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Memorandum of Understanding (MoU) 
between the 

Henderson Valley School 
Board of Trustees 

(currently represented by a Commissioner) 
and the  

Henderson Valley School 
Parent Teachers’ Association 

 

Preamble 

Part 1 of this memorandum sets out the purpose, principles and aim of the Henderson Valley School 

Parent Teachers’ Association. 

Part 2 sets out the rules by which the PTA and its Executive Committee will operate. 

Part 3 provides a description of the roles and responsibilities for those on the PTA Executive 

Committee. 

Part 4 of this memorandum sets out the relationship with the Board of Trustees. 

The role of the PTA is to encourage, grow and coordinate voluntary community support and fund-

raising for the school across the range of its curricular and co-curricular activities. 

The role of the Board of Trustees is to govern the school effectively by exercising the powers granted 

to it in statute and regulation.   

It is understood that the role of the BOT is temporarily held by a Commissioner.  In the event 

governance through a Board of Trustees is restored, the Commissioner and the PTA Executive 

Committee will jointly recommend that this memorandum be adopted as policy by that board.  
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Part 1 – Purpose, Principles and Aim 

1. Purpose 

To support the strategic and operational goals of Henderson Valley School, supporting the best 

possible outcomes for the current and future school communities. 

“Successful relationships between parents, schools and the wider community can have long-lasting 

and beneficial effects on children’s learning and overall well-being.  Successful relationships become 

partnerships when there is clear and regular two-way communication, when parents and schools 

really listen to each other and value each other’s views, and ultimately support each other in 

achieving the best outcomes for all school children.” – New Zealand Parent Teacher Association 

2. Principles 

The overarching principles developed by parents and supported by the school, intend to provide a 

foundation for all decisions made by the PTA. They are: 

• Inclusiveness – We are all in this together 

• Transparency – Policy, accounting and two-way communication 

• Future Focused – Sustainability and long-term planning 

• School Values Aligned – Including commitment to the environment 

• Purposefulness – Achieve agreed goals 

• Enjoyment – Fun for our kids 

3. Aim 

The primary aim of the PTA is to: 

• Ensure that our children receive the best education possible, supporting their physical, 

intellectual and mental health outcomes. 

• Encourage and support an active partnership among parents, teachers, community and the 

Board of Trustees. Where everyone has a voice and can discuss things openly. 

• Assist the school with activities where parent involvement is required 

• Assist the school with fundraising via social events, fundraising ventures, donations, funding 

of assets and/or services 
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Part 2 – HVS PTA Rules and Composition 

1. Name 

1.1. The name of our committee is Henderson Valley School Parent Teachers’ Association 

(HVS PTA) 

2. Executive Committee 

2.1. The Executive Committee will consist of a Chairperson, Vice Chairperson, Secretary (all 

of whom shall be parents or guardians), together with at least eight (8) General 

Members (who all have voting rights). 

2.1.1. The General Members shall comprise of a Board of Trustees representative 

and/or the school principal, one teacher (appointed at the discretion of the 

school principal) together with at least five (5) parents and/or guardians. 

2.2. The Executive Committee will be elected at each AGM (or SGM if the notified business 

includes election of the committee). 

2.3. The role of Treasurer will be filled by the school’s financial officer. 

2.4. The Executive Committee will have the power to fill any places vacant following the 

AGM, or any vacancy that arises in the Executive Committee or among its named 

officers until the next AGM. 

2.5. Elected members of the Executive Committee will retire at each AGM (or SGM if the 

notified business includes election of the committee), but will be eligible for re-election 

at the same and subsequent meetings.  

2.6. Non-voting Specialist members can be appointed to the Executive at any time as skills 

are required for the Executive. 

3. General Meetings (AGM / SGM) 

“General Meeting” (GM) refers to both Annual General Meeting (AGM) and Special General Meeting 

(SGM). 

3.1. Any parent/guardian of a student, or teacher, at Henderson Valley School, may attend 

General Meetings and be involved as a Member. 

3.2. All other interested adults may attend the meeting as an observer with speaking rights. 

3.3. A Quorum will be set at 10 members. 

3.4. At least (14) days written notification of each GM will be given to members and 

advertised to the wider community stating date, time and place. 

3.5. Full information will be provided concerning any proposed amendments to the 

constitution or any matter which is the business of a General Meeting. 

3.6. All questions will if possible be decided by consensus. Indicative votes will be a show of 

hands of those attending the meeting. However, where a consensus decision cannot be 

reached on a matter, the decision will be made by a majority vote of the Members in 

attendance. 

3.7. If voting is tied, the chairperson will have a casting vote. 

3.8. Annual General Meetings (AGM) 

3.8.1. The AGM will be held in Term 1 of each year. 

3.8.2. The AGM will carry out the following business: 
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3.8.3. Receive the minutes of the previous AGM and of any other GM held since the 

last AGM. 

3.8.4. Receive the Executive Committee’s report on the activities of the HVS PTA 

Committee over the last year and the proposed priorities and directions for the 

Committee in the current year. 

3.8.5. Receive the balance sheet and statement of income and expenditure for the 

past year and the estimate of income and expenditure for the current year. 

3.8.6. Elect the officers and other general members of the Executive Committee (see 

section 2.1). 

3.9. Special General Meetings (SGM) 

3.9.1. SGM may be called by the Executive Committee or by a written request by at 

least five (5) members and delivered to the Secretary. The meeting will be held 

within 30 days of the request date. 

3.9.2. A SGM will only consider business related to the reason for which it is called, as 

notified to the members. 

4. Ordinary Meeting 

4.1. A Quorum will be 50% of the Executive Committee. 

4.2. All Members (parents/guardians of children and teachers, at Henderson Valley School) 

and other interested parties are welcome to attend meetings. 

4.3. If a member of the Executive Committee, does not attend three (3) consecutive 

meetings without leave of absence that member may, at the discretion of the Executive 

Committee, be removed from the committee. 

4.4. All questions will if possible be decided by consensus. Indicative votes will be a show of 

hands of those attending the meeting. However, where a consensus decision cannot be 

reached on a matter, the decision will be made by a majority vote of the Executive 

Committee.  

4.5. If voting is tied, the Chairperson will have a casting vote. 

4.6. The Executive Committee will meet as required and advertise each meeting fourteen 

(14) days in advance to the wider community.  

4.7. The secretary will ensure that minutes are maintained and made available to any 

Member of the HVS PTA and which, for each meeting of the Executive Committee, 

records: 

• the names of those present; 

• all decisions which are required by the constitution or by law to be made by the 

committee. 

• any other matters discussed at the meeting. 

4.8. The Executive Committee will at all times be bound by the decisions of the Members at 

General Meetings. 

4.9. The Executive Committee will uphold this Memorandum of Understanding between the 

Board of Trustees and the HVS PTA. 
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5. Finance 

5.1. The financial year of the Committee will be from 1 January to 31 December. 

5.2. At the first Ordinary meeting following each AGM, or as deemed necessary, the 

Executive Committee will decide by resolution the following: 

• how money will be received by the organisation; 

• those who will be entitled to expend funds on behalf of the committee. 

5.3. The schools finance officer will ensure that true and fair accounts are kept of all money 

received and expended and provide monthly updates to the Executive Committee, and 

annual updates to the AGM. 

6. Income, Benefit or Advantage To Be Applied to Objects 

6.1. Any income, benefit or advantage will be applied to the objects of the HVS PTA 

Committee. 

6.2. No member of the HVS PTA Committee or any person associated with a member shall 

participate in or materially influence any decision made by the HVS PTA Committee in 

respect of any payment to or on behalf of that member or associated person of any 

income, benefit or advantage whatsoever. Any such income paid shall be reasonable 

and relative to that which would be paid in an arm’s length transaction (being the open 

market value). 

6.3. The provision and effect of this clause shall not be removed from these Committee 

Rules and shall be implied into any document replacing these rules. 

7. Alteration of these Rules 

7.1. The rules of the HVS PTA Committee may only be amended in any way by a two third 

(2/3) majority of eligible Members personally present at any General Meeting. 

7.2. The provisions and effect of this clause shall not be removed from these Committee 

Rules and shall be implied into any document replacing these Committee Rules. 

8. Winding Up 

8.1. The HVS PTA Committee may be wound up if at an Ordinary Meeting it passes a 

resolution to wind up, and the resolution is confirmed at a subsequent Special General 

Meeting called together for that purpose and is held not earlier than 30 days after the 

date which the resolution to be confirmed was passed. 

8.2. If upon the winding up or dissolution of the HVS PTA Committee there remains after the 

satisfaction of all its debts and liabilities any property whatsoever the same shall not be 

paid to the or distributed among the members of the HVS PTA Committee but shall 

remain the property of the Henderson Valley School, under the governance of the  

Board of Trustees. 
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Part 3 – Executive Committee roles 

1. Chairperson (and Vice Chairperson supports) 

The role of the chairperson is to: 

• Co-ordinate the overall running of the PTA  

• Work closely with the other committee members to ensure the PTA is run effectively 

• Liaise with the school representative/s (e.g.  to agree on a schedule/dates of events and 

discuss requests for funding) 

• Set the agenda for meetings 

• Manage meetings ensuring that everyone has an opportunity to contribute 

• Work with current PTA members to welcome and involve new members 

• Support other PTA members in the planning of specific events and activities 

• Work with the Secretary(s) to ensure that the PTA is run in line with the requirements of its 

constitution and any other relevant standards 

• Lead in the preparation of the Annual Report 

2. Secretary(s) 

The role of the secretary is to: 

• Take minutes at meetings 

• Prepare and distribute notes of meetings and other PTA correspondence (for example; 

newsletter inserts, HVS App information) 

• Communicate details of meeting dates, agendas and requests for help 

• Manage the PTA email account 

• Manage records (contacts, distributions lists) 

• Support in the preparation of marketing documents for advertising PTA led events or 

initiatives (including photocopying and other general administration tasks) 

• Liaise with relevant school staff to ensure the website and/or App is regularly updated with 

information from the PTA (including copies of letters sent home) 

• Support the Chairperson(s) to ensure that the PTA is run in line with the requirements of its 

constitution and any other relevant standards 

• Support the Chairperson(s) to prepare the Annual Report 

3. Treasurer 

(The role of treasurer will be completed by the school’s financial officer). 

The role of the treasurer is to: 

• Maintain the finances in-line with legal obligations 

• Provide reporting to the PTA on a monthly basis 

• Manage the payments and receipts 
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4. General Members (liaison responsibilities) 

The general committee members will share these roles amongst themselves. To be decided at the 

discretion of the Executive Committee. 

• Fundraising – liaison reports back on any fundraising related activities or events for targeted 

resources, in line with school identified priorities 

• In-school program volunteers’ – liaison reports back on the volunteer programs run within 

the school (e.g. reading with children, gardening support, garden to table initiative, walking 

school bus) 

• Special projects – liaison reports back on the progress on any one-off projects taken on by 

the PTA (e.g. bike track maintenance, long jump pit installation, community garden initiative) 

• Co-curricular engagement/sport support – liaison reports back on any requirements from 

volunteers involved in the running of school sports teams and co-curricular events (e.g. 

school discos, maintenance of the school bikes) 

• Community engagement – liaison reports back on the progress on any events being 

organised to support the wider school community (e.g. parent information evenings, family 

picnics, school policy reviews) 

These roles may be modified to meet the current needs of the PTA. 

5. Staff Representative 

At each PTA meeting a representative of the HVS staff will be present. The role of the staff 

representative is to: 

• Share any opinions, ideas and concerns that may be relevant to the PTA 

• Provide input on any PTA led initiatives in progress or being organised 

• Report back to school staff at staff meetings, or any other means, on anything relevant that 

has come out of the PTA meeting 

(Other HVS staff are welcome to attend all meetings as a member) 

6. Board of Trustees Representative/s 

The role of the Board of Trustees representative/s is to: 

• Share any opinions, ideas and concerns that may be relevant to the PTA 

• Provide input on any PTA led initiatives in progress or being organised 

• Report back to the Board of Trustees on anything relevant that has come out of the PTA 

meeting 

The school principal will always be one representative from the Board of Trustees. Another 

representative may be assigned at the Board of Trustees discretion. 
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Part 4 – Relationship with the Board of Trustees 

A key objective of this memorandum is to facilitate an effective and productive relationship between 

the Henderson Valley School Board of Trustees and the Parent Teacher Association. 

In pursuit of this, the parties make the following commitments - that: 

a. the PTA Executive Committee plus a minimum of one member of the BOT will be deemed a 

committee of the board (with appropriate delegations) under the terms of section 17 of the 

Education Act 1989.  Note - during the period of the commissioner the committee will be 

advisory to the commissioner.   

b. as a committee of the Board, the activities of the PTA will be reported regularly to the Board  

c. funds raised by the PTA are in the name of the school and although tagged for agreed 

purposes, will be managed through the Board’s accounts to the standards required of Crown 

Entities.  

d. details of the financial accounts will be presented to the PTA on a monthly basis for 

discussion and approval at their meetings. 

e. the PTA Executive Committee and the BOT will meet formally at least twice annually for the 

purposes of joint planning, review and discussion. 

f. they will engage in mutually respectful dialogue and to the extent practicable operate on a 

“no surprises” basis.  And  

g. they will make best efforts to resolve disagreements constructively. 
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Execution 

 

Signed  

 

 

…………………………………………………………………………. Terence Bates (Commissioner)   

 

………………………………………………………………………………(date) 

 

……………………………………………………………………………. Chairperson - Parent Teachers Association 

 

………………………………………………………………………………(date) 

 

 

 

Witnessed by  

 

 

 

………………………………………………………………………………. Janet Moyle (Principal) 

 

 

 


