parent Council. 

2.5 Removal from Membership of the Parent Council (general expansion) 

The Parent Council may remove any member who they are satisfied: 

• Is unable or unfit to carry out his/her duties; or 

• Has failed, without good cause, to attend 

o Any meetings of the parent council for a continuous period of not less than 6 

months 

Or 

o 3 consecutive meetings of the parent council 

The offending Parent Council member will first be asked to resign. If he/she is unwilling to resign, the 

means by which to effect his/her removal shall be by holding an EGM. 


