Minutes of Meeting

Date: 16 September 2026
Time: 18:30
Meeting: PTA Members Meeting
Members Present: 
Giselle Avenier 
Amy Clark  
Colleen Davidson (Dept Chair) 
Kate Faith (Secretary) 
Rachel Goldie 
Karina Skovgaard (Chair) 

Apologies: Caroline McElney, Wendy Odedina, Becca Martin, Cara Begley and Adele L’Etang.

1. Introduction

The Chair opened the meeting, welcomed those present and noted that the purpose of the meeting was to plan for the upcoming Halloween disco.

2. Finances

i. The Members discussed PTA finances, noting that since the previous meeting on 1st September, there had been no requests for funding, no outgoing payments and no payments received.

ii. Kate advised that the cost of letting Milngavie Town Hall for the Spring Ceilidh was £320.85 and that payment would be due shortly on receipt of an invoice from East Dunbartonshire Council. 

3. Membership, Roles and Responsibilities

i. It was agreed by the Committee that some additional members were needed to ensure the smooth functioning of the PTA’s activities. Giselle shared an example of a recruitment  flyer she had prepared. The flyer was approved and it was agreed that it would be issued to parents by via the EduSpot app on week commencing 21 September. Karina agreed to arrange for this with the school, and to enquire whether they can issue a paper ‘note of interest’ form to be completed by any parents with an interest in joining the PTA or helping with events. 

ii. Giselle agreed to continue to manage the PTA Helpers Whatsapp group for future events. 

iii. The Members noted that Cara Begley had left the PTA. The members reflected on Cara’s immense contribution to the PTA and the Committee undertook to send a note of thanks.

iv. The Chair confirmed that Amy has agreed to take on a new role managing the tuck shop and collection of vouchers/prizes for events. 

v. Karina confirmed that the role of Treasurer would now be filled by Peter Dean.

vi. It was agreed that communications role would be split across the Committee as follows:

· Chair to manage the PTA email inbox.
· Dept Chair to manage social media posts.
· Secretary to manage newsletters.

vii. Karina highlighted that the outgoing Committee had provided a helpful breakdown of their past roles, and suggested that roles and responsibilities for the new Committee should be reviewed and assigned. Kate volunteered to take on management of insurance policies and applications for licensing. 

4. Upcoming Dates/Events

i. The Members noted the upcoming AGM of the Parent Council, and Karina, Colleen, and Kate all confirmed they would be in attendance. Giselle also confirmed attendance and agreed to lead the PTA section of the AGM. 

ii. The Members noted arrangements had been made with the school and with Cara for the18th September to transfer PTA equipment from Cara’s garage (where it had been stored during the school decant) to the school basement (the ‘Dunny’). 

iii. The Members discussed a proposed calendar of meetings and planning dates. The following dates for future meetings were agreed:

· Wednesday 4 November 2026 18:30: planning meeting for Christmas Fair
· 27 January 2027 18:30: planning meeting for the Spring Ceilidh
· 5 May 2027 18.30: planning meeting for the Summer Disco

5. Halloween Disco

i. The Members discussed arrangements for the Halloween Disco.

ii. It was agreed that timings for the disco would be as follows:

· Infant Disco: 18:00 to 19:15.
· Junior Disco: 19:30 to 20:45.

iii. The communication process was noted as:

· Issue flyer and Microsoft Forms link (together in the same message) via EduSpot on the week commencing 5th October;
· Send a reminder approximately ten days later (via Whatsapp Groups);
· Send a general reminder regarding payment in the week of the disco (via Whatsapp Groups).

It was agreed that Microsoft Forms link should close at 22:00 on the relevant Thursday evening before the disco.

iv. The Members agreed the following activities would form part of the disco:

· Disco dancing 
· Games (x3) (pumpkin bowling, ‘spin the wheel’ and witches’ hat toss)
· Photo screen
· Tattoo station
· Science activity
· Tuck shop
· Mini-toy shop
· Colouring-in table

v. The following actions are required in the lead up to the event:

	Action
	Responsibility
	Timescale

	Confirm early access with Douglas Academy
	Kate
	Urgent – informs flyering and ticketing

	Produce flyer
	Colleen
	Prior to 5th October

	Set up Microsoft Forms
	Colleen
	Prior to 5th October

	Contact School re: issue of flyer and MS forms link 
	Karina 
	w/c 5th October

	Send reminder of disco via Whatsapp Groups
	All
	w/c 19 October

	Send reminder of payment details via Whatsapp Groups
	All
	28th/29th October

	Stock take of Halloween items in Dunny 
	Karina/Kate
	Urgent – information informs Temu order

	Ordering decorations/mini-toys/game prizes/any other items on Temu
	Rachel
	Urgent – Temu is slow delivery

	Seek games handover from Becca
	Karina
	At least 1 week before disco

	Confirm attendees from teaching staff
	Karina 
	At least 1 week before disco

	Confirm with members and helpers who will cover each activity including door monitor, toilet monitor, dance floor monitor, science activity, tattoos and first aider
	Karina/Colleen/Kate/Giselle
	At least 1 week before disco

	Confirm availability of Grant as DJ and audio equipment from Duncan
	Giselle
	Urgent 

	Purchasing tuck

	Becca/Amy
	Any time before disco

	[Obtaining vouchers]
	[Amy]
	Any time before disco

	Purchasing water and juice

	Karina 
	Any time before disco

	Print colouring-in sheets
	Kate
	Any time before disco

	Ordering floats from the bank
	Rachel
	Any time before disco

	Printing list of attendees and emergency contacts
	Unassigned
	Day of disco


6. Close
The Chair concluded the meeting. The next meeting is scheduled for 4th November at 18.30.






