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[insert school name] Parent Council
[insert date of meeting]
[bookmark: _GoBack][insert time of meeting]
[insert venue of meeting]

	Attendance:
· Insert Name 
· Insert Name
	Apologies:
· Insert Name

	

	ITEM 1: XXX

	Brief description of what was discussed 

	

	ITEM 2: XXX

	Brief description of what was discussed

	

	ITEM 3: XXX

	Brief description of what was discussed 

	

	Date and time of next meeting

	Insert date and time of next meeting











