Taroona Primary School Association

Meeting Tasks and Timeframes

The below meeting tasks and timeframes were agreed to on 1/9/2020.
Task Timeframe Committee Member(s)
Agenda items to Secretary Two Fridays before a meeting All
Agenda to members One week prior to a meeting Secretary
Comments on Minutes to Secretary | One week after Minutes received All

Meeting Minutes Process

Secretary prepares meeting Minutes with
a ‘DRAFT watermark

Chairperson then Principal review (and
amend) Minutes with Secretary

Secretary sends Minutes to committee
members for comment
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No/minor changes h
suggested changes
suggested
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Secretary makes any minor amendments Secretary makes any minor amendments
to the Minutes to the Minutes
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Secretary sends Minutes to website
administrator for addition to the TPSA
webpage
\_ J
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Substantial changes discussed at next

Minutes adopted at next meeting meeting and Minutes adopted (or

N d adopted after changes made)
Secretary sends adopted Minutes Secretary sends adopted Minutes
(without watermark) to website (without watermark) to website
administrator to replace the draft Minutes administrator for addition to the TPSA

on the TPSA webpage webpage




