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Financial Management Program for Principals
https://oneportal.deta.qld.gov.au/Services/Finance/ForSchools/principalsfinancemodule/Yourschool/Pages/PCs.aspx

P&C Model Constitution: http://www.pandcsald.com.au/pc-resources/essential-documents/pc-model-constitution/
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manual/
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Financial and Performance Management Standard 2009
http://www.legislation.gld.gov.au/LEGISLTN/CURRENT/F/FinAccPManSt09.pdf
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Introduction

Joiningthe P&C Associationis agreat way to keep informed, to contribute to the quality education of your children

and to make new friends. Your contribution can be as large or small as
you can manage, butyour ongoing support of the P&C Associationiis
invaluable.

Notonly will you be supporting the school community butyou will be
supported by the school community. You can learn new skills, and gain
a clear understanding of how the school operates. Thisis agreat
opportunity to share in the school’s decision-making process and
shape the future.

If you are part of your P&C’s executiveteam at yourschool, itis

importantto be familiarwith the role you have taken on. There is a lot of informatio n and assistance available, but
you must know where to look. Sometimes this can be difficult. This booklet aims to give you guidance that will allow
youto performyourrolein an informed way and to quickly find the information and support you will need. This
guide will give you an expanded viewof yourrole. This bookletisaresource tool to be used to enhance the P&C
operations within the school community.

The major elements of aschool communityinclude:-

The P&C Associationand Members

The School Principal

The School Staff

The Students

The Parents (including caregivers, guardians, grandparents etc.)
The widerlocal community

Local businesses and organisations

» Thework youdo isappreciated, needed and fundamental to the development
of a successful school community.

» EnjoyeverystepofyourP&Cjourneyand
Take the time to celebrate yoursuccesses.

» Valueeveryone’s contribution!
Say “No” if you need to!

Meet new people and have some fun!



How can P&Cs Qld help your P&C Association?

P&Cs Qld offers a personalised information service and support to all affiliated P&C Associations, Principals and DETE
employees. We provideinformation of interest to P&C Associations, schools and parents via newsletters:

e A comprehensive and informative website (www.pandcsqld.com.au ) with an extensive range of resources and

information, including fact sheets, essential documents, insurance information and
forms, as well as news and upcoming events. You will find alot of useful information on
the website especially onthe following pages.

Help page
FAQs

Fact Sheets
Manuals
Guides
Members Area - individual P&C page with login, workspace and storage capacity. From this area the P&C
can use a calendar specifictothem, adocument storage space, access P&Cs Qld calendars, announcements
webinars and other resources.
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e Freecallnumber1800 218 228 and email addresses (enquiries@pandcsgld.com.au ) for those seeking specific
information

e Facebook page and Twitter

e MemberP&C Associations are given theirown login and workspace through the P&Cs Qld web site. From this
area the P&C can use a calendarspecificto their Association, adocument storage space, access P&Cs Qld
calendars, announcements and other resources.

e ParentTalk (printed magazine) issued quarterly and is also available on our website at:
http://www.pandcsgld.com.au/pc-resources/publications/parent-talk/

e P&C—e P&CsQldelectronicnewsletter- emailed out monthly. You will need to subscribe through the website.

Webinars

P&Cs Qld provides members with anumber of webinars throughoutthe year on topics such
as Executive Roles and AGM Preparation. Members (P&C Executives) are able toregister for
live webinars orreviewrecorded webinars through the Members’ Area of the P&Cs Qld
website at their convenience.

Members Area

P&Cs Qld is proud to offerour members a collaborative resource for communication and storage foryour P&C and is
accessed throughthe P&Cs Qld website.

Affiliated P&Cs are given access tothe Members’ Area of the P&Cs Qld website
(SharePoint). P&Cs can upload theirown P&C documents such as the constitution,
student protection risk management strategy or volunteer policy. (Keepingall
documentsinone place will help with succession planning.) They can also access key
documents and news from P&Cs Qld, view a calendar thatincludes local skillingand
networking events and update executive member contact details.

We strongly encourage you to familiarise yourselfwith the site’s key features.

P&C Mailing Groups — (Provided by the school)
To assist P&Cs Qld to communicate with theirmembersall schools are allocated three P&C mailing groups:

e P&C: pandc@schoolname.eq.edu.au
e P&C President: pandcpresident@schoolname.eq.edu.au
e P&C Secretary: pandcsecretary@schoolname.eg.edu.au
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The Managed Internet Service (MIS) administratorin each school is responsible for updating the se email accounts at
the start of each school year and wheneverthere isachange inthe P&C Executive. If you are having trouble
accessingthe addresses please contact your school Principal.

P&Cs Qld Areas

Volunteer Area Co-ordinators in 11 geographical zones throughout Queensland offer networking and skilling
opportunities for P&C members. Each Area Coordinator offers asupportrole to P&Cs by providing information and
individual assistance, supportand guidance, dealing withissues and procedures relevant to P&C operations. They
provide P&Cs with the toolsto performtheirroles effectively. Listings for Areamembers can be found at:
http://www.pandcsgld.com.au/area/

What is a P&C Association?

A Parents and Citizens’ Association (P&C) is agroup of community minded people, parents and citizens, who take on
amore formal role to assist the school in providing:

e feedbackonschool policies and activities
e additional resourcesto be usedto enhance studentlearning
e parentswith opportunitiestobeinvolvedintheirchild’s education.

Research has shown that parentinvolvementinachild’s education makes a significant contribution to the child’s
success at school

P&C Associations: A vital link within the school community

The P&C Association provides avital service to the school community. The valuable role the P&C plays within the
school community and the role and of its Executive and members should not be understated. We encourage you to
be an active P&C memberand member of the school community by understandingthe role of the P&C Association,
and the information provided in this guide and the other previously mentioned documents. The P&Cshouldbe a
genuine partnerinthe school’s life, working as one with the school and the wider community to achieve the best
possible outcomesforall students of the school.

P&C Associations have two mandatory documents to follow, The P&C Constitution and the Accounting Manual for
P&C Associations both provided by The Department of Education, Trainingand Employment. This support guide is
provided by P&Cs Qld as an additional tool. The P&Cis a statutory body established underthe Education (General
Provisions) Act 2006 to provide the necessary link between the parents, caregivers, community member’s school and
students.

The principal is the site managerand the Minister’s representative. The P&CAssociation isthere to work with the
principal and the school community in a productive partnership to achieve the best possible outcomes for students
of the institution. The principal will ask the P&C Association to endorse various documents during the course of the
year. It isnot the role of the P&C to interfere in the daily running of the school, whichis the role of the principal. The
principal’s supervisoris the DETE Assistant Regional Director.

This guide has been compiled by P&Cs Qld to assist school communities and P&C Association Executive committees
to manage theiractivities efficiently and within current legislative requirements. Along with the information
providedinthis guide, the P&CAssociation should keep a copy of their current approved constitution, the
Accounting Manual, Operating Guidelines for subcommittees and policies the P&C may have adopted fortheirown
school situation. This then makes one handy reference guide forthe P&C Executive and can be passed on from one
executivetothe next.

P&Cs Qld hopes this guide will reaffirm the things your P&Cis doing well and help with areas where your P &C may
need assistance. This guide is designed to be a living document. Information provided may change and for this
reason we willinclude links to documents that will be updated when necessary, thus providing you with the most up
to date materials availableatany giventime.


http://www.pandcsqld.com.au/area/

Queensland P&C Associations and other stakeholders

Roles and Responsibilities School Councils

P&Cs Qld
e Supportandadvice

e Resources
e Representation

Don’tgive:
e Industrial advice

® Finance Advice

Principal
e  Minister’s Representative

P&C Associations
e  Promote interests and
development of the school e School Management
e SchoolStaffing

e  Facility Management

e  Build relationships

e  Give advice and feedback

when requested e StudentManagement

e  P&C BusinessOperations e Behaviour Management

e  P&C Staffingand Employment e  Fundraising — (Limited
student council, book club

and registered charities)

e  Fundraising

e  Grantapplications

e Decisions made by majority
vote of members present

® Finaldecisiononschool

managementissues

Goal

Enhancing Educational
Outcomes

All Parties
Consultation

Feedback
Resources

Legislation

e Policy

° Resources
P&C Constitution
e SOA-PreferredSupplier

. Reporting

e Resourcing Arrangements around

e  Facility Management (with

sporting
agreement of the Principal) equipment,uniforms and
butcan’tsign hire food

agreements.
g Advice to Regions




Roles and Responsibilities

P&C Associations

P&CsQld

Principal

DETE

All Parties

Work with the principal
and the school
community ina
productive partnership
to achievethe best
possible outcomes for
students of the
institution. P&C
provides:
e feedback on school
policies and activities
e additional resources
to be used to
enhance student
learning
e parents with
opportunities to be
involvedin their

child’s education

Supports and
advocates for P&Cs to
achievequality
educational outcomes
in Queensland State
Schools.

Acts as the Minister’s

representative within the

P&C to:

e guide the P&C within
your school community

e provideleadershipto
the P&C Executives
andensure
accountability
processes areinplace
and are followed

e advise,assistand
mentor the volunteers
holding officeto be
successful inthe
performance of their

roles

Regional Office

e Supports principalsin
meeting their
legislative
requirements and
provision of leadership
to P&Cs.

Central Office

e Assistsregionsand
state schoolsin
fulfilling their legal
requirements
regarding P&Cs
through policyand
resources
development.

To Achieve our
goal all
stakeholders are
required to
consultand
feedback

P&C Operations

P&C Executive
& Members
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Parent Engagement

“When parents are involved in their children’s education at home, they do betterin school. And when parents are
involvedinschool, children go fartherin school and the schools theygoto are better” (Henderson & Beria, 1994).
International and Australian research continually shows correlations between parent/family engagementin

children’s education and schooling.

Indicators such as:

e Improvedschool readiness

e Higherretentionand graduationrates

e Enhanced cognitive developmentand academicachievement

e Highermotivationand greaterability to self-regulate behaviour
e Bettersocial and relationship skills

Parentand community engagementis embedded within Australia’sand Queensland’s education policies.

“Parents, carers and families are the firstand mostimportantinfluence inachild’s life, instilling the attitudes and
valuesthatwill supportyoung peopleto participate in schooling and contribute to broaderlocal and global
communities.

Partnerships between students, parents, carers and families, the broader community, business, schools and other
education and training providers bring mutual benefits and maximise student engagement and achievement.
Partnerships engender supportforthe development and wellbeing of young people and theirfamilies and can
provide opportunities foryoung Australians to connect with their communities, participateinciviclife and developa
sense of responsible citizenship.”

A strong and positive relationship between the Principal, and the P&Cisveryimportant. A strong relationshipis
essential and the value of this cannot be underestimated. The success of the P&Cis dependent on the relationship
that you build together. Involving parents and promoting a positive feelingamongst the community asawhole
inevitably leadsto a positive school image. Itisimportant that the P&C to connect with their school communityin
orderto be effective representing the school community andin the decisions that they make.

Parent and community engagement framework

http://education.qgld.gov.au/schools/parent-community-engagement-framework/index.html

Parentsandthe broader community play avital role in supporting successful learning outcomesforourchildren. This
frameworkis about schools engaging with parents and communities to work together to maximisestudentlearning
outcomes. The research tells us that the most meaningful partnerships are those where schools, parents, students
and the community work togetherto focus on studentlearning. Parent and community engagement thatis
effectively focused on studentlearning can deliver powerful outcomes.

This Parentand Community Engagement Framework identifies what schools can do to strengthenlearning outcomes
for students —through effective partnerships between principals, teachers, students, parents and the community. It
sends a call to action to our schoolsto focus on parentand community engagement as akey part of supporting
studentlearning. Many of our schools have already developed effective strategies to engage with parents and
community, however with the overwhelming evidence that parent engagement has a positive effect on student
achievement, all state schools are encouraged to strengthen their approaches in this area.
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P&C Associations should lead the school community to:-

e BuildRelationships

e Consultwithschool community

e Have honestdiscussions

e Engage and promote the P&C at every opportunity
e Look beyondthe school gates

P&C Associations take on avariety of roles and each P&C Association is different. However, the basicoperations are
the same. P&C Associations are Statutory Bodies established underthe Education (General Provisions) Act 2006.
They are governed by The Department of Education, Trainingand Employment. P&Cs Qld is a peak advisory body
that supports State School P&C Associationsintheiractivities. P&Cs Qld works closely with partner organisations and
the Department of Education, Trainingand Employment to achieve the best possible outcomes and support for P&C
Associations.

School Communities

The role of the Principal in the P&C

The primary function of the Principal inthe P&Cisto provide leadership and accountability and ensuretheirlocal
P&C isoperating effectively and complying with relevant P&Clegislation and regulations.

The role of the P&C within the school community

" The P&C should be a genuine partnerinthe school’s life, working as one with the
L‘&: ", schooland the widercommunity toachieve the best possible outcomes forall
= R students of the school.

*‘) , The role of the school, students, staff and parents

Supporting each otheristhe best way to provide a quality education for every
studentwithinthe school.

Building relationships

The P&C Association should be seen as apartnerin the school. Itis there to support the school. Working togetheras
one cohesive unitwillenable the best possible outcomes to be achieved for the students of the school. Developing
strong working relationships will enable the principal toaddress anyissuesasthey arise. The P&C-school partnership
should be built on trust, respect and shared values. It should be an open, two-way relationship with the parents,
school staff and Principal all working together to achieve the best outcomes for students. However, boundaries
withinthe roles should be clearatall times. There will be times when identified issues should not be dealtwithina
P&C forum. These issues should be tactfully redirected to the school to be dealt with.

e Develop relationships. Whatyou putin, you will get back.

e Valueandsupportall volunteers.

e  Work with yourschool community.

e Communicate effectively.

e  Encourage feedback.

e  Provide active leadership.

e Createvariousopportunitiesforyour community to contribute to the school community.

e TheP&Cisjustoneforum.

School Support

The P&C Association should take every opportunity to promote the interests and development of the school.
The P&C should work hand in hand with the school to provide asupportive environment for students of the school.
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Governance & Operation

‘Corporate Governance’ isaterm usedto describe the wayin which associations conduct their business,
understandingall theirlegal, financialand ethical obligations. As an executive officer of a P&C Associationitis
important that you understand your role and responsibilities in the governance of the P&C Associ ation.

Thisincludes:

e beingaware of the legislative framework that sets out and defines the powers of the Association

e understandingthe processes and accountabilities that must be followed when exercising powers of the
Association

e havingsupporting documentation and a papertrail to supportany decisions made by the Association.

Officerbearers of aP&C Association are, like theirequivalentsin otherlegal structures, placed inafiduciary
relationship, a position of trust within the Association and have a fiduciary obligation to act honestly and in the best
interests of those they represent.

Functions of the P&C Association (from the P&C Model Constitution Section 3)

e To fostercommunityinterestin educational matters.

e To encourage closer cooperation between the parents of students attending the school, other members of the
community, staff and students of the school.

e To provide advice and recommendations to the principal of the school, when asked, onissuesand concernsin
respect of students and the general operation and management of the school.

e To provide orassistin the provision of financial or otherresources orservices forthe benefit of students of the
school.

e To performanyotherfunctions, notinconsistent with the Act, as the Minister may decide.

All executive committee members of the association are all responsible for ensuring that the association fulfilsits
legislative requirements. The procedures and processes outlined in this manual will assist P&C Associations to
achieve compliance with the applicable Acts, Regulations and policies.

Fiduciary obligation

High Court definition: ‘The duty to act with fidelity and trust to one anotherand to act in good faith for the benefit of
others’.

In practical terms this means:

e actinghonestly

e actingin the bestinterests of the personstowhom the fiduciary dutyis owed

e avoidingconflicts of interests between fiduciary and personal duties

e accountingforany benefitorgainreceived arising from the fiduciary relationship

Practical methods can the P&C adopt to ensure governance conditions are met?

e Ensurefinancial reportingisaccurate and correct processes are adopted

e Readlegal documents-do not justsignthem

e Neversignblankcheques

e Ensurechequeshave asupportinginvoice, accountand meeting resolution

e Ensure you have good communication with other executive members

e Do notengageindiscussions where you may have afinancial or personal interest
e Do not promote secret meetings; be open, transparent and accountable

e Always have two or more personsoversee the collection of cash

e Ensure accurate recording of minutes with motions noted in full
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e Ensure P&C actionsare inline with the P&C Constitution’s objectives and functions

e Ensureyour P&Cabides by your governinglegislative requirements, i.e. your P&C Constitution, Accounting
Manual, Education Act/regulations, etc.

e Ensurethorough and effective handover practices

e Askquestions, seekinformation and understandingtoincrease your knowledge base

e Use thereference materialasa base on which to establish the financial processes of your P&C.

Itisvital for the P&C andthe School Principal to have agood working relationship. This will enablethe P&Cand the
School to provide the best possible outcomes forthe students of the school. Itisimportant for the P&C to be aware
of the role of theirrole within the school community.

The Principal is the officer accountable forthe school and, as such, isresponsibleforall activities and actionsin
relationtothe school. The Principal isthe Minister’s representative at the school and has a responsibility to ensure
that the P&C is following correct process.

The P&C may provide advice and supportin strategic, operationaland financial mattersto the school Principal. P&C
and the school should develop a productive relationship and use Global Budgeting as a tool to achieve the best
possible outcomes for students. In mostinstances within the P&C Constitution the authority of the Chief Executiveis
delegated to the school Principal.

Legislation

P&C Associations are statutory bodies established underthe Education (General Provisions) Act 2006. They are
governed by that Act, the Education (General Provisions) Regulation 2006 and are subjectto certain requirements
underotherlegislation, including the Financial Administration and Audit Act 1977 and the Statutory Bodies Financial
Arrangements Act 1982.

The requirements of various legislation that may impact on P&Cs is provided forinthe P&C constitution and the
Accounting Manualfor P&Cs produced by Education Qld to assist P&C Associations observe their legislative
responsibilities. Note that notall legislative requirements are dealt withinthese documents —e.g. industrial
relations, WHS, food hygiene standards etc. As an executive member, you need to be aware of the legislation that
governs P&C Associations.

These are:

e Education (General Provisions) Act 2006

e Education (General Provisions) Regulations 2006

e Statutory Bodies Financial Arrangements Act 1982

e StatutoryBodiesFinancial Arrangements Regulation 1997

The Education (General Provisions) Act 2006 can be viewed at:
Education (General Provisions) Act 2006

The regulations can be viewed at: Education (General Provisions) Regulation 2006

Statutory body and incorporation
(Section 19.1 P&C Constitution and P&Cs Qld Incorporation Fact Sheet)

P&C Associations are statutory bodies established and governed by the Education (General Provisions) Act 2006. P&C
Associations are NOTINCORPORATED. They are specifically excluded fromincorporating by the Associations
Incorporation Act 1981. Thisis because the P&C Associationis governed by the Education (General Provisions) Act
2006 and the Education (General Provisions) Regulations 2006. Nobody can be catered for under more than one Act
of Parliament. Therefore, P&C Associations are not governed by the Associations Incorporation Act 1981.
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NOTES:

e ltisimportantto make sure your auditorisaware of thisdistinction.

e  Whenapplyingforgrants, the P&C Association can use the school as the sponsor. Where the form asks if your
Associationisincorporated, there isasectionfor “otherAct of Parliament”.

Please see P&Cs Qld fact sheet (P&C Constitution Section 19.1) “Are P&Cs Incorporated” at:
http://www.pandcsgld.com.au/pc-resources/fact-sheets/

P&C Model Constitution

The P&C constitution sets out the way the P&C Association will operate. The Constitutionis provided to P&C
Associations by the Department of Education, Employment, and Training (DETE) and is drawn from the Education
(General Provisions) Act 2006.

The school principal is responsible forapproving the P&C Constitution and forwarding details of the approval to DETE
Regional Office. Amendments to the P&C constitution must be approved by the relevant Regional Director.

Each P&C Associationis required to adopt the current version of the model constitution wheneveranew versionis
released by DETE. Thisisthena unique constitution set uptosuityour individual P&C Association. The P&C
Association and the Principal should keep copies of the documentand make itavailable to the P&CExecutive and
anyone who hasan interestinit. Thisdocumentis not stored anywhere otherthan atyour school site.

The P&C Model Constitution has been developed in line with the Education(General Provisions) Act 2006 and the
Education (General Provisions) Regulations 2006 and MUST be followed.

The Constitution details:

e Functionand Powers of the Associations

e theobjectivesandfunctions of the Association

e thegeneral andfinancial powersand authority of the Association

e Deductable Gift Recipient (DGR) school building funds

e membership, eligibility, application, refusal, register, fees, resignation, removal of amemberand honorary life
membership

e Officersand Eligibility to hold office, Vacancies, Election Notifications of Officers, Executive committee, Authority
of the Executive in Matters of Urgency

e thefunction of subcommitteesinrelationtothe Association

e Financial Interest

e Removal of members and officers of the Association

e MeetingsandVoting, meetings, Minutes, AGM, General Meetings, Special Meetings,

e Finance, financial year, Accounting for P&C Associations, Responsibilities, General Matters, banking, borrowing
and investing, subcommittee funds, mandatory insurance

e Audit, appointment of an auditor, Annual audit, handing over of accounts to successors

e Nodistributionto members

e Records

e Adoption ofthe Constitution

e Amendmentstothe constitution

e Dissolution

e Definitions

e Membershiptemplate

Your P&C should use this document to guide both operations and processes and in conjunction with the Accounting
Manual for P&C Associations. Each school P&C Association holds their own individualised copy of their P&C
Constitution. A copy should also be held by the school Principal. Itis not updated annually. When changes are made
to the P&C Model constitution P&C Associations will be asked to adopt the new version attheir AGM or at a special
meeting held forthe purpose of adoptingthe new P&C Constitution.
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Mandatory Insurance

Section 19.10 of the P&C Constitution “The Association must purchase and maintain the insurance coverrequired by
the Director- General by notice published fromtime to time in the gazette”. P&C Associations must hold public
liability insurance and volunteer personal accident insurance.

P&Cs Qld offers acomprehensive coverthat has been negotiated on behalfof P&CQld members. P&CsQld
membershipandinsurance isacombined product offered by P&Cs Qld P&Ceach yearin March. The policy s tailored
to the specificrequirements of a P&C Association. Please refertothe P&Cs Qld website for furtherinformation.

http://www.pandcsgld.com.au/pc-resources/insurance/

P&C Tax Concession Charity (TCC) Status

All P&C Associations should be registered with the Australian Commission for Not for Profits (ACNC) P&Cs have Tax
Concession Charity (TCC) status with the ATO. This status allows P&C Associations to apply for grants and to establish
a Deductible Gift Register (DGR).The only DGR Fund a P&C Association can establishisaSchool Building Fund. P&C
Associations must registertheir DGR fund with the ATO.

The ATO site has more information on DGRs and TCC status. P&Cs can establisha DGR “School Building Fund”. Any
donations made to this fund are tax deductible forthe donor. However, P&C cannot have any othertype of DGR and
donationstothe P&C are not tax deductible.

The Accounting Manual for P&C Associations will provide more information. Income Tax Concession Charity status
was formally known as ITEC Income Tax Charity Concession. P&C Associations cannot have a Library Fund DGR,
howeverschools can.

P&C Executive - Roles and responsibilities

Now that | have been elected to the P&C Executive, what do I need to know about?

Documents

The following three documents are essential to the success of your P&C and its operations. They contain all the
information and resources thatyou and your P&C will need. They are available on P&Cs Qld and DETE websites.
e Parents & Citizens Model Constitution: http://www.pandcsqld.com.au/pc-resources/essential-documents/pc-
model-constitution/
e Accounting Manualfor P&C Associations: http://education.gld.gov.au/finance/procedure/pandc/

The Constitution (Section 13) provides forthe election of the following officers from the members of the Association:

e aPresident

e atleastoneVicePresident

e aSecretary

e aTreasurer

e such additional officers as may be determined by the Association.

There can only be one President within the association.

P&C Members

People canbecome P&C members by completinga membership application form and attending ageneral meeting to
submitthe application. However at the AGM people can submita membership application form without being
present atthe meeting orthey canattendthe AGM and submittheirform. People who wish to joinasubcommittee
must be members of the P&C Association. Membershipis renewable each yearatthe AGM.
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P&C members can greatly assist the chairperson by being attentive to the issues being
discussed, putting their point of view clearly during debate and providing direction to the
meeting through the careful wording of motions. Members that wish to raise anissue should
do soina respectful and informed manor.

Every memberof the P&C should be familiar with the P&C constitution and the financial and
legal responsibilities of the P&C Association.

Exceptin matters of urgency, P&C members make all decisions (including those recommended ?
by subcommittees) and directthe actions to be taken, at a duly constituted meeting of the
P&C.

School staff as members and/or executive officers of the Association

School staff are eligible to become members of the Association, but thereis alimitto the number of staff members
that can be on the P&C Executive (no more than one-third of the total number of members of the executive
committee). School staff members are defined as those staff who are not parents of a child attending the school
(P&C Constitution, section 13.1.2). If the staff person has a child at the school they are considered to be a parent.

President

The Constitution provides that the president:
e shall hold office inan honorary capacity
e shall preside atevery meeting of the Association in which she/heis present

e aschairperson, shall have adeliberate vote and a casting vote
e CANNOThold the office of treasurer

e shall beasignatory on P&C accounts.

The Education (General Provisions) Act 2006 provides that the president is the only officerempowered to sign any
agreement for and on behalf of the Association upon resolution of the Association to enter into such an agreement

The president should:

e provideleadership

e actas arepresentative of the P&C

e ensuretimeisused effectively

e ensuredecisionsare made andfollowed up

e overseesaccountability of the Association

e ensure everyonehasasay

e manage dominant personalities

e fostergood communication betweenthe P&C, school and community

e encourage participation

e conduct meetingsinan efficientand timely mannersothat all membersfeelvalued
e befamiliarwiththe rules, operationsand meeting procedures of the P&C.

It is the president’s responsibility:

e toensurethatmembersare aware of the contents of the Minutes of the previous meeting.

e to obtain confirmation of the Minutesand to sign the Minutes book.

e toannounce businessinaccordance withthe agenda.

e togivefirmrulingsandguidance tothe meeting.

e toassistthediscussionbyguidingdebatealongrelevantlines.

e togiveallmembersthe opportunity tospeak butalsoto confine speakers to the matters underdiscussion.
e to putto the vote motionsand amendments and to announce the resultto determine points of order.

e to provide explanationstothose in doubtabout procedure orthe subject matter underdiscussion.
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to introduce guest speakersand to arrange for movers of votes of thanks.
to ensure that priority items on the agenda are dealt with accordingly.
to establish the next meeting date and time and to close the meeting.

NOTE: From 1 January 2012, if the P&C operates an outside school hours care (OSHC) service, the President will
have additional responsibilities and may have personal legal obligations regarding the operation of the OSHC
service. Referto the section on OSHC for more information.

Delegation of duties

If the P&C President has declared a conflict of interest, he/she can step aside and withdraw from discussions;
however, if that conflict of interestisinregard toan employmentissuesorin the case of an Outside School Hours
Care (OSHC) issue he/sheisthe responsible officer and cannot step aside. The President is the officer accountable in
allemploymentand OSHCrelated issuesand this duty cannot be delegated. Wherea P&C President will be away
from the position foran extendedtime, the Vice President would step up into the position of President and be the
officeraccountable during this time.

President’s checklist

Monthly general meetings

ASANENENENENEN

Financial documents presented

Accounts reconciled with bank statement and countersigned
Sign and date the bank reconciliation and bank statement
Reports presented for each subcommittee account

Ensure all payments are approved for payment

Trading statements produced and examined, if applicable
Monitorbudget performance.

As chair at meetings, the President should ensure that:
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New membersand guests are welcomed and introduced to others

A quorum of membersis present

The meeting startson time

The Chair remainsimpartial and polite

The minutes of the previous meeting are signed

A reporton executiveactions between meetingsis presented forratification

Motions and amendments are clearly put to the vote and the results announced

The meetingisdeclared open and closed and the time announced foreach

Actionistakenin accordance with the direction of the meeting

An agendais prepared forthe meeting. The officers may meet priorto the meetingto discuss the agendabut
decisions should be made only on matters of urgency.

Develop and maintain aclose working relationship with the principal and the school community
Make sure that any contentiousissueis placed on notice and advertised

Meeting Tips

AN N N N NN

Have an agendaand stickto it

Have a start and finish time and keep meetings to time

Must have at least three meetings persemester, butregular monthly meetings are recommended
Make sure everyone has achance to express their point of view

Table reportsfrom all subcommittees at every meeting

Ensure accountability and financial reporting

Celebrate success

Value/recognise volunteers (including yourselves)

Have fun!
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Annual meetings:

v
v
v

ASANENENRN

Annual financial documentsin correct format and completed

All P&Caccounts combined forannual financial documents including all subcommittee’s accounts.

Review the need forrespective subcommittees. If asubcommittee is reconfirmed, then review account limits on
theiroperational plan and ask forendorsement of the subcommittee recommendations to be appointed office
bearers.

Ensure a copy of the approved audited annual financial statements are sent to DETE Regional Office

Ensure P&C Transmission Reportand P&C executive details are sent to Regional Office

Ensure Student Protection Risk Management strategy is endorsed

Plana schedule of proposed meeting dates for the year

If the P&C Association operates an outside school hours care facility, ensure that all executive membe rs hold or
apply forBlue Cards

At all times:
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Ensure controls for handling cash are used

Ensure records are kept up-to-date

Maintain security of accountable forms

Watch for and declare any conflicts of interest.

Monitor that payments are approved forappropriate purposes

Ensure all accountingis open and that the atmosphere at meetings accepts questioning of accounts as normal
rather than critical

Ensure that P&C members are aware of the requirements of the Constitution and Accounting Manual

Secretary

The secretary should:

maintain attendance records and a register of members including ex-officio and life members
assistthe presidentin preparinganagendaforeach meeting

collate agenda papers foreach meeting (including subcommittee reports)

prepare and present minutes of P&Cand officers’ meetings at each general meeting

record and deal with correspondence in/out as directed by the P&C

generally organise, record and maintaininformation pertaining to the activities of the P&C
have custody of P&C Association documents.

Tips for the secretary

Agenda

v
v
v
v

Minutes

v
v

v

Prepare inadvance usingthe formatinthe P&C Constitution.
Consult with President, Treasurerand other report givers.
Identify any business that needs to be addressed.

Provide copies of the agendatothe meeting.

Provide copies of the minutestothose presentatthe meeting

Record a summary of the main points of discussion as dot points. They do
not needto be word forword.

Do not name individualsinvolvedinthe discussion

Identify items that require action fromthe correspondence list

19



Correspondence

v" Checkthe mailbox regularly

v Have a summary listforthe meeting

v"Inwards: sort out the junk mail from items needing action or which should be brought to the attention of the
meeting

v' Outward: letters authorised by the last meeting

v" Provide DETE Regional Office with New Executives Contact Form and the Annual Audited Statements.

Record keeping

Maintain an up-to-date copy of the Constitution.

Maintain up-to-date membership records.

Keep a record of continuing motions that affect the way the P&C does business.
Record who moved and who seconded the motion and the outcome of the motion.
Record discussion briefly if no decision was made (dot points).
Otherfilese.g.fete, list of materials needed forfunctions.

AN NI NI N NN

Order of business (taken from new constitution)

The order of business ata general meeting of the Associationis as follows:

a) apologies

b) confirmation of the minutes of the previous general meeting

c) businessarisingfromthe minutes of the previous general meeting

d) correspondence received since the previous general meeting-inward and
outward

e) businessarisingfromthe correspondence

f) table Executive Committee’s decisions (if any)

g) treasurer’sreportandfinancial statement, and any business arising from Treasurer’s report and financial
statement

h) subcommittee reports and financial statements, and any business arising from subcommittee reports and
financial statements

i) otherreports

j)  motionson notice

k) general business

I) applicationsfor membership and recording of new members.

NOTE: From 1 January 2012, if the P&Coperates an outside school hours care (OSHC) service, the Secretary may
have additional responsibilities and also may have personal legal obligations regarding the operation of the OSHC
service. Referto the section on OSHC in this booklet for more information.

Vice-President

(Formore information, see the Operations Manual for P&C Associations 2011, section 1, page 6)

The Vice-President should:

e considerthis positionasthe president’s understudy
e provide supportand assistance to the president
e becomefamiliarwith P&Coperations, rules and meeting procedures.

Therole of the vice-presidentisto provide essential support forthe president and possiblyother members of the
team, i.e. assistingthe secretary orthe treasurerin some of theirtasks.

The vice-president will chair those meetings from which the Presidentis absentand carry out any duties that have
beendelegated by the president. The vice president canalso act as chair for any subcommittees established by the
Association.
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A vice-president can look on the role as a means of gainingan understanding of the various executive roles. A vice-
president should become familiar with the operation of the Association. This position might also providean
opportunity fora particularjob that can vary between schoolcommunities, e.g. publicity officer, education officer
etc. This role, although not always seen as so, is one of the most importantrolesinthe executive. Itis essential to
look beyond the role and try to ensure you are able to help the executive take the P&C Association into the
community and promote the successes of the school.

NOTE: From 1 January 2012, if the P&C operates an outside school hours care (OSHC) service, the Vice-President
may have additional responsibilities and may have personal legal obligations regarding the operation of the OSHC
service. Referto the section on OSHC for more information.

Treasurer

The treasurer has the overall responsibility for the financial management of the P&C, including all subcommittee
accounts. The Accounting Manual for P&C Associations will provide guidance and examples to assistthe treasurerin
his/herrole. (For more information, see the Accounting Manual for P&C Associations (p13, 14 & 15.)

Treasurers must:

e complywiththe Accounting Manual for P&C Associations

e prepare an annual budgetforthe P&C

e supplyafinancial statementat each meeting

e make all cheque books, deposit books and receipt books together with books of account, available to the auditor

e prepare annual statements, which must be audited and a copy forwarded to your DETE Regional Office.

e [tisthe treasurer’sresponsibility to keep accurate accounts of receipts and expenditure, however all executives
have a responsibility to ensure that the P&C Association is operating openly within the policy and legislation
providedtothem by DETE.

The Treasurershould:

e beinvolvedinthe preparation of the school budget where possible

e promptly bankall moniesreceivedinthe appropriate account

e keepthe cashbook up-to-date

e pay all accounts promptly when authorised by ameeting

e issuereceiptsforall moniesreceived

e makesureall chequesare correctlyfilled outand signed by the appropriate people ( cheque butts should be
filled outin detail asthey are a record of payments made)

e protecthimself/herself by payingall accounts by cheque or EFT and cross all cheques ‘not negotiable’. The best
way to issue a cheque forcash isto ‘uncross’ it by writing ‘please pay cash’ on the face with the two signing
officerssigningitasecondtime underthose words. Cash cheques should only be used for petty cash.

e Make sure that the secretaryis givena copy of the signed statements prepared foreach meeting, to be inserted
inthe minutes book

e givea copy of the audited financial statements to the secretary afterthe AGM and a second copy to the
principal.

e Keepanaccountable formsregister

e Ensure any excessfundsinasub-committeeaccountare transferred to the P&C General Account.

e Ensure accountingisopenand transparent. Welcome questions

e MonitorWages

e Discussand address anyissues raised by the auditor

e Reportsare countersigned

e Ensureall accounts are current and reconciled

21



When you are firstappointed:

obtain the records from the previous treasurer

monitor subcommittees books and ensure that they are following the Accounting Manual

develop an accountable forms register which lists the number of cheque books (with cheque numbers), order
books and receiptbooks in existence

have signatories for cheque account operation changed at the bank

beginrecordingthe transactions of the P&Cas they occur duringthe month.

Practical advice for treasurers

v
v

v

The formal duties of a treasurerare setout in your P&C Association’s Constitution.

There is no uniform system of record-keeping set down. You choose the method best suited to your
Association’s needs. Any method chosen must fit with the compliance issues set outinthe Accounting Manual
forP&C Associations.

The treasureris firstinthe line to keep an eye on anything to do with the Association’s finances. This does not
necessarily mean thatthe treasureractually handles the cash, orkeeps details of all accounts personally. Some
duties can be delegated to others

P&C cannot use credit cards

Treasurer’s checklist

Regular checks:
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Is a schedule of payments presented forapproval to each meeting?

Is a statement of receipts and payments presented to each meeting?

Is the bank reconciliation checked by an executive member otherthan the treasurer before each meeting?
Are all payments supported by invoices/receipts/dockets?

Do ‘Goods Received’ and ‘Paid’ stamps/markings appearon all paid invoices?

Are photocopies of invoices used to support payments stamped/marked ‘not previously paid’?
Are discounts taken advantage of at all times?

Have all taxation payments, if required, been made?

Is the bank statement cited and signed when the bank reconciliation is checked?

Is the bank reconciliation checked against the cashbook?

Is the bank reconciliation and bank statement signed and dated by the P&C President?

Do all subcommittees present afinancial report to each monthly P&C meeting?

Are receipts and payments monitored againstabudget?

Are all financial reports and bank reconciliations pasted in the minute book?

Are all cheques made outto a person, notto cash?

Notify your Principal if you believe there has been aninstance of theft orfraud.

Annual checks:
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All the accounts for the P&C and its subcommittees have been collected and taken to the auditor with ample
time to prepare audited financial statement for the AGM.

Copiesof minutes of the P&Cforwarded to the auditor with the accounts.

Check the auditor has a copy of the Accounting Manualfor P&C Associations.

Audited financial statements presented to the P&Cforendorsement at the AGM.

Ensure that the P&C financial statements are audited underthe correct Act: Education (General Provisions) Act
2006

Copy of the audited financial statements provided to the secretary to be forwarded to the DETE Regional Office
with transmission report completed and certification signed.

NOTE: From 1 January 2012, if the P&C operates an outside school hours care (OSHC) service, the Treasurer may
have additional responsibilities and also may have personal legal obligations regarding the operation of the OSHC
service. Referto the section on OSHC for more information.



P&Cs Qld Representative

Therole of the P&Cs Qld representative can be importantasa link between P&Cs Qld and your P&C. This isan
optional role thatis often held by the P&C President. The delegate/s should be endorsed by the P&C and must be
minuted at a duly constituted P&C meeting. Information sharingis the pivotal role of the P & Cs Qld representative
and mayinclude:

o keepingyourselfinformed on all currentand new developmentsin educationin general. P&Cs Qld Area
Coordinatorsinyourarea will be happy to assist, or you can telephone the P&Cs Qld State Office. Thereisalist
of Area Coordinators onthe P&Cs Qld website;

e askingthe secretaryto provide you with a copy of all P&Cs Qld mail;

e summarisingandreportingonall P&Cs Qld correspondence, e.g. Parent Talk magazine, P&Cs-e newsletter and
flyers;

e assistingyour P&Cto fill out questionnaires sent by P&Cs Qld;

e attending areameetings when possible;

e sharinginformation gained at conferences,forumsand meetings; and

e making contact with otherrepresentatives inyourareawhere possible.

The P&Cs Qld representative should:

e provide feedbackto members and the executive at meetings;

e befamiliarwiththe rulesand meeting procedures to assist officersin theirduties;

e provide feedback fromthe Associationto P&Cs Qld onissues thatare of concern to the P&Cand things that are
workingwell. Itis always good to hear good news stories!

e workcooperatively withthe P&Cexecutive.

The P&Cs Qld Representative is not part of the P&C Executive.

Role of the Principal

The role of the Principal is to guide the P&C Association within the school community. They should provide
leadership tothe P&CExecutives and ensure accountability processes are in place and are followed. They actas the
Minister’s representative within the P&C Association. This means that itis a responsibility of the principal toensure
that the P&C fulfils theirlegislative responsibilities. They should advise, assistand mentorthe volunteers holding
office to be successful in the performance of theirroles.

Principals can have a valuable role in:

e Bridgingthe gap thatoccurs when Executive members of the P&Cchange.
e Providingguidance and skilling to Executive members.

e Thisguide, the P&C Model Constitution, and the Accounting manual for P&C Associations provide information
on the roles and expectations of the Executive officers and the role of the Principal as part of the P&C
Association.

Some important points to note include:

e The Principalisan ex officio member of the P&C Association and must act as the Minister’s representativeon
this statutory body.

e The Principal isautomatically amember of the P&Che/sheis not required to complete an annual membership
form.

e [tisthe responsibility of the Principalto ensure that the Association fulfilsits legislative responsibilities and
accountabilities.

e Principalsshould monitor P&Creporting practices to ensure compliance with the Department’s reporting
requirements.

e The Principal isresponsible forthe good orderand management of the school. As site manager, itis protocol for
the P&C executiveto ensure the principal isaware of any special guests or speakers who may be attendinga
P&C.


http://www.pandcsqld.com.au/pc-resources/essential-documents/pc-model-constitution/

e ThePrincipaliseligible tovote, move and second motions and speak for oragainst motions at a P&C meeting
like any other member present.

e ThePrincipalisincludedinthe quorumand like any other memberis obligated to take direction from the Chair
and should speak through the Chair during discussions.

e Underthe Education (General Provisions) Act 2006 the Principal is NOT permitted to hold any office of the P&C
Association OR any of its subcommittees.

e The Principal cannot be a signatory to any P&C or subcommittee accounts. Only officers of the Association orits
nominated subcommittees are authorised underlegislation to be signatories for P&Caccounts.

e Principals cannot spend P&C funds. The Principal should have a ‘wish list’ and work with the P&Cusing a global
budget processto achieve the best outcomes for students of the school. Any money held by the Association
must be appliedfirstly in paying the expenses lawfully incurred by the Association, and secondly, in achieving the
objectives of the Association (P&C Accounting Manual Pg 20). The P&C members vote to allocate fundingto
projectsthat they feel will be of benefitto the whole school community. The Principal can guide them by
providing relevantinformation forthe P&Cto make informed decisions.

When a Principal and P&C work togetherto achieve the same goals:

e The school community acts as one inthe interests of the students; and

e P&C planningand budgeting complements the efforts of the school staff to enhance the education of students
withinthe school.

Principal’s reports

The principal isrequired to provide regularreports tothe P&Con school activities and include school financial
statements as regulated by the Financial and Performance Management Standard 2009, a whole-of-government
standard. Under the Department’s policy and Queensland legislation (Financial and Performance Management
Standard 2009) the Principal isrequiredto provide monthly reports to the P&Con school activities as well as school
financial statements - including abalance sheet summary and at least the summary page of the budgetoverview
report. Reports shouldinclude:

e theachievementsthathave occurred withinthe school;
e pointsofinterest/upcomingevents;and
e thefinancial position of the school, includingabudget overview reportand balance sheet summary.

One of the constituted functions of the P&C, if asked by the Principal, isto give advice and recommendations to the
Principal about issues relating to the persons who receive instruction at the educational institution and the general
operation and management of the school. The Principal has a responsibility to consult with and at times seek the
endorsement fromthe P&C Association on matters to do with the operation and management of the school.

P&C Meetings

P&C Associations must meetat least three times per semester. Meetings shouldfollowaregularschedule determined
by the Association. (P&C Constitution Section 17.4.1).

Matters of urgency
Executives of the P&C can only act on matters of urgency, must minute theirdecision/actions and have those

minutes tabled and ratified at the next general meeting of the P&C (P&C Constitution Section 13.3).

P&C Association Operations

Officers

Refertothe P&C Constitution, the Quick Guide for P&C Executives and the Accounting Manual for more
information.

e Use the P&C Constitution and the Accounting Manual for P&C Associations toinformyourole.
e Officers mustbe members of the Association.
e Officersare elected by members atthe AGM or when a position becomes vacant.
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e TheActincludesaprovisionthatlimitsthe number of relevant staff members of a school who may be members
of the Executive committee of the Association. Relevant staff members are defined as being those staff who are
not parents of a child attendingthe school. There can only be one-third of the total number of members of the
executivecommittee who are school staff (i.e. staffthat have no students attending the school).

e School staff (e.g. teachers) are able to be an officer of the Association underthe above clause in the constitution
(Section 13.1.21), howeverthere are some restrictions.

e Officersholdthe positioninanhonorary capacity.

e Thetreasurercannot hold any other position, but they can be treasurer of a subcommittee.

e ThePresident, Secretary orVice President cannot hold the position of Treasurer.

e Anyvacant positions are filled at the next general meeting.

Meetings

P&C must meet at least three times persemester, althoughitis recommended that the P&C Association meet
Monthly. Meetings should follow aregular schedule determined by the Association atthe AGM (e.g. third
Wednesday of the month).

Good meeting processes

Follow the Agenda:

e announce businessinaccordance withthe agenda;

e ensurethatpriorityitemson the agendaare dealt with accordingly; and

e keeptotime.

e OpenCommunicationopen:

e Engage all membersof the association and encourage them to contribute to the discussions;
e Communicate effectively;

e Ensuretimeisusedeffectively and efficiently;

e Ensure decisionsare made and enacted;

e Ensure where possiblethateveryoneisable asay;

e Keepthe meetingflowingwell;

e Value everyone’s contributions;

e Manage dominant personalities;

e Fostergood communication betweenthe P&C, the school and the school community;
e Shouldbe familiarwith the rules, operations and meeting procedures of the P&C.

Remember, thisisapublicmeetingand should be conductedin a professional manner by a professional Association.
P&Cs are requiredtofollow a code of conduct as listed on the membership formtemplatein your P&Cconstitution.

Refertothe P&C Constitution for more detailed information. Agendatemplateforvarious meetingsislisted the P&C
Constitution.

Tips

e The Chair keepsthe meetingontrack and recognizes speakers.

e Motions mustbe moved, seconded and avote taken to determineif the motionis successful orunsuccessful.
Thisoutcome should be recorded in the minutes.

e Secretarytakesthe minutesof the meeting.

e Reportsare tabledandincludedinthe minutes of the meeting.

e The Chair should not move or second motions from the chair. If they wish to move or second a motion they
should step out of the chairuntil the motionisdecided. After having conducted a quick election of acting Chair,
the original Chaircan speak duringthe debate.

e No-Confidence motion... This motion could arise where there are concerns relatingto the leadership and
decisions making of an officer. If moved and seconded the motion should be debated and a vote taken. If the
first motionis successful, thenthere should be asecond motion asking for the person toresign their position.
Howeverthereisnorequirementforthe persontostand down. If they did notvol unteerto stand down the P&C
would needtofollow Section 16 of the Constitution.
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The AGM must be held within 3months of the end of the P&C financial year (December) and the P&C Secretary
must provide at least fourteen days notice of when and where the meetingisto be held. The date for the AGM is
determined atthe last general meeting of the financial year. Audited financial reports must be tabled beforethe
election of officers can be conducted.

Special Meetings are held fora specific purpose and only those items listed in the notice of meeting can be
discussed atthat meeting. The P&C Secretary must give seven days’ notice personally or by post to each member of
the Association or by notice inthe school newsletterand/orlocal newspaper, of the intentionto hold aspecial
meeting, stating the date, time, placeand itemsto be discussed. However, aresolution passed at aspecial meetingis
not invalid merely becausea member of the Association did not receive notice of the meeting.

General meetings are usually held monthly on the same day of the month (ie 3rd Tuesday) and generally in the same
location and at the same time. This date, time and locationisincluded inthe AGMgeneral business section and
approved forthe upcomingyear. Any variation to this meeting date/venue due to school holidays, publicholidays or
otherreason must be advised to the school community. Underthe Education (General Provisions) Regulations 2006,
The P&C will hold asufficient number of general meetings in which to undertake the functions and business of the
Association provided that the number of such meeting willbe noless than three meetings per semester.

Executive meetings do notrequire notice to the school community. Executive officers meetings are held in matters
of urgency only where the issue needs to be addressed before the next P&C meeting orto ensure the requirements
of the P&C Association are met. The Executive officers should make every effortto advise every member of the
executiveand arrange a time to meetthat suits the majority of Executive officers. Votingis done by a majority vote
of Executive members. All decisions made by the executive will be tabled at the next General meeting of the
Association.

Executives may choose to meet foran informal executive meeting before general meetings to planthe meetingand
discuss any upcomingissues. They can choose toinclude the Principal in these meetings.

Matters of urgency

P&C can only make decisions outside of a P&C General Meetingin a matter of urgency, asdefinedinthe P&C
Constitution and the Accounting Manual for P&C Associations. Decisions are made by a majority vote. (P&C
Constitution Section 13.3)

Vote of no Confidence

P&C members are able to put forward a motion of no confidence in one or all of the P&C Executive Members. If
successful itwould be followed by a motion forthe executive officer/s toresign. Thereis norequirement forthe
officertoresignifthey donot wish to. If the P&C wants to remove the officer/s they would need to follow section 16
of the P&C Constitution.

P&C Membership

General Meeting: Membershipisthe lastitem on the agendaso people seeking membership must attend the
meeting that they submittheirmembership form and providing new membership is accepted the membership will
be effective form the next general meeting of the Association.

AGM - Membershipisapplied fororrenewed atthe AGM and new membershipis called. Unlike ageneral meeting
people are able to submita form without being present at the meeting. Itisimportantthat membership forms are
circulated to subcommittee members so that they are able to submita membershipform atthe AGM.

Subcommittee — Members mustrenew or apply for membership at the AGM or attend a P&C General Meetingto
become members of the subcommittee appointed by the Association. Only members of the Association can be
members of a subcommittee.
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Individual Parent Concerns raised at meetings

Parents with concerns regardingindividual students should be encouraged to contact the Principal ata time outside
of the P&C meeting. AP&C Association meetingis notthe appropriate forumforindividual student concerns. If there
isa whole school impactthenthe broaderwhole school issue can be addressed atthe P&Cmeeting. P&Ccannot
interfere with the operation of the school. Thisis the responsibility of the Principal.

Resignations / vacating of officer positions

A membermay resign from the Association at any time by giving notice in writing to the Secretary of the Association.
The President gives his/hersigned resignation to aVice-President, Secretary or Treasurer. Other officers give their
signed resignation to the President.

Althoughthe letter of resignationis tabled at the next general meeting, the position becomes vacant from the date
stated on the letter. Nominations are taken tofill the position as business arising from the correspondence. The
Association may fill any vacant office at a general meeting of the Association. That person will hold office until the
next AGM.

Thisrule applies, also, if a position becomes vacant due to death of an officer oran officeris absentfromthree (3)
consecutive meetings of the Association, of which the memberhas been given notice, without the Association’s
leave and without reasonable excuse. (P&C Constitution Section12.2)

Annual Operations Plan (AOP)

The P&C, workingin consultation with subcommittees and the school community, will develop the AOP and budget
afteridentification of income, expenditure, special purpose funds, etc. Fromthis, the working capital of the
subcommittee can be clearly identified.

Reporting
(Accounting Manual for P&C Associations page 36)

P&C Executives are required to report to the members of the Association at monthly meetings. Thesereports should
include:

e Cashbook;

e A bankReconciliation (with original bank statement) as at the end of the previous calendar month;

e Alistofreceiptsand paymentsforthe previous calendarmonth forendorsement;

e Atradingstatementshowingyear—to —date figuresforeach tradingactivity (required every threemonths buta
monthlyreport is preferable); and

¢ Monitoring of the budget position.

Annual Reporting

(P&C Constitution Section 20)

P&C Associations are required to undertake an annual auditand report each year, regardless of transaction levels, to
the members of the Association atthe AGM that must be held by 31 March each year. They are alsorequiredto
submittheir Annual Financial Statements to the Regional Director by 31 May each year. P&C auditrequirements are
listedinthe Accounting Manual for P&C Associations

e [tisimportantthat the P&C auditorisaware that P&C Associations are governed by the Education (General
Provisions) Act 2006 and NOT the Associations Incorporation Act 1981.

e Accountabilityand reportingdocuments can be found on the following link: P&C Accounting Manual
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Financial year

P&C Associations are required under the Education (General Provisions) Act 2006 to have a January to December
financial year. (P&C Constitution Section 19.2)

P&C Records

P&C records should (where possible) be kept on the school site. Some legislation requires that the P&C keep certain
documents onsite (e.g. staff files). Ideally, they should have aroom with access to a computerand the Internet.
There should be a filing cabinet for storage. Tea and coffee facilities for volunteersis always abonus. Guidelines for
the use of thisroom should be displayed clearly within the room.

e P&Crecordsshouldbe keptonthe school site. Only essential documents should be taken home with an
Executive member and they should be returned as soon as possible.

e P&Crecordsare veryimportanttothe history of the school. Keepingthem onsite in one place makesthem
easily accessible.

e Industrial relations legislation requires that staff files are kept on site. These should include tax file numbers,
letters of appointment, emergency contact details, medical information etcand should be keptina secure
location.

Subcommittees
(Refertothe P&C Constitution Section 14, Subcommittees & the Accounting Manualfor P&C Associations, page 46)

The P&C Association, as an organisation, may establish subcommittees for purposesit considers appropriate to the
objectives and functionsforthe Association, including subcommittees for special purposes such as a tuckshop or
swim club etc. Any subcommittee must follow the P&C Constitution and the Accounting Manual for P&C
Associations. They operateunderthe general supervision of the P&C Association and can only act within the scope
of authority given tothem by the Association.

Funds raised by any subcommittee in excess of working capital should be passed back to the P&C General Accountto
meetthe aimsand objectives of the Association. Targeted funds can be keptto fund a specific purpose.

A subcommitteeis NOT an autonomous body, but rathera group working within the P&C framework, established to
assist with the effective function of the P&Cin specificareas and answerable to the Associationin all respects.
Subcommittees can make decisions that they have been authorised to make however, all spending of funds needs to
be approved by the P&C Association.

Best Practice

Itis best practice to have Operating Guidelines in place for all subcommittees. These guidelines will outline how the
authority given to the subcommittee and the reporting requirements. Templates are available by calling P&Cs Qld
State Office.

Types of subcommittees operated by P&C Associations mayinclude and are not limited to:

e Tuckshop;

e fete/fundraising;

e uniformshop;

e school buildingfund;

e outside school hourscare;
e musicsupporters; and

e swimmingclub.
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Some subcommittees are formed to oversee aP&Cbusiness e.g. Swim Club, OSHC, Bookshop, Tuckshop etc. Only
school based activities can be included as a subcommittee of the P&Cas it does not fit within the functions and
powers of the P&C Association. (Example: A playgroup- This falls outside of the functions of the school and the P&C
Association. There is aseparate peak body set up to support this activity).

The P&C Constitution, which reflects the legislation, contains details of the establishment and operation of
subcommittees including membership, management of funds and reporting requirements. Subcommittees must
follow any directions and resolutions of the P& C Association to the subcommittee.

The president of the Associationisthe only one with the title of ‘President’. Asubcommittee has a chairperson, nota
president.

The executive committee of the Association and the officers of the subcommittee should de velop aset of operating
guidelinesthat clearly outlinethe processes and procedures to be used by the subcommittee and how they will
interact with the Association. These operating guidelines must be approved by the Association before they are
enacted and reviewed atthe AGM in accordance with the constitution.

Membership of a subcommittee

(Constitution Section 14.4).

The Association appoints a Chair, Secretary and if funds are to be expended by the subcommittee, aTreasurer.
Members are also appointed by the Association. Members of the subcommittee may meetto recommend
appointmentsto these positions and any such recommendationis subject to the approval of the Association before
it takes effect.

Itisimportant for members of asubcommittee to attend the AGM or submit their Membership forms to the AGM so
that they are then able to be members of the subcommittee. If they do not submittheirmembership formstothe
AGM theywould be required to attend ageneral meetingto submit theirmembership form and be appointedasa
member of the subcommittee. Only members of the Association, who have been appointed to the subcommittee
have votingrights.

Subcommittees should meet before the AGM of the P&C Association and bring forward their recommendation for
the positions of Chair, Secretary and Treasurer of the subcommittee to the AGM forappointment by the Association.
The agenda of the AGM of the P&C Association includes ‘confirmation of continuing subcommittees of the
Association’ (including appointment of members of subcommittees) which provides anideal opportunity forthe P&C
Association to review and reaffirm the purpose and structure of its subcommittees and appoint / reappoint the
membership of its subcommittees

Membership of the subcommittee is determined by the P&C at the time the subcommittee is established and when
itstenureisreviewed ateach AGM in accordance with the agenda within the constitution. The number of members
can be as small asthree.

Officers of a subcommittee

e Must be membersofthe P&C;

e Cannotbe paidemployees of the P&C;

e Must be appointed by the P&C;

e Must ensure thattheyreportto the P&CAssociation meetings;

e Can beP&C executivemembers;

e MUST have a Treasurerif expending funds (this can be the treasurer of the Association);
e Cannumberas few asthree (beingthe officer positions); and

e TheTreasurer’s position cannot be held by the Secretary or the President.
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Subcommittee Funds
(Section 19.9 P&C Constitution)

A subcommitteeis bound by the same accounting requirements as the P&C Association andis obliged to comply
with the Accounting Manualfor P&Cs. The Executive of the subcommittee should work closely with the P&C
Executive to ensure compliance with the Accounting Manual, the P&C Constitution, Legislation and DETE Policy.

All executive officers are responsible for the accountability of the association and its subcommittees.

The only people who are able to sign cheques and operate a bank account are officers of the Association and in this
instance that would be the chairperson, secretary and treasurer of the subcommitteewho were appointed by the
Association. All spending must be approved ata P&C Meeting.

The subcommittee treasurer must presentacomplete set of monthly financial documents (including original bank
statements) to each P&Cgeneral meeting. The P&Ctreasurer mustensure the reportis completed accurately and
should check the bank reconciliation report against the original bank statement.

To ensure thatthe P&Cis accountable, the president must check that the subcommittee officers are carrying out the
correct processes and procedures. The actual financial reports are the re sponsibility of the P&Ctreasurer; the
presidentisresponsible formakingsure the reportingis complete and countersigned.

Subcommittees that operate theirown bank accountand set of books, must forward their books tothe P&C
Treasurerinample time to be included inthe P&C Audit. The subcommittee must have the same financial year-end
as the P&C, 31 Decemberand use the same auditorand have the audit at the same time as the P&C Association
Audit. There mustbe a consolidated report prepared by the auditor on the financial position of the P&C Association
as awhole.

Anyfundsraised by a subcommittee established by an association, are the association’s funds and under the
association’s control.” Any funds raised by a subcommittee are the P&C’s funds and under the P&C’s control. Part 6
section 46 of the Education (General Provisions) Regulation 2006 stipulates: ‘(7)

Subcommittees may identify specific projects and target funding for those projects. Funds raised by asubcommittee
can be designatedtoaparticularpurpose by resolution of the P&C. If this projectisa longterm projectitis
importantforthe P&C Executive to provide thisinformation to anincoming executive at the AGM.

The subcommittee must use the same bankand auditoras the P&C Association.

Operating Guidelines for Subcommittees

Itis best practice for both the subcommitteeand the P&Cto have ‘operating guidelines’in place betweenthe P&C
Association and the Subcommittee. Operating guidelines remove any confusion relating to way a subcommittee
operates and whatauthority they have. The guidelines can be quite broad but should detail how the subcommittee
will be accountable forthe funds underits control. All reporting requirements should be noted in the operating
guidelines. Any changestothe operating guidelines should be prepared intime foradoption at the AGM.

As part of the operating guidelines, an annual operation plan (AOP) and budget should be developed foreach
subcommittee. The guidelines should include but are not limited to:

e processesand procedures;

e reportingexpectations;

e expectedincome;

e plannedexpenditure (including any long-term projects);
e workingcapital;

e special purpose funds;

e processforthe returnof surplusfunds;and

There are a number of templates available to P&Cs.

30



Matters of urgency

Exceptina matterof urgency as approved by a majority of the executive committee, expenditure may not be
incurred without the priorapproval of the Association. (Accounting Manual for P&C Associations page 30). This
means that all payments (unless urgent) would need to come to a P&C meetingforapproval beforethe funds can be
expended.

Executives of the P&Ccan only act on matters of urgency to make decisions outside of ameeting of the Association
and must minute their decisions and table any decisions made atthe next general meeting of the P&C. If an issue
needsto be actioned priorto the nextgeneral meeting, the subcommittee chairshould seek advice fromthe P&C
Executive.

Reporting

Subcommittee reports are presented at every general meeting of the P&C. Reports should be in the form of the draft
minutes of the subcommittee meeting(s) conducted between P&C meetings. The subcommittee provides
information on theirfinancial position, activities, current needs and future developments/plans. All decisions of the
subcommittee mustbe tabled ata P&C meeting.

Note: The subcommitteeis notalegal entity and therefore itdoes nothold an AGM.

Subcommittee tenure

Subcommittee tenure is at the discretion of the P&C Association. Some subcommittees will continuefromyearto
year, others will be shortterm. The P&C Association must confirm continuing subcommittees atthe AGM. It is best
to look at all subcommittees ahead of the AGM to determine the need for the various subcommittees.

Working Groups

A Working group of the P&C isa lessformal group with no financial responsibilities. They would usually be putin
place for a specifictask and would report regularly to the P&C Association meetings. They must follow the P&C
Constitution and the direction of the P&C Association. They are usually in place forashort termonly.

In Summary each subcommittee should:

IDENTIFY income and expenditure levels, any special purpose funds
DETERMINE  aworking capital
TRANSFER any surplusfundsto P&C

CONSULT with the association subcommittee members

DEVELOP guidelines with the P&C Association

DOCUMENT  processes

REVIEW subcommittees each yearat the AGM

ENDORSE ongoing subcommittees (remember some subcommittees will be shortterm and others

forlongerperiods of time.)

The subcommittee executive orthe appointed members of the subcommittee can bring forward any
recommendations oractions to the P&C Association meeting for discussion and endorsement.

Student Protection Risk Management Strategy

h.
Thisdocument has been compiled by the DETE and P&Cs Qld to assist P&C Associations to /:.\ /:
comply with the legislative requirements of the Commission for Children and Young @
People and Child Guardian Act 2000, the Commission for Children and Young Peopleand

Child Guardian Regulation 2001, and the Commission for Children and Young People

Amendment Regulation (No. 1) 2006.
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The Strategy outlines the requirements and expectations of volunteers and P&C employees with regard to the
protection of students from harm or the risk of harm as members of a State school community. P&CAssociations are
requiredtoreview itannually to ensure complianceand awareness of the strategy. Furtherinformation and the
Strategy document and User’s Guide are located on the P&C Qld and DETE websites

Workplace Health and Safety

P&C Associations are required to provide both volunteers and staff with trainingin Workplace, Health and Safety.
Your P&C should have atraining programin place and should ensure thatall volunteers and staff are appropriately
trained. Itis a goodideato develop apolicy to outline the workplace health and safety requirements within P&C
operations. Example: Use of tuckshop equipment and fire blanketsin the tuckshop. Talk to your Principal or school
work place health and safety officerfor more information on what your policy should contain.

On 1January 2012, the new Work Health and Safety Act 2011 (‘the Act’) commenced. The Act changesthe
workplace health and safety laws which operate in Queensland. P&C associations need to be aware of how the Act
willimpact ontheir organisation, particularly inrelationtowho has obligations underthe Actand how to discharge
those obligations. Primarily, the new Act appliesto aperson whois conducting a business or undertaking (PCBU).

Thiscan include aP&CAssociation. APCBUis a person or organisation who conducts abusiness or undertaking,
whetherornot forprofitor gain. In orderto be a PCBU, the person/organisation mustemploy atleast one person. If
your P&Cdoes not employ atleastone person and provides services foracommunity purpose, it will be considered
avolunteerassociation and will notbe a PCBU for the purpose of the Act. Howeverif your P&C Association employs
at leastone employeethey willbe considered to be aPCBU. Evenif the P&Cdoes not fall within the definition of a
PCBU, itis important that the association is still aware of its general obligations and rights underthe Act.

In orderto be able to demonstrate that it has, so far as reasonably practicable, ensured the health and safety of
workers, a PCBU must ensure that it provides:

e awork environmentwithoutrisks to health and safety;

safe plantand structures;

safe systems of work and the safe use, handling and storage of plant, structures and substances; and
adequate information, training, instruction and supervision thatis necessary to protect all persons from risk.

A PCBU isalso required to provide adequate facilities for the welfare of workers at work and to monitor that these
facilities remain safe. Please contact youremployerorganisation for further advice and information

Checklist for School Fete/Event Organisers - Mobile Amusement Devices

http://education.gld.gov.au/health/pdfs/healthsafety/amusement-rides.pdf

Fair Trading & Trade Practices Act

The Trade Practices Act 1974 Cth (TPA) was introduced to promote the competition and fair-trading between
individuals and organizations. In 1996 the Queensland Government adopted Part 1V, which sets out fair tradingrules,
as part of its Competition Police Reform (Qld) Act 1996.

The adoption of Part IV means that Queensland government departments and other government bodies are subject
to the same fair trading rules applicableto all otherindividuals and organizations. These rules apply to all trading and
transactions, eventhose that are not profit making.

Education Qld statutory bodies, which includes P&Cs must obey the competition rules or be liable forlegally
enforceable penalties.

As part of theirgeneral operation, P&Cs regularly acquire and supply goods and services. They often sell uniforms,
textbooks and stationery, offer after-schoolchild care, catering and tourservices, and hire out hallsand other
facilities.
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In many communities, probate merchants (other retail outlets etc) also sell or could sell similar goods and services
offered by the school or P&C to the same customers. Thisis quite acceptable underthe TPA and the Queensland
Government’s policy on restrictive trade practices. Government bodies are encouraged to compete vigorously in
markets using pricing, standard of service, product benefits and other ethical means thatdo not involve illegal, anti-
competitive practices.

Some tips for safe trading practices

Here are a few tipsfor the P&C Association that will help ensureyou follow fair competition rules.
You may compete vigorously in markets using pricing, standard of service, product benefits and other ethical means
that do notinvolve illegal, anti-competitive practices.

1. P&Cs must comply with State Purchasing Policy for P&Cs when acquiring goods and services. The policyis
available at: http://education.gld.gov.au/corporate/pandc/pcpurchasingpolicy.doc

2. You should not enterinto any contract (withoutthe Principal’s written consent), arrangement or
understanding with, orimpose any condition, pressure or coercion on, any customerthat would:

prohibit orrestrict the customerfrom handling the products of a competitor

require the customerto purchase one product or service from anyone as a condition of selling the
customeranotherproduct

require the customerto buy all requirements fora particular product from you or to deal exclusively with
you

restrict the territories or markets or types of customers that your customer may resell to

3. Do not participate in discussions with competitors regarding matters that are the subject of competition
betweenyouanda competitorsuchas:

prices or discounts

termsor conditions of sale, including credit terms

profits, profit margins or costs

market shares or sales territories

distribution practices

selection orrejection of customers or classes of customers

exchange of competitive information, or any other matter inconsistent with freedom of action and
independenceinthe competitive conduct of your business.

Note: Itis acceptable, however,toindependently research marketconditionsand prices of suppliersor

competitorsand setyour pricesindependently.

4, Do not enterexpress ortacit agreements with any of your competitors thatlimityour market behaviourin any
way.
5. Be very careful in making decisions regarding competition in markets in which you have a large market share.

Legal Action taken against the P&Cs

(Section 10 P&C Constitution)

If your P&C isthe subject of any legal action you should notify your Principal immediately.

Under the Education (General Provisions) Act 2006, court action can be taken againsta P&C inits name. The
documentsinitiating this action must be served onamember of the P&C’s executive committee. The Actrequires

that personto give the Director-General of Education Qld a copy of the documents assoon as practicable afterbeing

served. This would be done through the School Principal.
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P&C has some protection from liability underthe Education (General Provisions) Act 2006 providing thatthe person
has acted without negligence. Education (General Provisions) Act 2006 Section 141:

1. A memberof an association does notincurcivil liability for an act done, or omission made,
honestly and without negligence under this Act.
2. If sub section (1) prevents acivil liability attaching to amember of an association, the liability

attachesinstead to the State.

However, from 1 January 2012, if the P&C operates an outside school hours care (OSHC) service, the Vice-
President may have additional responsibilities and may have personal legal obligations regarding the operation of
the OSHC service. Referto the section on OSHC for more information.

Policy Requirements

As a P&C executive member, you willneed to be familiar with some relevant policy documents so thatyou are able
to provide informed advice to the school community and principal. The Department of Education and Training
(DETE) has a centralised policy and procedures register. P&C Associations are a Statutory Body created underthe
Education (General Provisions) Act 2006 (EGPA) and they are required to follow DETE policy and EGPA legislation.
Below are some of policy documents from this register that will inform yourwork as a P&C Executive Officer.

See DETE -http://education.qld.gov.au/corporate/pandc/policies.html. The following policies and procedures inform
all P and Cs operations:

e Education (General Provisions) Act 2006

e Education (General Provisions) Regulation 2006 Parents and Citizens' Associations - State Schools#@
e StudentProtection[#®

e Safe, Supportive and Disciplined School Environmenti#
e StudentDress Codel?&!
e StudentResource Schemel®

e Advertising and Sponsorshipl#
e Purchasing Textile Clothing and Footweari®

e Qutside School Hours Care and Vacation Care &1

e School Excursions[#®

e State Education Fees[#®

e School Councilsi®

e Developing a Sun Safety Strategy

o Workplace Health, Safety and Wellbeing current procedures
e Smart Choices

e PurchasingPolicies and ProceduresforP and C Associations@

You mightlike tovisitthe P&Cs Qld [@website orread the latest edition of Parent Talk
http://www.pandcsgld.com.au/pc-resources/publications/parent-talk/

Responsible Behaviour Plan for Students

This Plan details the school’s commitment to provision of a safe, supportive, and disciplined learning environment. It
must be developedin consultation with the school community, and endorsed by the Principal, the President of the
P&C/Chair of the School Council and the Regional Director or Assistant Regional Director. Guidelines for this
documentcan be found at: http://education.ald.gov.au/studentservices/behaviour/docs/guidelines rbp.doc
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The P&C Accounting Manual

Thisis a DETE documentthat was developed in consultation with P&Cs Qld and P&C. It is double badged.
Associations are required to follow the financial requirements of the manual. The Accounting Manual isintended to
give P&Cs the expertise and knowledge required to ensure appropriate accountability in P&Cbusiness.

The Accounting Manual for Parents and Citizens Associations sets out the P&C’s management responsibility,
accountability and statutory requirements. P&Cfinancial management and planning are central to operatinga
successful P&CAssociation. It covers all areas of P&Ccommercial activity in an easy to use format and provides
P&Cs withthe consistentand up to date information they need to effectively and successfully fulfil the requirements
of theirrole. The link below will take you to the Accounting Manual for P&C Associations. Seelink:
http://education.gld.gov.au/finance/procedure/pandc/

All executive committee members of the association are responsible for ensuring that the association fulfils its
legislative requirements. The procedures and processes outlined in this manual will ensure compliance with the
applicable Acts, Regulations and policies.

The P&C Associationisasupportingbody fortheirschool andis created underthe Education (General Provisions) Act
2006 (the Act). The objectives of a P&C Association underthe Actare to promote the interests of, and facilitate the
development and furtherimprovement of, the State instructional institution, or proposed State instructional
institution, forwhichitisformed. Although P&C Associations are deemed to be a charity registered underthe
Collections Act, such deeming does not overridethe Actin regards to the objectives of aP&C Association.

Preparing a budget

A budgetshould be preparedforeach financial year. It should be approved at the AGM of the association.

The budget for the association should combineandinclude all subcommittee budgets. Currentannual turnoverand
projected annual turnovershould be included inthe budgetto enable the Treasurerto estimate any need to change
the GST status of the P&C. See Taxation later in this section.

The Accounting Manualfor P&Cs has detailed information on budget preparation.

Loans sought by Parents and Citizens’ Associations

A P&C Association at a Qld state school may borrow funds forthe provision of resources or services for the benefit of
students at the Association’s school. For further information please follow the link: Loans Sought by Parents and
Citizens' Associations

Asset Register/Property ownership

P&C must keep an asset register. Anything that they have purchased thatis forthe use of the Association orits
membersistobe recorded onthe P&C Asset Register. If an asset has been purchased by the P&C for school use then
the asset should appearon the School Asset Register.

Under the Education (General Provisions) Act 2006, any money or property acquired by a P&C s, in effect, owned by
the State. The Ministerfor Education provides direction to P&C Associations on how they can use theirfunds
through the Accounting Manual for P&C Associations. The Minister recognisesthat P&C Associations will purchase
items fortheiruse. These items should appear on a P&C Asset Register.

The Asset Registershould keep track of any asset that the P&C Association has purchased for theiruse (e.g. tuckshop
equipment, microwave, computeretc.). If yourassociation purchasesanitem that will be used mainly by the school
thenthe asset would appearon the school Asset Register.

If a P&C were to close then, any fundsand/orassets would be returned to the Minister through the Principal or
Regional Director.
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Entering into Relevant Agreements (Signing of contracts)
(Section 5.4 P&C Constitution)

P&Cs must ensure that they have sought written authorisation fromthe school Principal to enterinto any contract or
written agreement. Power has been delegated from the Chief Executive to the School Principal in this instance.
Under Section 13.2.1 of the P&C Constitution the Presidentis the accountable officerand should sign off on any
agreements, official correspondence (including employee correspondence), or documentation from the school.

Subcommittee officers do not have any authority to enterinto any employment contracts or contracts/agreeme nts
of any kind. The P&C President should sign any contract or agreementonce he/she has the approval of the members
and the written approval of the Principal. Where amember has signed on behalf of the P&C, even if unauthorised,
the P&C may still be held accountable. Where there are disputes with contractors the P&Cmay needto seek
independentlegal advice.

Document Retention

P&C Association are required to keep avariety of documents and records. P&Cs Qld has developed afact sheetasa
guide tohow longto keep various documents. Pleaserefertothe attached factsheetand talk to your school
Principal orthe P&C Auditorif you need furtherassistance.

http://www.pandcsgld.com.au/documents/2014/01/record-retention-schedule-2.pdf

Gifts given by the P&C Association

Giftsfromthe P&CAssociation - Money raised by the association is to enhance the educational opportunities of
currentstudents. Only in exceptional circumstances, defined as an event occurringonce ina generationthat can’t be
predicted, should funds be used for purchasing gifts, dinners, and wreaths orsimilar. P&Cfunds must not be used to
purchase gifts or provide entertainmentforretirements, farewells, funerals, etc. Specificcollections may be run for
such events andindividuals approached for contributions.

Fact Sheet: http://www.pandcsgld.com.au/documents/2013/11/giftsvolunteer-incentivesdonations.pdf

Gifts/Donations to the P&C Association

Giftsand donations to the P&C Association do not have tax deductible status, except where the P&C Association has
established a Deductible-Gift-Recipient (DGR) Building Fund and donations are made to that fund. If suppliers
provide giftstothe tuckshop, forexample, theymustbe recordedin agift registerand the P&C Association
members will decide theiruse. Any gifts made to the Association, subcommittees or staff must be recordedinthe
Gift Register.

P&C must keep a gift register of any gifts givento the P&C Association, volunteers oremployees. The Association can
determine how thesegifts are used. Please referto the Accounting Manual for P&C Associations (page 86) for
furtherinformation.

Donations to the school

Funds raised by the P&C are to be used to provide orassistinthe provision of financial or otherresources orservices
for the benefit of students of the school. Thisis afunction of the P&C underthe Education (General Provisions) Act
2006.

The P&C Association members determine how theirfunds will be used for this purpose. With global budgeting, the
P&C Executive should be involved in the school’s budget discussions. The school and the P&Ctogether, through
mutual consultation and discussion, canthen decide how the P&C will contribute towards the school budget.
Remembering thatthe P&C will have already decided what funds will be available and what the P&C priority areas
will be.
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P&C Associations may choose to assist schools with maintenance and purchase of equipment butthe P&Cshould be
aware that the school does receive an allocation of money specificallyfor repairand replacement of school
equipment such as office computers, photocopiers, grounds maintenance equipment etc. The P&Cshould be looking
to provide the extras not provided by state funding that will improve the social, environmentaland learning
outcomes of the students of your school

Social media sites

P&C Associations are notencouraged to have separate stand-alone accounts on social mediasites as the workload to
maintainthese accountsis quite onerous. However, if the P&C Association does decide to establish astandalone site
or have a page on the school’s site, there are some protocols that need to be observed. Please seethe Social Media
Toolkit (produced by DETE and P&Cs Qld) available on the DETE and P&Cs Qld websites.

http://www.pandcsgld.com.au/pc-resources/policies-procedures/pc-social-media-guide

Planning together with the school — global budgets

The principal should include the P&Cinthe development of the school’s Annual Implementation Plan (AIP) and
budget. Budgetdevelopmentis an essential component of goal and direction-setting for the school. Annual
Implementation Plan (AIP) was previously known at Annual Operation Plan (AOP).

The P&C president should endorse the school’s Annual Implementation Plan.

Budgetingisa collaborative process - together, the P&Cand school formulate the global budget for the school. As
part of the school’s budget preparation, usually the P&C president or the executive will be invited to participate in
the consultation and discussion. Schools are required to submit their budgets to their regional office.

In formulating the school budget, the principal willliaise with the P&Cto determine what contribution could be
expected fromthe P&Cforthe nextbudget period. The P&C Association members determine how this contribution
will be used, based ona ‘wish list’ provided by the principal and the school community. Atthese discussions, the
principal mayindicate the identified projects that the school wishes the P&Cto contribute to. This principal’s wish
listcan help P&Csto identify areas they would like to focus on.

The P&C representative will bring the wish list back tothe P&Cfor discussion and deliberation by the P&C members.
Be mindful thatthe wish listis exactly that - itis a proposal and suggestion by the principal. The school and the
principal cannotdirectthe P&Con how and where to spend theirfunds. Thatis entirely the P&C’s decision.
However, the P&Cshould be guided by the principal’s recommendations.

The P&C should be looking to provide the extras not provided by state funding that will improve the social,
environmental and learning outcomes of the students. P&C contributions towards the school usually provide
additional/enhanced learning opportunities or resources.

The P&C Association must also have an AOP/AIP and budgetin place. The partnership between the school and the
P&Cinthe formation of a global budget will achievethe best possible outcomes for students and inform the P&C
budget. Each year, the P&C should prepare its budget with referenceto the school budget.

All parties should identify activities that are expected to occur during the next yearand also take into account
activities planned for future years toinform budgets.

Student contribution and text/resource schemes must be discussed and endorsed by the P&C Association.

Dissolution of the P&C

A P&Cisable to continue operating providing there are two members of the Association (P&C Constitution - Section
26). However, itis not viable to operate without two officers of the Association to act as signatories. If your P&Cis
not viable it will be passed back to the school Principal and placed in “Caretaker Mode:” until officers can be elected
to vacant positions. Referalso to Caretaker Mode section of this booklet.
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Where there is no viable P&C

e there will be notuckshop, uniform shop or Outside School Hours Care unless the school makes other
arrangements under a caretakerarrangementto continue the business operations of the P&C Association.

e therecan be no fundraising or other events exceptthose Education Qld designates that schools canrun intheir
ownright

e allsubcommittee activities cease

e all P&C property and funds remaining afterthe payment of expenses will be dealt with by the Principal’s
supervisoratthe DETE Regional Office

e theparentvoiceinschool activities and operations will need to be heard in otherforums convened by the school

Purchasing Policy

Education Qld has provided, a purchasing policy specificallydesigned to assist P&C Associations purchase itemsin
line with Purchasing Policy. This document outlines the requirements of aP&C and its subcommittees when
purchasingitems forthe P&C or the school. The purchasing policy can be found at:
http://education.qgld.gov.au/corporate/pandc/pcpurchasingpolicy.doc

Smart Choices Food Strategy- Food Safety Legislation

Queensland Health and Education Queensland’s Joint Working Group has produced a strategy to address the
nutritional value of food and drinks supplied in Queensland. Schools and P&C Associations that operate aschool
tuckshop are required to follow the Smart Choices Strategy.

Smart choices

Your P&C and the school must be aware of the Smart Choices Healthy Food and Drink Supply Strategy for
Queensland Schools, which was mandatory from January 2007. Smart Choices is all about supplying healthy food and
drink choicesto studentsin Queensland schools. School food and drink supply includes all situations where food
and drink is supplied in the school environment: tuckshops, vending machines, school excursions, school camps,
fundraising, classroom rewards, school events such as celebrations and sports days, and food used in curriculum
activities.

Reflectingthe Australian Dietary Guidelines for Children and Adolescents and The Australian Guide to Healthy Eating,
Smart Choices categorises foods and drinks into three groups:

foods anddrinks are drawn from the basicfive food groupsand are lowin
saturated fat, sugar and/orsalt and rich in nutrients. These foods should feature
prominentlyinthe school environment. Foods and drinks that fitinto the
categoryinclude fruit, vegetables, wholegrain or high-fibre bread and cereals,
cheese andyoghurt, lean meat, fish and poultry, eggs, nuts and water.

had some sugar, salt or fat
the expense of healthier

and drinks will provide

the expense of fresh choices.

foods and drinks are mainly processed and have
added to them. These products should not dominate at
choices. Aselection that consists mostly of foods
students with choices containing too many kilojoules at

RED - Occasional
Limit the availability of these foods and drinks to no more than two occasions per term.

The ‘occasional’ foods and drinks that make up the RED category are based on the ‘extra’ foods as definedin The
Australian Guide to Healthy Eating. These foods and drinks should only be consumed occasionally because they lack
adequate nutritionalvalue, are highin saturated fat, and/oradded sugar and/orsalt, can contribute excess energy
and can contribute totooth decay and erosion.
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Smart Choices

Smart Choices Strategy:-http://education.qgld.gov.au/schools/healthy/docs/smart-choices-strategy.pdf
Smart Choices Toolkit:- http://education.gld.gov.au/schools/healthy/food-drink-toolkit.html

Smart Choices Resources: http://education.qld.gov.au/schools/healthy/food-drink-resources.html
Smart Choices Checklist: http://education.qld.gov.au/schools/healthy/checklist.html

The Food Safety Legislation has been adopted by Australia nationally to provide an instrument for safe handling,
preparation and distribution of food. Websites to use for more information include - www.foodstandards.gov.au,
http://www.health.qld.gov.au/foodsafety/legislation.asp

Food Safety Resource:
http://www.health.qld.gov.au/foodsafetymatters/about/default.asp

NOTE: The P&C Associationshould have aprocessin place toidentify and approve any
RED food activities within the school year. The strategy is the responsibility of the
whole school community, not justthe tuckshop.

Food safety in non-profit organisations

http://www.health.gld.gov.au/foodsafety/consumers/nonprofit.asp

There are a number of resources available onthe above web site including abooklet that
addressesfood provided forsale by a not- for - profit organisation for sale to the community (e.g. election day stalls)
(Alsorefertothe sectioninthis bookleton home bake).

Community use of school facilities

If your school is considering communityuse of school facilities, ensure that the requirements of the procedure,
Commercial Activities and Charging Practices in Schools and Other Education Centres, Community Use of School
Facilities procedures followed to ensure the school complies with the school's obligations as a publicauthority,
including minimising the risk of corruption, fraud, maladministration and waste. These proceduresare available
from your Principal.

Approvals - ensure that you obtain the correct approvals forany arrangementthatis entered into. Principals possess
delegations devolved by the Ministerinrelation to the use of school property. The Principal mustsign any forms for
new hirers. P&C can have an agreement with the school Principal for the ongoing management of the facility. They
cannot authorise the hiring of the facility.

NOTE: P&Cs have no authority over the use of school facilities and their agreements require Ministerial approval
underthe Education (General Provisions) Act.

The Principal isresponsible forsigning any agreement to hire out school facilities.

DETE supports and encourages the use of school facilities by the community. This use should be consistent with the
Education (General Provisions) Act 2006, Education (General Provisions) Regulations 2006, educational objectives of
the school community, and needs of the local community. Itis DETE policy that all community use of school facilities
be formalised through written agreement between the Principal of the school and the user or group.

NOTE: Where the premise istobe used by the School's P&C Association (including subcommittees), no hire fees or
minimal hire fee to cover costsisappropriate. P&Cs cannot be charged commercial rates.

Procedures forallowing community use —a guide for schools are on OnePortal and you should seek further
information from your school Principal.
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Legal Advice

P&Cs Qld and DETE do not provide P&C Associations with legal advice or representation. If the P&CAssociationis
served with legal papers they must notify the school Principal. If a P&C Associationis taking legal action against
another party they must notify the school Principal. In mostinstances the P&C Association will be required to seek
independent legal advice at theircost.

Finance Advice

Where a P&C Association has afinancial question they should contact theirschool Principal or Business Service
Manager (BSM). P&Cs Qld does not provide financial adviceto members. P&C Associations should referto the
Accounting Manual inthe firstinstance, thenthe school. If they still require assistance they may need to access
independent accounting/financial advice from an accountant or theirauditor.

Caretaker Mode

The Department encourages P&Cs to continue operating as usual until they can fill the vacant positions, aslong as
they have sufficient cash flow. Aslong as there are more than two members, the Association can continue to exist.
However, if there are no Executive officers there are no cheque signatories. Ideally, sub-committee members or

officers would step up into the P&C Association Executive positions - even if only until replacements can be found.

If possible, P&Coperations should continue - especially where tuckshops, uniform shops and employees are involved.
The school can operate as an agentas far as receipting money and paying bills, even providing a bookkeeping service
for a fee, if necessary. The Principal would have to be party to this arrangement. This would be seen as a temporary
measure but could continueforaslongas necessary. However, ifthis was to be amore ongoingarrangement then the
school would need to look at options for operating the business functions of the P&C Association e.g. tuckshop,
uniform shop and bookshop etc. if they wanted themto continue.

Where the P&C cannot form a full executive they can continue to operate so long as they have two officers that can
act as cheque signatories. Without two officers to authorise payments, (including wages) the P&C is not considered
functional. Inthatinstance the management of the P&C Association would be handed back to the school Principal to
manage. A 7000 cost centre would be openedto handle all P&Creceipts and payments. The P&Cbank account cannot
be accessed as there are nottwo signatories to authorise any payments. The school Business Services Manager (BSM)
or finance officer would manage the 7000 cost centre.

The Principal would advertise that the P&C positions are vacant and that the P&C is currently in Caretaker Mode until
at least two of the executive positions can be filled at the next meeting of the Association or at a Special Meeting
convenedforthe purpose of electing members to the vacant positions. If there is a shortage of members the Spedial
Meetingwouldinclude the acceptance of new members to be followed by an election of officers to vacant positions.
A special meeting can only be held for the purpose that it was advertised and needs to have 7 days’ notice given to
the community.

Without a P&C Executive sub-committees would have no overarching body to report to or ratify their decisions.
Therefore they cannot continue to operate. There can be no fundraising done without approval of the P&C and so
withouta P&Cthere can be no furtherfundraising by the Association orthe sub-committees.

The P&C VolunteerPersonal Accident Insurance will remain in place and continue to cover any volunteersactingina
voluntary role for the school, as this policy is a group scheme contributed to by DETE. There can be no fundraising,
with the exception of the Student Council.

The OSHC Service Approval istied to the P&C Executive Officers and so the service cannot operate without the
executive officers who form the basis of the Provider Approval from the Office of Early Childhood and Care. The
Office for Early Childhood Education and Care (OECEC) would need to be notified as soon as possible but within 14
days of any change inthe P&C Executive. If your do not have a P&C Executive in place (more than two officers)then
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the Principal should make contact with the Office of Early Childhood Education and Care officerresponsible foryour
service. They are located at your Regional Office.

P&C Association - Caretaker Mode

(A P&C Association is put into caretaker mode where the Association has
less than two P&C Executive Officers)
Lessthan two P&C Executive | The P&CAssociation must have two officers to authorise paymentswithout this

Officers the P&Ccannot performitsfunctions

Caretaker Mode invoked P&C Operations handed back to the school Principal to Manage

Open 7000 Cost Centre BSM will usually manage this process.
P&C Staff are paid through this cost centre but the employee stay as P&C
Employees.

The Principal can charge the P&C a fee to do the bookkeeping.

The school banks all incoming P&Cfundsinto the cost centre and pays expenses

out of the cost centre

Advertise aSpecial meeting | Advertise inthe School Newsletter

giving 7 days’ notice to the Principal chairs the meeting untilaPresidentis Elected.

school community to:-
1. Electnewofficersto | The President takes over from that point on unless there is a motion for the

the Association or Principal to continue the elections.
2. Acceptnew
membershipand This process continues until there is a successful outcome

electnew officersto
the Association

P&C Activities cease P&C Activities that have not been approved by a meeting of the Association
priorto Caretaker Mode cannot be undertaken.

Subcommittees cease to Subcommittees do not have the main body of the P&C Association to authorise

operate payments, activities etc.

VolunteerlInsurance Personal Accident Volunteer Insurance continues to provide coverto all School
and P&CVolunteers providing that they have signed onin a volunteerregister.

Insurance and Activity Activity Declarations are required to be completed by the P&C Executive

Declarations whenever the P&C is hosting an event that required public liability insurance

e.g.BunningSausage Sizzles).

Withoutan executivetheseevents are at risk

Successful Election of The Officers take office

Executive Officers P&C Activitiesresume

Subcommittees can operate

The School will settle the 7000 Cost Centre with the P&C. If funds are owed by
the P&C the P&C will reimburse the school as soon as possible. If the P&C is
owed funds by the school the school willtransferthe excess balance of the cost
centre back to the P&C

P&C Operated Outside The OSHC Service Approval is tied to the P&C Executive Officers and so the
School Hours Care Program | service cannot operate without the executive officers. The Executive Officers
form the basis of the Provider Approval granted by the Office of Early Childhood
and Care. The Office for Early Childhood Education and Care (OECEC) should be
notified as soon as possible but within 14 days of any change in the P&C
Executive.

If you do not have a P&C Executive in place (more than two officers) then the
Principal should make contact with the Office of Early Childhood Educationand
Care officer responsible for your service. They are located at your Regional
Office.




Volunteer Management

Volunteer Programs

Successful volunteer programs actively target community volunteers (not just those from the school community). It
isimportant not to overload yourvolunteers and recognisetheirskill sets. Feedback allows your program to grow so
encourage feedbackinanappropriate manor. Spend time to evaluate whatitisthatyoucan provide toyour
volunteersand give themasense that their contribution is worthwhile and appreciated. Planningisimportant.
Ensure that you plan and identify specificareas and times where volunteers can assist your organisation.

The management of volunteers, withina P&Cis often left to the Tuckshop Convenor. The convenor may not be the
best personto manage P&CVolunteers. It could be arole that a Vice President takes on oryou may wish to appoint
avolunteercoordinatorto manage and recruit volunteers forthe various areas within the school community where
volunteers can make ahuge impact. Efficient management of the program will provide the P&Cand the school with
a broaderselection of volunteers.

Identify and be aware of any barriers and then structure your program to accommodate or overcome the barriers
that you can. These barriers may be due to language, culture, time poor, childcare restrictions or people may simply
not be aware that you are requiringvolunteersin aspecificarea. So always be clearabout what you are requesting
fromyour volunteers and what they can expectfromyou. It isimportant to provide yourvolunteers with an
induction and information abouttheirrole. They need to know what is expected of them and what they can expect
from the P&C. the minimuminformation that they will need is:

e Informationaboutthe role of the volunteer

e Contact detailsfortheirsupervisor

e Trainingonequipment

e Theirrightsand responsibilities

e Breaksand where they can be spent

e Importance of Communication and Confidentiality

What can you do for your volunteers?

¢ Informationandtrainingaround the volunteerrole

e Provide skills, training and confidence

e Assistthemtorecognise theirskill set

e Businessskills, Careeroptions, Catering skillsand training

e Jobsatisfaction -Keepsthem coming back

e Opportunitytobeinvolvedand engage intheirchild’s education
e Greaterunderstanding of how aschool operates

e Opportunity toshare inschool decision making

e Supportand friendship

Volunteeringis atwo way street— people will not continue to volunteerif they are not gettinganything back. They
needtofeel useful and valued orthey will move on. Some volunteers will stay long term and some shortterm. A
successful program will provide good training for volunteers, enablingthem to use their new skills to some will find
paid work from the training and confidence that they have received. Yourprogramissuccessful!l You are providing
people with the skills and confidence that they need. They will recommend your program. Always be clearabout
whatyou are requesting from yourvolunteers and what they can expect fromyou.

Rememberthatvolunteers who do not have children at the school (including Grandparents) need to hold a blue card
before they canvolunteer. Ensure someone is managing the Blue Card applications and expiries. To find out more
about Blue Cards please goto: http://bluecard.gld.gov.au/



http://bluecard.qld.gov.au/

Look afteryourvolunteers by talking with them regularly and giving them a way to make a complaint, asuggestion
forimprovementoreventocompliment your program. Introduce themto othervolunteers and staff and where
possible make volunteering fun. Always allow opportunities for volunteers to debrief, even if thatis simply by talking
to them. Avolunteerthatfeelsvalued will stay longerand recruit more volunteers to your program.

Our 8 B’s
*  Be Friendly- Welcome new and old members v@
¢ Be fun- Have something fun ateach meeting
*  Be educational — Provide guestspeakers
*  Be ontime-Start and finish meetings ontime people’stimeinimportant
*  Be Openand Responsive —Have a way for people to provide feedback e.g. asuggestion

box
*  Be preparedto value ideas andsuggestions
*  Be Creative-Break down largertasksto smallercommitments
*  Be thankful- always rememberto say thankyou (include yourself)

P\
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Volunteers must be aware of confidentiality and what they hear at school stays at school. If they have concerns
they should raise them with the Program Manger or the Principal. Always ensure that volunteers have a process to
followif they feelthatthey are uncomfortable with any information theyhave become aware of in theirvolunteer
role.

Volunteers are a valuable resource. Don’t underestimate their contribution. Dothe sumsand put a dollarvalue on
their contribution as well as your own contribution.

With effective management yourschool can have a very successful volunteer program. Use your volunteers wisely
and don’twearthem out. Well supported, happy and informed volunteers will help your program to prosper. The
amount of time thatthey can donate will vary greatly from volunteertovolunteer. They will be mobile—Expect that
they will come and go as theiravailable time permits.

Some Tips

e Make sure new volunteers or P&RCmembers are made tofeel welcome!

e Givethemany informationthey might need asnew members butdon’t
overload them.

e Operatingan efficient, timely and friendly meeting will encourage
people toattendandjoinin.

e Celebrate yoursuccesses!

e Sharethework load!

e Don’tletthe meetings getbogged down.

e Encourage newideas.

e Supporteach other.

e Operate undera code of conduct.

e Make time toshare a cuppa and a chat at meetings.

Blue Cards and volunteering

The P&C must have in place a process for evaluatingif school/P&Cvolunteer needs to hold a Blue Card before
startingas a volunteer. The P&Cand the school needto keep aregister of people who hold aBlue Card and the
expiry date. Itisimportant to track expiry dates on Blue Cards. P&C or the school can applyfora Volunteer Blue Card
for anyone wishingtovolunteeratthe school or within the P&C Association.

Remember: Volunteers who are not parents of students at the school MUST hold their Blue Card before
commencingas a volunteer. Thisincludes grandparents. For more information pleasegoto
http://bluecard.gld.gov.au/
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Business Operations

Financial management & business operations
(Refer Accounting Manual for P&C Associations for furtherinformation).

The P&C Association needs to have the following functionsin orderto meet policy and legislative requirements:
e Annual operational plan;

e Budgetand cash flow forecast; e ()

e Review monitoringandreporting; ”

e Accountkeeping—purchases, expenditure, wages, GST, profits, BAS and monitoring of We'pe
budget; and OPEN

e P&Csare ableto establishretail operations e.g. tuckshop, uniform shop etc., but must
follow processes setoutinthe Accounting Manual for P&C Association when doing so.

The Accounting Manualfor Parents and Citizens Associations sets out the P&C’s management responsibility,
accountability and statutory requirements. P&Cfinancial management and planning are central to operatinga
successful P&C Association.

The Education (General Provisions) Act 2006 provides P&C Associations with the opportunity to manage the school
tuckshop operationin state schools and any otherbusiness operations deemed necessary by the P&C Association. All
P&C business operations must break even or make a profit. Many P&C Associations set theirtuckshopupasa
“service tothe school community”. AP&C can run a business operation as a service tothe community but the
service must still cover costs of operation (eg wages, PAYG. superannuation, work cover, insurance, cost of goods
sold etc)

P&C can operate a number of business operations that most commonly include:-

Tuckshop Operation

Uniform Shop Operation
Bookshop Operation

Outside School Hours Care Program

P&C Associations can join an industrial union of employers for further industrial advice. P&Cs Qld does not provide
industrial advice to P&C Associations but do provide some guidelines

Employment of staff by P&C Associations

The P&C is the legal entity and can employ staff in the tuckshop, uniform shop, OSHC, operations manageretc. The
Principal is not the employerbut can advise and supportthe Association when necessary. The Principal should direct
any P&Cemploymentissuestothe P&CPresident. The President has the delegation to sign off on all employment
agreements and documents for the P&C Association except where there is anidentified conflict of interest.
Employee files must be keptinasecure location on school premises.
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Examplestoinclude inastafffile:

e Lettersofappointment;

e Changesinworkconditions;

e Work Coverforms;

e Performance reviews and warningletters; and
e Tax file declaration.

P&C Executive should note that P&CEmployees are covered under State Awards and have not been moved across to
the Federal Awards. The P&CPresidentis the authorised officer to sign off on any employment documentation.

e P&Cretailemployeesare covered by PARENTSAND CITIZENS AND OTHER ASSOCIATIONS RETAILAWARD - STATE
2012

e Qutside School Hours Care staff are covered underthe “Childrens’ Services Award State 2006”. CHILDREN'S
SERVICES AWARD - STATE 2012 [PDF 242kB]

e Administrative staff are covered underthe CLERICALEMPLOYEES AWARD - STATE 2012

e Allare covered by the “Family Leave Award 2003".

e Workplace Health & Safety legislative requirements must be met.

e Superannuation legislative requirements must be met.

e Staffare entitled to Long-Service, Maternity and Family Leave (referto the Parentsand Citizens and Other
Associations Retail Award State 2004”).
http://www.qirc.qld.gov.au/resources/pdf/awards/p/p0087 p0030 011110.pdf

e PAYG Tax remittance requirements must be met.

e Ifyou haveanissue withaP&C employeeitshould be referred tothe P&C Presidentforaction

P&C Employees

P&Cs Qld Provides some basicinformation on our website howeverwe do not provide P&Cs with individual
industrial advice or support. Your P&C can seek supportandinformation from an employer organisation such as CMS
or NRA. Fair Work Australiaalso has a great deal of information on their website how ever you must keep in mind
that P&C employees are catered for under State Awards and not Federal Awards. P&Cemployees come undertwo
main awards —one for Outside Hours School Care employees and another for retail operations employees.

CHILDREN'S SERVICES AWARD - STATE 2012 [PDF 242kB]
PARENTS AND CITIZENS ASSOCIATIONS RETAILAWARD - STATE 2012

Employees of the Association are employed under the above awards and the P&C must hold Workcoverand pay
superannuation foremployees accordingto the relevantaward.

P&C Associations are restricted to pay into the Superannuation funds referred to in the P&C Associations Industrial
Award for employees employed underthataward.

Convenor

The convenors of the operation are responsible forensuring all policies and procedures of the facility are carried out
efficiently. They have akey role to playin informing and advisingthe members of the Association on the progress of
the operation. P&C Associations can operate with avolunteer convenor, partially paid convenor or fully paid
convenor. There are some restrictions on how your P&Cstructure the staff withinyourtuckshopsoitis importantto
getadvice on the options availableto your P&C through youremployerorganisation.

Volunteers

Volunteers are the backbone of a P&C and its operations. Your policy should reflect this by providing opportunities
for volunteersto be involved. Clear expectations and the realisation that volunteers have different comfortlevels
that need to be considered when assigning tasks, should be considered. The P&C Should have avolunteerinduction
and training process (See section on volunteer managementforfurtherinformation). There should be ongoing
training for both staff and volunteers. This training should be documented.
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Volunteer Convenor

Any school can operate a business operation with avolunteer convenor. The convenor must sign off on voluntary
hours statingthat theyare providingaservice asa volunteerand not as a paid staff member. P&C Associations
should determine whatis the best staffing option fortheirsituation. Itis always best to talk with youremployer
union and seek advice before placing any staff eithervoluntary or paidinto a position.

Work Health and Safety

Your policy should outline the work health and safety requirements within the operation and adocumented process
for reportingand recordinganyincident. Your P&C Association has aresponsibilityto provide training to both staff
and volunteersin WHS. Furtheruseful information on WHS laws is available from:
http://www.safeworkaustralia.gov.au/sites/SWA

Tuckshop / Uniform / Bookshop Policy

P&C should investsome timeto develop a policy document foreach business operation of the P&C. This will ensure
that correct processes and procedures are clearly setoutand followed. It can also useful if aconvenoris absent.

Management

Decide how the business unit will operateand be managed. The P&C can determine the style of management that
bestsuitsthe needs of the P&C and the school and documentthat process. All P&C processes should be documented
and be available to staff and volunteers. Your P&Cshould considerline management, reporting and training as well
as clearlines of communication.

Budgets

All P&CBusiness Unitsrequire abudget. This enables planning and reflects the goals of the activity.
This proposed budget should be forwarded to the P&C Treasurer for inclusion in the proposed P&C budget for the
AGM. The Accounting Manual for P&C Associations has an example of abudget.

Reporting

As P&C Associations are acquiring and expending public money, each P&C must be able to account forall moneys
raisedand spentina clearand easily understood format. Reporting to the P&C Association at each monthly meeting
on the activities and the financial position of the operation, allows the P&C members an opportunity to detectany
inconsistencies ortrends that may require rectifying. It also provides an opportunity to provide a ‘pat on the back’ to
those involved when things are going exceptionally well. Your policy should outlinethe reporting requirements of
the P&C. Whoreportsand when?

Confidentiality

All staff, volunteersand ALLP&C members should be aware of confidentiality when working in the school grounds.
It isimportantthat they recognize that as a volunteer or staff memberthey may come across some information that
isconfidential. They are expected to uphold that confidentiality. If there was anincident that caused them concern
theywouldreportitto theirsupervisororthe school Principal.

Loaning out equipment

Loaningout or hiring P&C equipmentsuch as pie warmers, urns etc, isa matter foryour P&C to Allloans or hires
should be signed for by the person borrowing or hiring with a provision that any damage or breakages will be paid
for by the borrower/hirerbeforethey take the item away.
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Making a profit

P&C Associations are required to break even or make a profitinall of theirbusiness operations. Some P&Cs willrun
theirtuckshop as a service to the school community butit must still coverall costs associated with its operation. To
make a profit, tuckshopincome (i.e. sales) must be greaterthan all tuckshop expenses (i.e. total costs). Tuckshop
expensesinclude:

e the cost of goodssold —prices need to be adjusted regularly to caterforincreasesin prices.

o Know how much an item costs to produce.
o Use portion control
o Provide volunteers with examples of how particularitems are to be produced.

e wagesand othercostsfor paid workers ( e.g. workcover, superannuation, training).
e operatingexpenses—all other operating costs including:

packaging material
insurance

cleaning

maintenance and repairs
stationery and postage
pest control etc.

0 O OO O O

Pricing items
Example Vegemite Sandwich
oneslice of bread = 10c (Costof a loaf of bread divided by the number of slices)

Bread - 2 slices 20 cents

Butter - 5grams 06 cents
Vegemite - 7 grams 04 cents
Total cost of ingredients: 30 cents

There is a need to calculate all other operating expenses such as the percentage of wages involved, wrapping,
materials, etc. However, this can easily be obtained by looking at the previous year’s operating expenses and
expressingthis as a percentage of the cost of sales. Based on operating expenses of 20%:

20% of 30 cents = 6 cents
The price needed to break even = 36 cents
Plus provision for contingencies —round up to = 40 cents

If yourtuckshop policy sets a45% net profit margin —then the cost of makingthe sale is 40c + net profit margin of 45%
(18c) = 58c.

Pricing

The level of profitshould be determined by the P&C Association. Most tuckshops aim to provide funds for the
benefit of all students atthe school, fromthe profits generated. Efficient tuckshops plan adesired profitlevel and
set pricesaccordingly. Your pricing policy should outline the method of calculating cost peritem and mark -up
percentages. Rememberwhen calculating cost of an item to include the cost of packagingand any extras etc. Your
P&C may choose to subsidise healthier options and have a higher mark up on the less healthy options.

Purchases on Credit

P&C Associations cannot offer credit to customers. Customers can pay inadvance and work an accountbacktoa O
balance but this needsto be closely monitored.

Refund policy

Your P&C Association should have avery clearand concise refund and exchange policy.
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Payment for goods

Goods must be paid for before they are provided toanindividual. Your policy should coveracceptable methods of
paymentforgoods includinglayby. Your P&Cshould set out clearly any rules around a layby purchase and provide
themto the customer.

Personal purchases (e.g. abagof chicken nuggets) should not be made through the tuckshop. This distorts the sales
figures of the tuckshop and often GST is not considered. The personis able to place anindividual order with the
supplierdirectly and make paymentdirectly to the supplier.

Credit should never be provided — payment should always be received priorto handing over goods.

Stock control

Stocktakes must be done at least once a term but preferable monthly forany retail outlet of the P&C Association.

Debt collection

Collection of outstanding monies is becoming anincreasing problem forsome P&C Associations. Your P&C needs to
manage outstanding debtsin a confidential and effective way. P&C Associations are able to engage a debt collector
to recoverdebts. Please talk with your school Business Service Manager (BSM) for furtherinformation as the P&C
should follow the same process the school follows to recover debts.

Hours of Operation

The P&C Association should decide what hours best suit their school community.

Catering for functions

Cateringforschool functions and meetingsis becoming animportant service provided by the tuckshop, with some
also cateringfor functions and events outside the school. The P&Cshould have a catering policy outlining pricing,
menus and staffing arrangements. Food safetystandards must be considered in any such cateringarrangement.

Home Cooking

Home cooking has been atradition in schools for many, many years. It has provided an opportunity for parents who
were unable to come to tuckshop to do theirbit. Howeverthere are increased food safety hazards relating to this
activity. P&Cmust keep very comprehensive re cords of any baking provided from an outside source. These records
wouldinclude date and time of baking, ingredients and use by date. P&C Associations cannot guarantee the
conditionsunderwhich theseitems have been produced. Possible hazards include lack of food safety skills,
cleanliness of the facility where foods are prepared, unsafe transport and storage of prepared foods and the
donation of potentially hazardous foods. Home cooked items are also subject to Smart Choices Healthy Food and
Drink Supply Strategy for Queensland Schools.

P&Cs who wantto provide home cooked items such as muffins and slices are encouraged toinvitethe parentsto use
the tuckshop facilities, (outside tuckshop operational hours) and tuckshop ingredients. Some convenors encourage
volunteerstocome intotuckshop earlierand make freshitems onsite. If they are not able to be made onssite, only
home cooked foods thatare not potentially hazardous should ever be accepted. Parents who are unable to use the
school’s facilities should be encouraged to donate items.

All members of the P&C Association should be informed of the risks associated with home cooking and make an
informed decision on whether this practice should be permitted.

Furtherinformation can be found at: http://www.health.qgld.gov.au/foodsafety/consumers/nonprofit.asp
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Food Safety Training and qualifications

All persons engaged in the handling of food for sale have an obligation under the Food Safety Standards to have
adequate skillsand knowledgein food safetyand hygiene commensurate with theirfood handling activities. The skills
and knowledgerequirement may be metina number of ways, including, but not limited to:

¢ 'in-house'training by other staff;

e providing food safetyandfood hygiene information for staff to read;

e operatingrulesthat setout the responsibilities of food handlers andtheir;
® supervisors;

e sendingstaffto foodsafety coursesrunby outside organisations;

e hiringaconsultantto runacoursefor the staff;and

e recruiting staff withformal industry-based training qualifications.

P&C Associations should aim to have one person within the tuckshop staff with a Food Safety Supervisor
gualification. This can be done be recruiting someone with that qualification or providing training opportunities to
current staff. Food Safety Supervisor courses are done through various Registered Training Organisations including
TAFE.

Looking after our Kids — Food safety training resource, Looking after our Kids (Commonwealth Department of Health
and Ageing 2002)

The Looking After Our Kids resource was developed under the guidance of the Food Regulation Standing
Committee’s Implementation Sub-Committee. Itis a great resource foruse as a trainingtool forvolunteers. It
consists of a video and easy-to-follow workbook for school principals, P&Cs, tuckshop managers and volunteers to
helpthemunderstand the Food Safety Standards. \VVolunteers can watch the video and sign off to reinforce food
safetyinthe tuckshop. Itisfree to download.

http://www.foodstandards.gov.au/consumer/information/pages/foodsafetyproducts/Default.aspx

Tuckshop Resources

There area number of organisationsthatcan assist tuckshops with organisation, menu, staffingre quirements etc. Industrial
advice canbe obtainedfroman employer organisatione.g. NRA/ CMS or FairWork Australia

Nutrition Australia Qld - http://www.nutritionaustralia.org/ald

Nutrition Australia Qld offers a wide variety of training and course options throughout Qld Food Smartas well as
information and resources for school tuckshops. Food Smart Schoolsis an e xciting program provided by Nutrition
AustraliaQld (NAQ) to provide accurate, practical nutrition information and a range of services and advice forschool
tuckshops/canteens, Principals, P&Cs, teachers, school based youth health nurses, parents and stude nts. Our
Dieticians, Nutritionists and Health Promotion Officers are the expertsin providing nutrition services to schools.
Membershipis free howeveryou mustregisterasamember.

Queensland Association of School Tuckshops (QAST)

The Queensland Association of School Tuckshops Inc. (QAST) is a not for profit organisation and health promotion
charity, dedicated to the promotion and support of Queensland canteens and communitiesin theirendeavours to
offernutritious, hygienicand economically viable food services. They offeravariety of services and resources to
members. QASTisa RTO and provides food safety courses onaregularbasis. Membershipisata cost. Visit
www.gast.org.au formore information.

School tuckshop refurbishment and upgrades

Pointsto consider when refurbishing a school tuckshop @ 225k has beendevelopedin consultation with the
Queensland Association of School Tuckshops and Nutrition Australia to assist school communities with refurbishing
existingtuckshops.
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Talk with your Principal to establish what work can be carried out by the P&C Association. Education Qld advises
that, as the tuckshopfacility is on education property and ownership of the building remains with the school, the
Principal is the responsible officer charged with ensuring the project meets all legislative requirements and signs all
contractual documentation.

Infants and children in the tuckshop/uniform shop

Volunteersand employees who have small children (or sick children) should not bringthem to the tuckshop. There
are workplace health and safety and insurance issues. Small children are ariskto themselvesand othersina
tuckshop/uniform shop setting. Students over 10 years of age and with the permission of their parent/guardian are
able to volunteerinthe tuckshop. Referto the insurance section of P&Cs Qld Website: www.pandcsgld.com.au
http://www.pandcsgld.com.au/pc-resources/insurance/

Uniform Shop

The uniform shop provides the school with an opportunity to supply quality uniformitems atareasonable cost to
parents. Fair Trading regulations should be observed, but the lack of overheads and volunteerlabourforce mean
that schools can keep the price of uniforms at an affordable level.

P&Cs are able to endorse aStudent Dress Code Policy that has been supported by the members of the Association at
a meeting. Referto Student Dress Codel# :

e appropriate Deed of Licence when licensinga manufacturerto reproduce the school logo for the purpose of
manufacturing uniforms.

e the Principal mustauthorised suppliers to reproduce the school logoon uniform®1: Information Sheet -
Copyright School Uniform Logo

e ensure notification and communication of any proposed change to school uniforms e arlyinaschool year
precedingsuch a change, to all parentsandif practicable, all retailers concerned so that school uniform shops
and others with significant stocks of uniforms can replace or prepare for the changes

Uniform Change process

e Generallythe following guidelines will assist the majority of P&C Associationsin the processforchange.

e Refertothe DETE policy Student Dress Codel#®

e P&Cmeetingneedstobeinformed of the reason forchange to be considered

e Approval motion fromthe P&C meetingtoinvestigate the changes recommended

e Committee setup, including staff, students and parents to consider changesand provide recommendationstoa
P&C Association meeting.

e The School Principal, P&Cand the committee should ensurethat the whole community are aware that changes
are being considered, the reasons why and any recommendations that have been putforward

e Communityshouldbe given ample time to consider any recommended changes and the ability to provide
feedback tothe committee

e Afterfull community consultation, the committee should put forward their recommendations to the P&C
Association forapproval

e Afterapproval at a duly constituted P&C meeting, the changes can be implemented and the studentdress code
updated by the school in the Behaviour Management policy

Choosing and contracting a supplier
P&C need written approval from the Principal when entering into any contract/agreement.

e Suppliersof school uniforms should be appointed forastipulated time. Thisshould be timed to coincide with
the contract for the use of the school logo.

e Thisthen providesthe P&Cwith an opportunity to review suppliers when the logo contractis about to expire.
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e DETE has Standard Offer Arrangements (SOA) in place with uniform suppliers. This mean thatthe P&Cis able to
use a preferred supplier without going through the tender process if they wish. The P&Cis not limited to SOA
suppliersandisfree to choose another supplier providing that they then follow purchasing policy requirements.

e In mostinstancesthat P&C would be requiredto gothrough a tender processtoappointa uniform supplied. The
tenderprocess should meet the guidelines outlined in the Purchasing Policy. Your Principal can assist your P&C
withinformation around the tender process.
http://education.qld.gov.au/corporate/pandc/pcpurchasingpolicy.doc

e Anychangesto the design of the school uniform should also coincide with this process.

e Suppliersshould provideinformation/quotations thatindicate costs, quality, delivery expectations and
refund/exchange policy.

e Oncethesupplierisdecided, the logo contract will also need to be arranged through the school Principal. The
supplier’s contract should also be atwo year contract for consistency.

Licensing the use of school logos

School logos are artisticworks of copyright, generally owned by the State of Queensland, through Education Qld.
Copyright protectionisautomatic, giventhatalogoisan original creation —i.e. nota copy. There is no registration
process for copyrightin Australia. P&C Associations must get the Principal’s permission to reprodu ce the school logo
inany form.

The Director-General has delegated the authority to all state school Principals to grant permission for the use of their
school logos on uniforms and other materials. Permission should be grantedin the form of a licence, signed by the
Principal and the licensee.

Clothing and Textile Report

P&C Associations are required to follow the Purchasing Textile Clothing and Footwear Policy. (Purchasing Textile
Clothing and Footwear) Each yearthe P&C is required to complete aformindicating their use of textileand footwear
suppliers based ontheircalendaryear. Thisinformation and the return from can be found attached to the above
link. P&Cs must ensure they are complying with the code of practice on employment and outwork obligations.

The Queensland, NSW and Victorian Governments are working to prevent the exploitation of workersin sweat shops
where worker’s conditions are appallingand wages low. Each of these Governments has developed a Code of
Practice on Employment and Outwork Obligations for Textile Clothing and Footwear Suppliers . The Code clearly
outlinesthe guidelines for suppliers to comply with non-exploitation of outworkers.

The Code of Practice can be viewed at: http://www.justice.qld.gov.au/ data/assets/pdf file/0013/12235/ir-
textilefootwear code2000.pdf.

Implementation Guidelines can be viewed at: http://www.justice.gld.gov.au/ data/assets/pdf file/0014/12236/ir-
textilefootwear guide2000.pdf.

Pricing of uniforms

P&C Associations will usually have a uniform subcommittee in place to recommend pricing points and standard
mark-ups forall items sold by the uniform shop forapproval at a P&Cmeeting. Where thisis notthe case the P&C
meeting willdecidethe pricing point. P&C must consider profit margins while stillmaking a profit fromitems sold.

Sun Safe Policy

All Queensland State Schools are required to have a sun safety policy. P&C Associations are required to followthis
policy when ordering uniform supplies. Developing a Sun Safety Strategy
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Bookshop

The book/stationery shopis generallyaservice to the school community to make purchasing of books more
convenient. Parents purchasing books and stationery from the school through the book shop are assured that they
are the correct type for their child’s needs. Many schools find it uneconomically to have abookshop all yearround so
only offerthis service at peak times. The Bookshop must operate at a profit.

Start of school year — Book packs

Schools provide parents with lists each yearforstudents’ needs forthe yearto come. Many P&C Association provide
supply the book packs to parents. Book packs can be prepared by the P&C or the local newsagent or stationery
supplier, however as this can be a considerable purchase forthe P&C Association Purchasing Policy requirements
must be followed. See link: http://education.qld.gov.au/corporate/pandc/pcpurchasingpolicy.doc

Stock levels

P&C Associations should monitor sales and stock levels to ensure that valuable funds are not beingtied upinitems
that are notselling. Stocktakes should be done at least each term but preferable monthly.

Swim Club

Swim Club Subcommittees are the same as any other subcommittee within the P&C Association. They are bound by
the P&C Constitution, Smart Choices, the Accounting Manual for P&C Associations and other policy. Because aswim
clubis made up of parents/ caregivers fromvarious areas of the community, notonly from the school t o whichitis
connected, the swim club subcommittee can create many challenges forthe P&C Association. There needstobe a
clearunderstanding by all members of the swim club and the P&Cabout the roles and responsibilities of the P&C
and the subcommittee. Itis essential, because of the diverse client base of a swim club subcommittee that you have
some operatingguidelinesin place with the subcommittee.

Itisimportantto know that:-

e Theswimclub subcommittee officersand members are appointed by the P&C Association.
e The executive andthe members are responsible to the P&C Association.

e Thesubcommittee mustcomply with all policy and legislative requirements thatthe P&Care required to comply
with.

e Theymust reportboth financially and on activities of the subcommittee to the P&C Association meetings.

e Theymust follow Smart Choices Food Strategy and the P&C Association should provide the subcommittee
executivewith all relevant policy information.

e Theymust prepare theirreports forauditeach year and provide those reports to the P&C Association Treasurer.

e Theymust use the same bank as the P&C Association.

e Theymust use the same auditoras the P&C Association and have the same financial year ending 31 December.

e P&C Associationisthe employer(not the subcommittee). All letters of appointment contracts must be signed by
the P&C President.

e P&C Association must keep staff records for all Association staff.

The P&C Executive when appointed at the AGMshould establishif the swimclubis afunctioning subcommittee of the
Association.

e Doesthe swimclub provide monthlyreportstothe Association onits activities and financial position?

e Arethe Executive committee of the swim club members of the Association?

e Has the swimclub executive been appointed (or endorsed) by the Association atthe AGM?

e Arethebooksof the swim clubforwardedtothe association Treasurerforauditing with the P&Caccounts?

e Doesthe swimclub have the same financial yearend?

e |sthebankaccount of the swimclubinthe name of “the XXXX School P&C Association Swim Club
Subcommittee?

e Doestheswimclubhave an AOPand budgetapproved by the Association?

e Areswimclubfunds,inexcessof working capital, being transferred to the P&C?

e Doesthe P&C have a contract with, oremploy, the swim coach and any other swim club employees?
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e Doesthe P&C pay the additional premiums for liability insurance for the swim club?

Ifthe answertoall these questionsis YES thenthe P&C isalready fully aware that they have a swim club
subcommittee, which is working well, with and forthe P&C Association. If more than one of these questionsis
answeredinthe negative, furtherdecisions may need to be made collaboratively between the Association and the
swim club members.

Outside school hours care (OSHC)

What education and care legislation applies to my service?

In Queensland, the legislation that applies —either the Education and Care
Services National Law Act 2010 (National Law) or the Education and Care
Services Act 2013 (ECS Act) — dependsonthe type of service operated.

If you operate a service thatis a budget-based funded service that does not
receive Australian Child Care Benefit, then your service will be regulated
underthe ECS Act.

If your service receives Australian Child Care Benefit, then your service is regulated under the National Law. Most
OSHC services are regulated under the National Law.

Operating an OSHC

Outside School Hours Care Services: Before and After Schooland Vacation Care

The primary purpose of Outside School Hours Care (OSHC) is to provide a cost effective service to parents of
studentsinthe local community. The Department of Education and Trainingand Employment (DETE) encourages
and supports schoolsin organisingand engaging a providerfor OSHC services. Services are provided with a License
Agreementto operate from the Office of Early Childhood, Education and Care (OECEC). Officers are based at each
DETE Regional Office. DETE makes available school premisesto the providers of OSHCservices.

Outside school hours care services are organised and operated by service providers including Parents and Citizens’
Associations, not-for-profit community groups and commercial providers. The first preference when offering a
service itto have the P&C Association operated the service. If they do not wish to operate the service, itisthen
tendered out by the Principal of the school and Procurement Branch of DETE.

Ifa P&C choosestooperate the service the P&C Executive becomethe “Service Providers” and any changesto these
officers must be reported to the Office of Early Childhood, Education and Care within 14days. The P&C, as “Service
Providers” will then be given “Service Approval” to operate the service fortheirschool.

The supervisorforthe OSHC Program and OSHC staff at the OSHC Service is the P&C President/ Delegated Executive
Officer/s. Where thereisanissue itmustbe reported to the P&C President. The School Principal has no authority
overthe OSHC Program.

NOTE: From 1 January 2012, if the P&C operatesan outside school hours care (OSHC) service, the P&C Executive
Officers may have additional responsibilities and may have personal legal obligations regarding the operation of the
OSHC service. Refertothe section on OSHC for more information.

e The National Quality Framework, under which the National Law sits, focusses on outcomes for children and
continuous qualityimprovement and ensures Australian families have access to transparentinformation relating
to the quality of education and care services.

e |[fthe P&Cis an approved providerof an outside school hours care service, members of the P& C Executive that
have management and control of the service have responsibilities and personal legal obligations underthe
National Law which cannot be delegated when it comes to ensuring compliance with thatlaw. Thisincludes
practicesto be followed, requirements that need to be met, documentation that must be maintained, and
materials, information and policies that need to be developed by services.
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e Thepresidentofthe P&Cis responsible forthe appointment of an appropriately qualified nominated supervisor
(usually the OSHC coordinator). Anominated supervisorisa personwho has consentedto be the primary
supervisorof the day to day operation of an early childhood education and care service. The nominated
supervisorwill have primary managementand control of a service in the absence of the approved provider. In
practice, the nominated supervisor, with the subcommittee (management committee), takes on the day-to-day
running of the program, but whenissues arise the president should be notified. Furtherinformation about
nominated supervisorsand supervisor certificatesis located on the website outlined below.

e Alleducationand care servicesin Queensland, including outside school hours care services, are approved and
regulated by the Queensland Government’s Department of Education, Training and Employment (Office for Early
Childhood Education and Care).

e The Australian Children's Education and Care Quality Authority is the national authority guiding the
implementation of the National Quality Framework nationally and ensuringitis delivered consistently in all state
and territories.

For more information on the requirements of the National Quality Framework see:

Australian Children’s Education and Care Quality Authority (ACECQA) link www.acecga.gov.au

Department of Education, Trainingand Employment link www.earlychildhood.qld.gov.au/ngf

Itisalso recommended that members subscribevia the website to the department’s e-newsletter, Ato Z of Early
Childhood, to keep up to date with the latest developments. Contact yourlocal DETE regional office
(www://deta.gld.gov.au/earlychildhood/pdfs/service-centre-contact-list.pdf).

Queensland Children’s Activity Network
QCAN also provides support for P&Cs operatingan OHSC Program. See link: http://www.qgcan.org.au/.

The P&C is responsible forthe appointment of the OSHC subcommittee (management committee). This
management group must follow the same policy and procedures as the Association. Please referto P&C
Constitution Section 14 ‘Subcommittees’ for more information onthe role and responsibilities of a subcommittee.

Management committee responsibilities

The management committee of aservice where the P&Cis the sponsor, isa subcommittee of the P&C Association
and as such isresponsible and accountable to the P&C Association. The main responsibility of the subcommitteeis
ensuring thatthe service has a sustainable, well-thought-out strategic plan that will carry the business successfully
intothe future. This strategic planis developedin consultation with stakeholders of the service, each providing their
hopes andvision, then bringingthem togetherto forma common direction forthe service.

The management committee must be appointed by the P&C Association and all members must be members of the
P&C Association. Recommendations for management committee members should be puttothe annual general
meeting of the P&Cfor consideration and appointment. They must have Blue Cards, as must all members of the
P&C executive where an OSHC program exists. Management committees should be given information (preferablyin
writing) onits responsibilities, composition and powers. These must be designed to meet the requirements of the
P&C Constitution and any changes need to be approved by the Association. These guidelines are commonly known
as ‘policies and procedures’ and are necessary to ensure good management. Queensland Children’s Activity Network
(QCAN) can be of assistance to P&C Associations with an outside schoolhours care program.

Nominated Supervisor and educators

The National Law requires thatthe P&C, as the approved provider, must have aresponsible person present atall
times children are attending the OSHC service. This can be a person with managementand control of the service (i.e.
amemberof the executive committee who has responsibility for managing the delivery of the service), aNominated
Supervisorora certified supervisorwho has been placed in day to day charge of the service. The P&C must nominate
a suitably qualified person to be the Nominated Supervisor (eg OSHC Coordinator) to be placed in day to day charge
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of the service. This person must consentto theirnomination. The Nominated Supervisor and educators (staff) at the
service are responsible forthe provision of care and educationin accordance with the N ational Quality Standard,
working with the management committee.

Althoughthe OSHC educators cannot be members of the executive of the management committee, they have akey
role to playininformingand advising the members of the management committee on the progress of the service.
Valuing the expertise of the educators will assist in productive and beneficial recommendations being provided to
the P&C for theirconsideration and approval.

Ifthe service isregulated underthe Education and Care Services Act 2013, the P&C, as the approved provider must
have 2 adult staff members presentat all times children are attending the service. One staff member must hold, or
be actively working towards an approved diplomalevel education and care qualification. The approved provider
must also appointasupervisorforthe service.

Coordinator and staff

The coordinator and staff of the service are responsible forensuringall policies and procedures of the facility are
carried out efficiently. They are also the ones who usually have to carry outany P&C approved directions of the
management committee. Although the coordinator and staff cannot be members of the executive of the
management committee, they have akeyrole to play ininforming and advising the members of the management
committee onthe progress of the service. Valuing the expertise of the coordinator and staff will assistin productive
and beneficial recommendations being provided to the P&Cfor their consideration and approval.

Financial management

As P&C Associations are acquiring and expending publicmoney, each P&C must be able to account forall monies
raised and spentina clearand understandableformat. The Accounting Manual for P&C Associations is mandatory
for all P&C Associations and their subcommittees to follow. Reporting to the P&C Association at each monthly
meetingon the activities and the financial position of the operation provides P&C members with an opportunity to
detectanyinconsistencies ortrends that may require attention. The Department of Education and Training’s Office
of Early Childhood Education and Care provides guidelines forthe accounting of child care benefits. These should
also be takeninto consideration when preparing budgets, accounting sy stems and reporting processes.

Reporting to the P&C Association on child abuse

Nominated Supervisors and educators made aware of mattersinvolving child abuse or suspected child abuse must
reportas soon as possible tothe P&C Association executive and the Department of Child Safety. Procedures to
follow in cases of child safety including child abuse should be well documented in the service’s Operating Handbook.

Outsourcing the OSHC Program

Thisis done by the school Principal and Procurement Branch of DETE. The P&C may be asked forsome inputand/or
to provide arepresentative forthe evaluation committee. However, once the P&Chave decided thatthey do not
wish to operate the service then they have nofurtherresponsibilities or control of the outsourcing process or the
service.Pleaserefertothe nextsection for more details.

Outsourcing of P&C Business Operations

P&C Associations cannot sublet the tuckshop orany business operation to a third party. If the P&C cannotrun a
viable business operation or does not wish to, then the P&C should pass the operationto the Principal.

The school Principal determinesif the school oranother party can operate the business operation. If the Principal
decidestooutsource the business operation, thenthe funds for leasing this operation go directly to the school
account and are accounted for through the school’s accounting system. The Principal may choose to operate the
business as part of the school operations. In thisinstance the school will be responsible forthe operation of the
business.
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Where a P&C Association does not wish to operate an Outside Hours School Care Program the school will arrange to
tenderthe service. This process sits completely outside of the P&C Association, howeverthey may be asked fors ome
input. Anoperatorwill be appointed through the tender process. Atthe conclusion of the tendertermand the
service agreement, the service willagain be offered to the P&C Association first, and if they decide that they do not
wish to operate the service it will goto tenderagain.

P&C Managing a School Facility

P&C Association does not have the ability to sign an agreement without written permission of the Chief Executive
(delegated tothe Principal), This means that although the P&C can act as an agentforthe school and manage a
schoolfacility (e.ghall, tennis courts, swimming pool etc), they cannot sign the hire agreements. They must be
signed by the school Principal. They cannot appointathird party to operate on their behalf. Afterthe new hire
agreements have been signed off by the school and then the P&C can manage the facility.

P&C Fraud

Process for reporting suspected fraud or misappropriation.

A principal of a state school who has reason to suspect misappropriation of P&C Association funds, or fraudulent
activity by any member of the P&C Associationisto report thisimmediately in writing to the DETE Regional Director.

With priority, the Regional Director will seek approval from the Director of Internal Audit foran Internal Auditorto
engage ina fact finding activity with aview to determining, whether or not to referthe matterto the Queensland
Police Service (QPS). Itwould be Internal Audit’s responsibility to refer the matterto the QPS if appropriate, and to
communicate the outcome to the Regional Director.

P&C can reportdirectly tothe Queensland Police Service, however they should notinvestigate unless they are fully
trainedinthisarea as itcan influence the investigation.

Many are minor (i.e.<5$5000) and generallyinvolve:

e cash collections notbeingbanked;

e cash beingreceived, receipted and banked by one person who can alter what was actually received;
e general lack of internal controls;and

e lowtuckshopturnoversdue tocash beingstolen.

Major frauds (tens of thousands of dollars) have involved:

e allof the previousbutonalargerscale;

e unauthorised EFT transfersto personal accounts;

e chequesbeingdrawntothemselves —signatures are forged;
e invoicesfalsified, cashbook completed with falseinformation;
e bankaccount rarely reconciled;

e financial reportsrarely provided to the Committee; and

e mostoccur duringthe 12 months between audits.

Assistance in the prevention of fraud

Appropriate financial procedures prevent mismanagement, misappropriation, loss and fraud and P&C executive
members are responsible forensuring that appropriate financial procedures are followed. Appropriate financial
proceduresinclude:

Expenditure

e P&Cchequesmustbe endorsed ‘Not negotiable —account payee only’;

e Chequesignatories mustnotsign blank cheques;

e Chequesmustbe signed by two signatories (signatories must be independent);
e Chequesshould notbe made outto cash;
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Cheque signatories must only certify payments when supporting documentationis available;
Payments must only be made when original invoices are supplied (do not pay on statements);
Accounts must be paid by cheque or EFT with the exception of petty cash transactions;
Invoices mustbe endorsed ‘paid’ once paymentis completed, i.e.chequedrawn; and
Officerreceivinggoods must be independent to the cheque signatories.

Revenue

Two independent people should be responsible for collecting and counting money;

Daily takings registerto be maintained fortrading activities, e.g. tuckshop, uniform shop (the register must be
certified by two people);

Receiptsshould be issued when money changes hands (externalandinternal transactions) ; and

Money should be banked daily or stored securely (no money to be kept at people’shomes).

Control Measures

Cashbooks/general ledgers to be kept up-to-date and liquid paper must not be used;

Presentation of financial reports (including all subcommittees) at monthly P&C meetings;

Presentation of profitand loss statements for the tuckshop and other business operations at monthly P&C
meetings;

Regularstocktakes; and

Implementing cash registers at business outlets —cash registers are more efficient than sale sheets.

Detection of mismanagement, misappropriation, loss and fraud could be by:

financial reports not being presented at monthly P&C meetings;
tuckshop operatingata loss;

tuckshop gross profitdecreasing;

suppliercomplaints overlate payment of accounts; and

late banking of monies.

Financial reports for presentation at monthly P&C meetings should include:

a schedule of payments (already paid) and to be paid;

a statement of receipts and payments (ensure receipt and cheque numbers are in sequence);

a bank reconciliation certified by the Treasurerand President (including the original bank statement); and
atrading profitand loss statement for the tuckshop and otherbusiness operation accounts (particularattention
to gross profit).
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Fundraising

Fundraising withinthe school is usually donethrough the P&C Association orin limited circumstances by the Student
Council. Underlegislation schools can't fundraise forschool purposes. Schools can collect money fora charity NOT
connected with the school underasanction from Fair Trading or underthe umbrella of a registered charity.

Generally, Principals are not required to receive approval fromthe P&C, only to seek endorsement for school
fundraising activities. The Principalis the officer accountable, andis the ultimate decision maker forthe school. So,
as longas the Principal meets legislative requirements, the Principal can approve fundraising activities on school
groundsinlimited circumstances. Schools may act as an agent for the P&C, collecting money and passingitonto the
P&C, underthe P&C's name

Consultthe Accounting Manual for P&C Associations and the Queensland Office of Gaming Regulations for further
information. See link: http://education.gld.gov.au/finance/procedure/pandc/ and http://www.olgr.gld.gov.au

Raffles and Art Unions

The Office of Liquor Gaming Regulation provides guideline booklets for each of the categories below on their website
and providesthe permits where necessary. Raffles fall underthe Charitable and Non-Profit Gaming Act 1999 with
othergamessuch as Art Unions, Bingo and Calcutta Sweeps and this is managed by the Office of Liquor Gaming
Regulation.

Thereisa hostof information ontheirwebsite at: http://www.olgr.gld.gov.au and Games and Raffles at:
http://www.olgr.gld.gov.au/gaming/licensing/competitions/index.shtml
http://www.olgr.gld.gov.au/liquor/licensing/permits/community/index.shtml (LiquorLicense Information)

Category 1 Games are gamesraising up to $2000 Gross Proceeds (Total Ticket Sales) isone of their
resourcesand it setsoutthe requirements that P&Cs must follow when holdinga
raffle. Depending on the value of the fundraiserthere are various booklets and
regulations. Please follow the links provided.

Category 2 Games are gamesraising between $2000 and $20000 Gross Proceeds.
P&Cs do notneed a license to conduct a Category 1 or 2 games.

Category 3 Games are games raising over $20,000

All ticketsin Category 1, 2 & 3 games must be sold at the same price, HOWEVER, tickets may be sold as a
bundle (egone for$1 or three for$2).

If bundledtickets can be purchased at the time of sale, thenthe same discount for bundled tickets must be
offeredtoall ticket buyers.

Tickets must not be sentor delivered toa person UNLESS:

e The personhas paidfor the ticket beforeitissent or delivered OR
e Thepersonisthe association’s agentorticketseller.

Consent to Fundraise
To be an agentor ticket sellerthe parents mustagree toreceive the tickets.

Written permission must be obtained by the P&Cfrom parents, for families to participate in fundraising activities.
Parents can provide consentvia permission note sent home for every fundraiser conducted. The student brings in
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the signed consent form stating that they parents are happy to participate in the fundraiserand receive the
products, raffle tickets, etc.

In agreeingto sell tickets the parent agreesto act as an agent for the P&C and to do thisthey need togive their
written permission. P&C may get written permission from parents at the beginning of ayear indicating that parents
are willing to participate in all fundraising ventures. The parents can at any time refuse to participate inafundraising
activity andin that case raffle tickets would not be senthome to them.

Grants

(P&Cs Qld Webinaron Grant Writing can be viewed through the Members Area)

Community grants are becomingavery successful method for obtaining funds forspecial projects. P&C Associations
are able as an organisation with Not for Profit Status to apply for grants. P&Cs should be aware that they do not
have an incorporation numberasthey are as Statutory Body underthe Education (General Provisions) Act 2006.

P&C Associations are notincorporated in Queensland. They are, infact, specifically excluded from incorporating by
the Associations Incorporation Act 1981 because P&C Associations are provided for by the Education (General
Provisions) Act 2006 and no organisation can be provided for by more than one Act of Parliament. However, most
grants are available tothem as there is usually another section marked “other or “another Act of Parliament” which
will accommodate the status of a P&C Association.

If the funding body requires asponsororganisation that would be your school as they are incorporated and can act
as the sponsorfor P&C Associations. There are two parts of a successful grantapplication. Firstand foremost the
submission forthe funding of projects that will benefit the school and the students and secondly, acomprehensive
report back to the institution who provided the funds on the project completion and financial disbursements.

Gaming Fund and othergrant applications may indicate asponsorforunincorporated bodies and if thisis the case
the P&C should give the school as the sponsor. Schools are incorporated under Education (General Provisions) Act
2006 (which comesunder ‘anotheract of parliament’ onthe Gaming Fund Application)

Grant Writing webinaris available through the members’ area of Sharepoint and this webinar will provide you with
some valuable information on grant writing.

P&Cs Qld has puttogethera factsheet on grants that might be useful to P&C Associations. The factsheet can be
accessed below orthroughthe P&Cs Qld website:
Helpful links: Finding Grants

Participation in local community events

P&C Associations often take advantage of larger community events to have astall. This could be a craft stall at the
local show, a drink stall at an expo or business promotion event orit may be a sausage sizzle outside the local
supermarket.

The P&C should ensure they have aclear understanding of theirobligations, includinginsurance, inregard to the
stall and the eventasa whole.

P&Cs must be aware of food safety if the eventincludes service of food to the community.
P&C mustfill outan activity declaration and apply totheirinsurerforeventcover. There is an activity declaration

formavailable on P&Cs Qld website.

Many organisations will request a “Certificate of currency” before they will allowyour P&Cto host a sausage sizzle
on their premises. P&Cs can download thisform from the P&Cs Qld Website.

Insurance forms at: Insurance Forms
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Commercial Business Operation
More and more P&Cs are venturingintothe businessworld. Cateringlocal functions, markets etc. are becominga
normal part of a P&C’s functions. P&Cs should ensure thatany venture fits within the limitations of the P&C

constitution and current legislation and policy. Ifin doubt please talk with your Principal. All business operations of
the P&C Association operate underthe Association’s ABN. Every P&C Association hasan ABN.

Using a third party to collect funds

P&C are NOT able to use a third party collection agency (example use aticketing agency to manage ticketsalesfora
concert or forordering tuckshop online). Please refer to the Accounting Manual page 23.

The purchasing policy can be found at: http://education.qgld.gov.au/corporate/pandc/pcpurchasingpolicy.doc

P&C donations and sponsorship

Advertising and Sponsorship Policy http://ppr.det.gld.gov.au/corp/commmark/Pages/Advertising-and-
Sponsorship.aspx

An Advertising, Sponsorship and Fundraising checklist is also provided as a step-by-step guide to advertising,
sponsorship and fundraising arrangements for schools and Parents and Citizens’ Associations (P&C Associations)-
refer proposals and arrangements to your school Principal for approval use advertising, sponsorship and fundraising
checklist to help assess suitability of advertising, sponsorship and fundraising proposals ensure behaviour orany final
arrangement would withstand critical public scrutiny when negotiating advertising and sponsorship.

P&C Associations may seek supportfrom local business by way of donation and sponsorship. Donationsto the P&C
are not tax deductible. Donations to the P&C Association School Building fund (if one exists) are tax deductable.
Where the P&C Association have a School Building Fund DGR, the P&C must registerthe fund with the ATO and
adoptthe DGR Clause 6 of the P&C model constitution.

Sponsorship differs from adonationin that sponsorship moneyis provided with the intention thatthere is
somethinginreturn. Abusinessthatsponsorsafunction expects, and should, receive promotion of their business or
productin return for the goods or money given. P&C Associations cannotendorse or recommend any products or
services.

DETE’s advertisingand sponsorship policy should be asource of reference before enteringinto sponsorship and
advertising transactions. P&Cs should also discuss any such proposals with the Principal and seek authority before
signingany agreements.

Fetes

The school fete is atraditional way fora P&C Associationto raise arelativelylarge amount of cashin one event. Afete
is also a very social function, bringing the community together in a common cause. It isimportant to have a long
planning and organisational lead in to a fete. There is a lot to do and organise and many bookings to be made. The
successful fete will be well planned.

The P&C Association can, if they wishimplement asubcommittee to organise the fete. The organising committee has
the same obligations as any othersubcommittee. They mustreportregularly tothe P&CAssociation and are
accountable tothe Association around funds expended. Allde cisions need to be broughttoa P&C meetingfor
ratification. See link at: http://www.pandcsqld.com.au/documents/2013/12/planning-for-your-school-
fetefundraising-event.pdf

Checklist for School Fete/Event Organisers - Mobile Amusement Devices

Seelink at: http://education.gld.gov.au/health/pdfs/healthsafety/amusement-rides.pdf
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Thingsto organise:

the organising committee
advertising/ promotion
donationsand sponsorship
local government requirements
stallsand convenors

firstaid station

insurance

site planforstalls

attractions

floats, petty cash and banking
settingup

money handling

volunteers
volunteerregister

afterthe event

Parents and Citizens’ Associations and School Councils

Some Schools have a School Council as well asa P&C Association. The School council has aseparate constitution. For

furtherinformation about school councils please follow the following link. Seelink at:
http://education.qld.gov.au/schools/about/school-council-handbook.html

Fact Sheetsandtemplates are availableat: http://www.pandcsgld.com.au/pc-resources/fact-sheets
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Templates

of

XXXX State School P&C Association

Certificate of Appreciation

P&C Association has been in the position of

Vice President
foraperiod of c..ccooovviiiiiiiiii .

Tasks undertaken in this role include:

Participation in management

Shows leadership and team work skills

Undertakes set tasks with skill and enthusiasm
Represents the Association in the community
Integral in decision making

Communicates information and policy effectively
Active member of the board / Executive team
Manages paid and unpaid staff

Monitors compliance with policy

Organises and supervises fundraising opportunities
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Code of Conduct for P&C Associations

This Code of Conduct clarifies the expected standards of all P&C Association members. It has been adopted
to aid all members of our school community to work as a cohesive group in partnership with the school.

The Code is intended to promote and maintain the highest standard of ethical behaviour by P&C
Association members. Members of a P&C Association should adhere to the Code of Conduct at all times.
This Code applies to each member of a P&C Association.

P&C Association members are to:

Signature:

actin the best interest of the total school community atall times

conduct and present themselves in a professional manner and act ethically and with
integrity at all times

act with courtesy and demonstrate respect for all persons, whether fellow P&C
Association members, school staff, parents/carers, students, community members

remain objective and avoid personal bias at all times
represent all members of the school community

engage the school and wider community in developing and effecting school priorities,
policies and decisions in a manner that is consultative, respectful and fair

declare any conflicts of interest and not misuse their office to advance individual views
or for personal gain

make fair, transparent and consistent decisions
provide objective and independent advice

listen and be tolerant of the views and opinions of others, even if those views and
opinions differ from their own

treat official information with care and use it only for the purpose for which it was
collected or authorised

respect confidentiality and information privacy (about the school, community members,
staff or students) at all times and not disclose confidential information

not use confidential or privileged information to further personal interests

be responsive to the requirements of the school community

seek to achieve excellence in educational outcomes for all students at the school
listen and respond to issues and concerns regarding strategy and policy

work within the boundaries of the Education (General Provisions) Act 2006, the
Education (General Provisions) Regulation 2006 and the Department of Education,
Training and Employment’s policies and procedures relevant to P&C Association
operations.

Date:
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NOTE: It is good to have the Code of Conduct on the back of the P&C Membership Application Forms. This
way both can be signed at the same time and kept in the Members Register. This e nsures that all members
are aware of the Code of Conduct.

Checklist for outgoing P&C executive

To be handed over to the incoming president/secretary

v" Support Guide for P&Cs

v" Copiesofrolesand responsibilities

v" Current P&C approved Constitution

v" Subcommittee bylaws/policies

v" OtherP&C policies

v' Currentemployeeletters of employmentand details

v'  Letterfrom ATO advising TCC (Tax Concession Charity) status
previously known as Income Tax Exempt Charity (ITEC)

v'  Letterfromthe ATO advising of DGR (Deductible Gift Recipient)
statusif a P&C Association has aschool building fund.

v" Standingorders/meeting procedures

v Registerof P&Cmembers

v' Registeroflife members of P&C

v" Minutes books with minutes from all meetings since P&C commenced

v' Motionsregister (thisisasuggestion only butithelps new executive continue ongoing actions from motions
from the past)

v" Address list of contacts for assistance — Principal, Business Services Manager, P&Cs Qld, QAST, Nutrition
Australia, Industrial Relations oran Employers Union, ATO, QCAN, Gaming Benefit Fund, Raffles, alcohol licences
and Marsh Pty Ltd (Include contact name, phone, fax, email and website information).

v" P&Ctemplate forthe formats of the agenda, minutes, financial reports

v' Alistofany importantissues/projects which need to be followed up or continued by the new executive

v" Anydiary that has been keptby the P&C on issues, events and/orinvitations attended by the outgoing

executive

To be handed over to the incoming treasurer

Copy of the Accounting Manualfor Parents and Citizens Associations

Books of accounts for currentand previous year

Registers forbuildingfund/DGR (deductible gift recipient)

Cheque, receipt, invoice and order books

Assetsregister

Auditor’s statements and reports for past seven yearsincluding current year

Bank form for change of signatories for P&C general, subcommittee and any investment accounts

AN N NN

For the principal

Ensure the principal has the following for safekeeping:
e Currentapproved P&C Constitution
e  Copyof income tax exemption for charities (TCC) letter and deductible gift recipient (DGR) status.

School should provide an areaforarchiving of P&C information and old records. They should not be stored off -site.
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TIPS for the P&C Executive

Readlegal documents, don’tjustsign! Seek advice fromthe principal where necessary.

P&Cs Qld insurance covers all volunteers who are working within the school orat P&C-approved events.
Neversign blank cheques (thisincludes eitherthe amountorthe payee)

Always check and sight a supporting invoice before
signing cheques.

Ensure you maintain good communication with other
members of the executive.

Do not engage in discussions where you have afinandial
or personal interest. Always declare any conflict of
interest that may occur.

Pass on keyinformation toyoursuccessor.
Implementorattend skilling sessions so all office
bearers are aware of theirresponsibilities

Adhere tolegislation.
Remember, everyone is different butis part of the team.

Lead by example and set appropriate standards.

Promote your P&C Association

Do what you can to promote your P&C Association. If the parents are not comingto you thenyou can go to
them.

There are always people atthe school around drop off and pick up time. What can you do as a group to
engage them?

Where else can you promote your association and celebrate the great things that you do!

What can the Association do forits members? As an association what do you give back to members? Why
should they jointhe association?

Give people justone job!Share the load. Say thank you and celebrate success!

Don’t overload members especially if they are new to the association.

How many times have you heard that someone wentto their first meetingand it happened to be the AGM
and they came away with a position on the executive? What supportand training did they get? How many
struggle with very little supportorinformation? Once you know where togoitis easier but gettingto that
point can be difficult sometimes. Thatis why handovers are soimportantand the principal hasarole to play
in supporting new executive members.
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Representation Advocacy & Consultation

P&C task calendar

JANUARY

FEBRUARY

MARCH

Ensure auditis well
underway, all books
are providedto
auditor.

Start to getready for
AGMs

Ensure principal has
School Logo copyright—
Deeds of Licence —
signed by all Uniforms
suppliers.

P&Cs Qld Mail out Including Parent Talkand items
for Executive toaction

QCPCA membership and Insurance Renewalto be
paid

Notifications of AGM in newsletter

School Annual Reporting and Operational Plan
Details of P&Cs Qld State Conference sentto
P&Cs

Update and record assetregisterforthe P&C
Ensure all Executive folders with required
documents are maintained forany new executive
members—with Constitution, Operations manual,
accounting manual, smart choices policy,
employerunion contacts, gamingregulations and
othercontact details.

All P&CAGMs needto be
conducted before the end of this
month

Allinsurance must be paid before
the end of this month to P&Cs Qld
Return notification of new
Executive and ATO contact formto
P&CsQld

Give Secretary and President email
addresses to MIS

administrator /principalto update
P&C email contacts

Update membership register
Update school web site with P&C
details, price lists, fundraising
eventsetc.

APRIL

MAY

JUNE

ACNCAIS Statement
Due

Auditto be received by DETE Regional Offices (not
required by P&Cs Qld)

ParentTalk posted

Returning Officer/scrutineerinformation sentto
P&Cs for State Conference

P&Cs Qld conference registration forms sent

P&C Day in Education Week

JULY AUGUST SEPTEMBER
Textile clothing reportto Department of Justice — | P&Cs Qld State Conference
(Recent Change) and DETE Procurement P&C succession training should
ParentTalk posted beginforthose who are looking
P&Cs Qld financial / annual auditreportand fee for volunteerstofill executive
structure posted for P&C information positions
P&C planningstarts for nextyear
OCTOBER NOVEMBER DECEMBER

Setgoalsand
objectivesforthe
comingyear
ParentTalk posted
Review fundraising
calendarforthe next
year

Australian Council of
State School Org

Draft P&C business plans

Start preparing audit materials

Stocktake of goods for insurance —reduce
tuckshop stock. If an increase in uniforms may
needtoincreaseinsurance

Tuckshop Day — Firstweek in November

Gettingbooks ready to be sentto
auditor

Celebrate the years success with
all volunteers

(ACSSO) Conference.
* Under EGPA Regulations 2006, general meetings must be held atleastthree times per semester or more to
complete the P&Cbusiness efficiently and effectively.
ok Smart Choices committee should meet once per month oras regularly as needed.
koK sk

quarterly depending on yourarrangements with the ATO.

BAS statements need to be completed forthose P&Cs registered for GST. This can be done monthly or
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Handover Kit Suggestions:
For all executive members

e  SupportGuide for P&Cs

e Accounting Manualfor P&Cs

e Copiesofrolesandresponsibilities for each position

° Current P&C approved constitution

e  Subcommittee bylaws/policies/operating guidelines

e  OtherP&C policies

e  Addresslist of contacts for assistance — Principal, Business Services Manager, P&Cs Qld, QAST, Nutrition
Australia, Industrial Relations oran Employers Union, ATO, QCAN, Gaming Benefit Fund, Raffles, alcohol
licences, Marsh Pty Ltd, DETE (Include contact name, phone, fax, email and website information).

e Informationon Outside School Hours Care (if one is operated by the P&C Association)

e  Quick Guide for P&C Associations availablefrom DETE and P&Cs Qld.

President / Secretary

e  Currentemployeeletters of employmentand details

e LletterfromATO advising ITEC (Income Tax Exempt Charity) status

e Standingorders/meeting procedures

e  Registerof P&RCmembers

e  Registeroflife members of P&C

e  Minutes bookswith minutesfromall meetings since P&Ccommenced

e  Motionsregister—thisisa suggestiononly butit helps new executive continue ongoing actions from motions
from the past.

e P&Ctemplate foragenda, minutesformat, financial reports format.

e P&C Meetingattendance book

e Alistofanyimportantissues/projects which need to be followed up orcontinued by the new executive.

e Anydiarythat has beenkeptbythe P&C on issues, events and/orinvitations attended by the outgoing
executive.

e Buildingfund DGR (Deductible Gift Recipient) status letter from ATO

e Bank formfor change of signatories for P&C general, subcommittee and any investment accounts

For Treasurer

e  Accounting ManualforP&Cs
e  Books of accounts for currentand previousyear
e List of subcommittees
e  Registersfor:

o  buildingfund DGR (Deductible Gift Recipient)

e cheque, receiptandorderbooks

e  assets

e accountable forms

e auditor'sstatementsandreportsforthe pastsevenyearsincludingcurrentyear
e  Bankformfor change of signatories for P&Cgeneral, subcommitteeand any investment accounts Letter fro
e  ATO advising Income Tax Concession Charity (TCC) status
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P&C handy contacts and links

RESOURCES

P&C MODEL CONSTITUTION

The P&C Model Constitutionisthe guiding document of

the P&C Association. Each school P&CAssociation has a
constitution thatthey have adopted and has been
approved by their principal. The executiveand the
principal should have copies of this document.

Model Constitution

ACCOUNTING MANUALFOR P&C

ASSOCIATIONS

The Accounting Manualfor P&C Associations provides
extensive information for the financial recording and
reporting of retail activities of P&Cs. The manual is
available online and can be found on the Education
Queensland website atthe P&C Accounting Manual

SUPPORT

P&CsQld

The P&Cs Qld website hasinformation for P&C
Associations. Phone: 1800 218 228
http://www.pandcsgld.com.au

P&CSERVICES MANAGER

DETE/P&Cs Qld Ph 33523900 M 0421669792
Robyn.Kelso@dete.qgld.gov.au or
Robyn@pandcsqld.com.au

DETE Regional Offices, school principals and business
service managers can also assist and offer guidance to
P&C Associations.

OUTSIDE HOURS SCHOOL CARE

Office for Early Childhood Education and Care —
Education Queensland Regional Offices and the Office
website: http://dete.gld.gov.au/earlychildhood/

http://www.deewr.gov.au/Earlychildhood/Policy Agen

da/Pages/FrameSchAgeCare.aspx#

QCAN Queensland Children’s Activity Network

Ph 3201 2429

My Time Our Place — Framework for School Age Care
http://www.qgcan.org.au

INDUSTRIAL ADVICE
COMMUNITY MANAGEMENT SOLUTIONS (CMS)
Postal Address PO Box 3060 Newstead

Phone 1300 007 110 or (07) 3852 5177
Fax (07) 3852 5188
Email info@cmsolutions.org.au

NATIONAL RETAILERS’ ASSOCIATION
Employer Law Hotline 1800 738 245
Website: www.nra.net.au

Email: Law@nra.net.au

WAGELINE
Telephone: 1300 369 945
Website: www.wageline.gld.gov.au

Queensland Industrial Relations Commission
http://www.girc.qld.gov.au/contact/index.htm
Ph 1300 592 987

FAIR WORK AUSTRALIA
http://www.fwa.gov.au
Telephone: 1300 799 675

Email: Inquiries can be emailed to
inquiries@fwa.gov.au

TUCKSHOPS

Nutrition Australia
http://www.nutritionaustralia.org/

QAST

Queensland Association of School Tuckshops
Phone: 3324 1511

Website: www.gast.org.au

EQ Tuckshop Resource
http://education.qgld.gov.au/schools/healthy/docs/bo
ok-sect5.pdf

GENERAL

SMART CHOICES
http://education.qld.gov.au/schools/healthy/food-
drink-resources.html

INSURANCE

MARSH ADVANTAGE INSURANCE
Debbie Youngs 3115 4555
(QCPCAinsuranceissues)
Australia
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