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1.

Name and Composition

The PTA is an association of the parents and teachers at The British School in Tokyo. The name of
the association is “The British School in Tokyo’s Parent Teacher Association”. In this constitution,
references to the school are to The British School in Tokyo as a whole, BST Shibuya, BST Showa
and any such future school.

2.

Objectives

•
To support the school’s activities by enhancing the children’s experience of studying the
British Curriculum in Japan.
• To support the social wellbeing of the BST parent community.
• Fundraising to support objectives 1 and 2.

3.

Membership

All parents and staff of the British School in Tokyo are members.

4.

The Committee

The PTA will be managed and administered by an Executive Committee responsible to the
school. The committee will include a Chairperson, 2 Vice Chairpersons (Primary & Secondary),
a Secretary, a Treasurer, the Head Teacher (or a person nominated by the Principal), two
teacher representatives (other than the head teacher, one from BST
Primary and one from BST Secondary) and up to 14 other members as designated in the attached
Appendix. This gives 15 voting members of the PTA.
The School Principal and/or teacher representatives will attend Committee meetings as when it is
time permitting. In their absence, any issues requiring their comments and/or approval will be
communicated via BST Comms.
One person or a small committee may be elected to any specified role. Each specified
role retains only a single vote.
4.1
The role of the Chairperson is to chair committee meetings, to co-ordinate the committee to
come to the best outcome and to implement agreed strategies. The chairperson will also represent
the PTA at functions and act as spokesperson for the PTA.
4.2
The role of the Vice Chairpersons is to assume the duties of the Chairperson in the
Chairperson’s absence and to assist the Chairperson in their duties as required.
4.3
The role of the Secretary is to prepare, in conjunction with the Chairperson and Vice
Chairpersons, the agenda for the committee meetings and distribute it to committee members, to
distribute a draft agenda to the Committee for comments [one week] in advance where possible,
to prepare and distribute minutes of committee meetings,
to prepare and maintain lists of volunteers and to be responsible for correspondence, records
and supplies, to provide copy of PTA handbook, constitutions, EC job descriptions, PTA dates
etc. to new Executive Member(s)
4.4
The role of the Treasurer is to collect and, as approved in accordance with this
constitution, disburse funds, to maintain records of the collection and disbursement of funds,
to prepare accounts and to present financial reports to the committee, both quarterly or at
least after a major event e.g. post bids & Spring Fair.
4.5
The role of the Head Teacher (or a person nominated by the Principal) and Teacher
Representatives is to communicate to the committee the policy of the school towards, and the
staff’s expectations of, the PTA, to suggest ways in which the PTA can support the schools and
to inform the staff about the activities of the PTA.
4.7 The Executive Committee may appoint such sub-committees as it thinks fit. The
members of sub-committees may, but need not, be members of the Executive Committee.

5.

Committee Meetings

Committee meetings will be held once a month during term time or more frequently at the
discretion of the Chairperson. Seven members of the committee, one being the Chairperson
(or person nominated by the chairperson), another being the Head
Teacher (or a person nominated by the Principal), present at a meeting will constitute a quorum.
Except where this constitution requires otherwise, resolutions will be passed at committee
meetings by a simple majority of those present. Minutes of meetings of the committee and of all
sub-committees will be taken and copies will be distributed to all committee members. A copy of
all committee meeting agendas and minutes will be posted on the PTA secure web pages.
At the discretion of the Chair, it may be appropriate to arrange for electronic voting to be used in
order to canvas opinion of the entire Executive Committee.

6.

Committee Selections

At the beginning of each academic year, nominations will be solicited by the Chairperson for
persons to serve as members of the Executive Committee for that academic year.
The current Executive Committee will organise a meeting in October at which the
new officers will be voted in by the membership. A simple majority of those members present will
suffice. No person should serve on the Executive Committee for more than two academic years
unless putting themselves forward for the position of Chairperson. The Executive Committee itself
shall have the power to fill vacancies as they arise during any academic year.

7.

Finance and Accounts

7.1
A minimum balance of Yen 2 million will be maintained in the PTA bank account at all
times to cover any potential liabilities.
7.2
Deposit and payout vouchers must be completed before any monies may be deposited or
disbursed. Vouchers may be obtained from the treasurer. Only the treasurer (or, in the treasure’s
absence, the chairperson or another member of the committee authorised for the purpose at a
meeting of the committee) may make or accept payments in accordance with the relevant
vouchers.
7.3
Any expenditure of up to Yen 10,000 may be sanctioned by any two-committee
members (one being the chairperson or treasurer).
7.4
Any expenditure of more than Yen 10,000 but less than Yen 100,000 may be sanctioned by
the chairperson (or the treasurer) and any two other committee members.
7.5
Any expenditure of Yen 100,000 or more must be sanctioned at a meeting of the
committee with the agreement of the head teacher. The payout voucher must be signed by the
chairperson (or the treasurer), the head teacher and, if there is one, the co- ordinator concerned.
7.7 The PTA funds are to be administered using a designated bank account and a Hanko. The
account must be registered to a serving member of the PTA, preferably the Treasurer or the
Chairperson. Departing members must ensure that the appropriate documentation is completed
at the bank to afford transfer.
7.7
Since the school has overall responsibility of the PTA and is legally accountable for it, no
project involving the expenditure of general funds may be commenced without the approval of the
school, given through the head teacher.
7.8
The committee shall keep proper books of accounts with respect to all sums of money
received and expended by the PTA, the matters in respect of which, the receipt and
expenditure takes place and the assets and liabilities of the PTA. Such accounts shall be in
proper form for submission, on request, to the Japanese tax authorities.

8.

Amending the Constitution

This constitution may be amended at any committee meeting by approval by a majority of
committee members (including those not present) with the consent of the head teacher.
NUMBER OF VOTES
1 vote
1 vote
1 vote
1 vote
1 vote
2 votes
1 vote
1 vote
1 vote
2 votes

POSITION
Chair
Vice-Chair
Secretary
Treasurer
Head Teacher
Teacher Representative
Primary
Secondary
Welcome Committee
Communications Officer
Parent Education Officer
Charity Coordinators
Primary
Secondary
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