Meadowlake Student Council 
Meeting Guidelines

Preparing for Meetings: 

1. Be aware of meeting dates and times. Meetings will occur once a month. Members will be given the dates and times for the entire year after the elections. 

2. Class representatives will inform their classes about the upcoming meeting and ask them to share any concerns, questions or topics needing to be discussed at the meeting. Representatives will take notes and prepare to share them at the meeting. (You may want to have a class suggestion box in the classroom for this.) 

3. Ask your teacher about the assignments you will miss during the meeting and make up these assignments promptly. A lowered work study grade will result in your dismissal from the council. 

4. Bring your folder and pencil to the meetings and always be on time. If you are tardy to more than 3 meetings, you will be dismissed from the council. 
5. If you are going to be absent, if possible, inform the president beforehand. Excessive absences will result in dismissal from the council. 

Attending Meetings: 

1. Come to Mrs. Johnson’s room on time and sit in your designated seat. 

2. Do not talk once meetings have been called to order by the president. Hands must be raised and you must wait to be recognized to speak. 

3. The president will call the meeting to order. 

4. The secretary will report the minutes for the previous meeting when necessary. 

5. The president will ask for the treasurer’s report on current funds and use of funds. When necessary, the treasurer will provide copies of the report to all members of the student council. 

6. If an agenda is used for the meeting: The president will give each member an agenda for the meeting and ask members to look over it and make additions if necessary (following procedures to speak). Additions to the agenda must be seconded before they are accepted as additions. (“I move that we add Career Day to the agenda.” “Second.” Or “I’ll entertain a motion to have Career Day added to the agenda.” “I move …” “Second.”) The president will proceed with the agenda, including any additional items. 

7. The secretary will take minutes (notes) during the meeting and will provide each member with a copy of the minutes to Mrs. Johnson and Dr. Smith by Friday. 
8. All decisions regarding agenda items will be made by a motion to vote that must be seconded by the vice president or another member. The vote will be taken and recorded. If a tie occurs, the president will be given a tie-breaking vote. 

9. After a motion is voted on and an action of the council is needed, the vice president will create committees of action to carry out the action. Committees will be 3 members in number, headed by an officer. The vice president will be responsible for seeing that all actions are accomplished by the committees and will report progress to the president. The president will oversee the vice president’s actions and give direction when needed. (This process will be used as needed.)
10. The president will remind the council of the next meeting date and time. The members will vote on the motion, and the secretary will include this in the minutes. 

11. The president will move to close the meeting, and the vice president or another member will second the motion. Then all members report to class. 

12. The president will present all proposed actions to the principal to receive approval before any action is set into motion. 

. 

Voting Procedures: 

1. A member recognized by the president may move to take a vote to decide on an issue. 
2. The motion must be seconded by another member of the council. 

3. The president will call for a vote and will be given the tie-breaker vote when necessary. 

4. The secretary will record votes and include results in the minutes. 

5. All issues voted on must then be approved by the principalt. The president will present the information to the principal for approval. 

Responsibilities After Meeting: 

1. Complete any committee assignments promptly and by the deadlines set by the council. 
2. Classroom representatives will schedule a time with teachers to report to their classes on the meeting. Officers will report to a second grade class when needed. Reports should be given to classes within 3 days of the meeting. (Use the notes that you took during the meeting to help you give your report.) 

3. Ask students to share concerns, questions, comments and suggestions with you. Take notes for future reference and for inclusion in the next meeting’s agenda. Remember: YOU REPRESENT THE STUDENTS AT MEADOWLAKE! 

4. Report any items needing to be on the next meeting’s agenda to the president as soon as possible. 
5. Work to set a superior example at all times. Any misconduct resulting in a lowered conduct grade will have the consequence of dismissal from the council. 
