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Staff Meetings 

Notice:  This resource is intended to assist schools in devising their own procedures for Staff Meetings. While every effort has been made to ensure the accuracy of the information provided, schools are advised to consult up to date circulars, recent legislation or guidelines from relevant agencies if they have specific queries regarding this topic.

Background:  

Circular 25/03

The Minister for Education and Science wishes to advise managerial authorities of primary schools of the following commitments agreed under the terms of the Social Partnership Agreement 2003-2005 Sustaining Progress and requests such authorities to make the necessary arrangements with effect from the commencement of the 2003/2004 school year.

Staff meetings

In respect of one staff meeting per term, schools will make provision to allocate from normal school time a period equivalent to the time given outside school.

(Example: A staff meeting of two hours duration which was normally held before school closing time should now take place one hour inside and one hour outside normal school closing time.)  

DES Circular 14/04 

"In respect of one staff meeting per term all schools should make provision to allocate from normal school time a period equivalent to the time given outside of school time." For example, if a school has closed for one hour 30 minutes, time, which is taken from school time, then the same amount of time, outside of school time, should be allocated.”

CPSMA Management Board Members Handbook, 2007

Process of decision-making:

 “In order to foster collaborative decision making members of staff should be willing to make constructive contributions to listen to each others viewpoints, to be prepared to be flexible and to compromise if necessary and to uphold the majority decision. Those chairing staff meetings should encourage such open and constructive discussions” Appendix 20 Positive Staff Working Relations p. 198

Questions a school may need to address:

General

· What is the purpose of staff meeting/s? Are there different purposes at different times of the year?

· Will staff meetings form part of a planning continuum for the year as a whole?

· What is the link between decisions made at these meetings and decisions already recorded in the school plan? 

· How many staff meetings should the school have during the year?

· Who will seek Board of Management approval?

· Will it be necessary to liaise with neighbouring schools’ management who may be on campus/in the vicinity re closure?

· Who needs to know about the dates of staff meetings e.g. parents, pupils, cigire, cleaning staff, lollipop person, transport personnel, others? 

· What might be the optimum period of notice that should be given? Could a calendar be circulated at the beginning of each year/each term?

· Will the time in and out of school be taken on the same day?

· Who should attend? – All staff, teachers only, substitutes, support staff, partners in education, guest speakers, other? Will this differ from meeting to meeting?

· What will staff, whose attendance is not required, do while meetings are in progress?

Agenda

· Who will compile the agenda? How will staff members contribute items for inclusion on the agenda? Will items not addressed at the previous meeting be included on this agenda? Will there be a progress report on actions taken since the previous meeting?

· Will teaching and learning issues be allocated most of the available time / be among the items on the agenda?

· Will items on the agenda be classified “for information”; “for discussion”; “for decision”; “for review” etc? 

· What happens if too many items are submitted for inclusion on the agenda for a particular meeting? Who will prioritise?

· How will items be timed?

· What will happen to those items that do not get attention at a particular meeting?

· What advance preparation will various participants need to do prior to staff meeting?

· What documentation will be circulated prior to the meeting, by whom and how long in advance?

Running the Meeting 

· Who will chair meetings? Can this duty be rotated among those who are willing and able to do it?

· Who will act as recording secretary? Can this duty be rotated among those who are willing and able to do it?

· What format will the meeting take? Will this vary according to topic(s)? e.g. will staff/others be grouped by class / topic etc? 

· If staff work in groups, are there mechanisms in place to ensure that decisions are recorded and reported back, that people are clear about their remit, that they remain focused on the task in hand…?

· How will decisions be arrived at? e.g. consensus, majority decision….

· What will happen where decisions cannot be reached? Is additional time, information, expertise, consideration required? Might it be better to refer issue to a small group for further research and report back to a subsequent meeting?

· Are there resource implications arising from decisions made - personnel, time, finance, staff development, other…?

· What will be recorded; discussion or decisions only?

· When will decisions be circulated and to whom?

· Are there implications for others arising from decisions reached at staff meetings? e.g. parents, Board of Management, associated schools… Who will consult with these others where necessary?

· Will the minutes of the meetings summarise the decisions reached, the actions to be carried out, by whom and by when?

Follow up

· When will minutes be circulated e.g. immediately afterwards, at a mid point between meetings, before the next meeting? 

· Where will formal minutes be stored? Who has access to such minutes?

· Who will monitor the follow through on decisions reached,  actions to be taken etc? 
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