
PGPS PTA Roles and Responsibilities 
(These can be shared)
PTA Chair
Purpose of the Role
The Chair provides leadership for the PTA, helping the committee work together effectively to achieve its aims. They ensure meetings are well organised, everyone's views are heard, decisions are made fairly and the PTA operates in line with its constitution. The Chair works closely with the school and helps create a positive, inclusive environment where everyone feels able to contribute.
Main Responsibilities
· Chair PTA meetings and help set the agenda.
· Ensure meetings are welcoming, productive and everyone has an opportunity to contribute.
· Work closely with the school to maintain a strong partnership.
· Coordinate and support committee members, delegating tasks where appropriate.
· Ensure the PTA operates in accordance with its constitution and that decisions are made appropriately.
· Support volunteers and help share the workload across the committee.
· Prepare the Chair's report for the AGM.
· Act as a bank signatory.
· Hold the casting vote if a committee vote is tied.
· Review finances from the treasurer

What You'll Get in Return

· The opportunity to lead a fantastic team and make a lasting difference to the school community.
· A chance to work closely with school leaders and help shape the PTA's direction.
· The satisfaction of seeing fundraising ideas become real improvements for the children.
· The opportunity to develop leadership, communication and organisational skills while being part of a supportive and friendly team.

PTA Treasurer
Purpose of the Role
The Treasurer oversees the PTA's finances, ensuring all income and expenditure is recorded accurately and managed responsibly. They help the committee make informed financial decisions and ensure the association meets its financial and reporting responsibilities.
Main Responsibilities
· Maintain accurate and up-to-date financial records.
· Present a financial update regularly to the committee meetings.
· Manage the PTA bank account and authorise payments.
· Prepare floats and oversee cash handling procedures at events.
· Ensure good financial practices are followed when counting, banking and spending money.
· Prepare the annual accounts and Treasurer's report for the AGM.
· Complete any required Charity Commission returns (if applicable).

What You'll Get in Return

· The opportunity to play a key role in ensuring every pound raised benefits the children.
· A clear overview of how fundraising supports the school.
· The satisfaction of helping the PTA operate transparently and responsibly.
· The chance to use and develop financial and organisational skills within a supportive team.

PTA Secretary
Purpose of the Role
The Secretary helps keep the PTA organised by ensuring meetings, records and communications run smoothly. They provide an important link between the committee and the school, helping everyone stay informed and ensuring the association meets its governance responsibilities.
Main Responsibilities
· Work with the Chair to organise committee meetings and prepare agendas.
· Take accurate minutes, recording decisions, actions and attendance.
· Circulate meeting minutes and action points following meetings.
· Maintain the PTA's records and key documents.
· Update trustee details with the Charity Commission where required.
· Handle PTA correspondence.
· Keep our Facebook up to date

What You'll Get in Return
· The opportunity to play a central role in keeping the PTA running effectively.
· A chance to develop organisational, communication and administration skills.
· The satisfaction of helping turn ideas into action by keeping the committee organised.
· The opportunity to be part of a welcoming team making a positive difference for the children and wider school community.

PTA Committee member Class Parent PTA rep:
Main purpose of role
Class Representatives are the link between the PTA and the families in their child's class. They play a vital role in helping us communicate effectively, encourage participation and ensure that every class has a voice in shaping our fundraising and community events.
By working together, our Class Reps help create enjoyable experiences for our children, strengthen our school community and ensure the funds we raise are spent on projects that benefit all pupils.
What We Ask of Our Class Representatives:
· Attend around 75% of PTA meetings where possible (we hold approximately 8–9 meetings per year, with most held online).
· Act as the main communication link between the PTA and parents/carers in your child's class by sharing PTA updates and event information.
· Gather and feedback ideas, suggestions and any class views relating to PTA activities or potential spending priorities to the committee.
· Help encourage families to get involved in PTA events and fundraising throughout the year.
· Lead or co-lead two PTA events or activities each school year, with support from the wider committee.
· Recruit parent volunteers from your class to help run your class stalls at the Christmas and Summer Fairs.
· Be a positive ambassador for the PTA and help build a welcoming, inclusive community where everyone feels able to get involved.
What You'll Get in Return
· The opportunity to influence how PTA funds are spent and make a real difference to the children's school experience.
· A voice in planning events and future projects.
· The chance to meet other parents and become part of a friendly, supportive team.
· The satisfaction of helping create memorable experiences for the children and strengthening our school community.

At PGPS our PTA is a team effort. While each role has key responsibilities, no one is expected to do everything alone. We work together, support one another and share the workload to ensure volunteering is enjoyable, rewarding and manageable. Every contribution, big or small, makes a difference to our children and school community.
