
CSHS P&C Association Inc

20191028 CSHS P&C General Meeting
Ge ne ral Me e ting

Whe n 28  Oct 20 19  at 7:30  PM

Location: Choral Studio, CSHS, Choral Studio, CSHS

Chairpe rson Kate  Sinfie ld

Minute
take r

Bre ndon Flahe rty

Pre se nt Marina Biddle  , Je re my Chappe ll , Bre ndon Flahe rty (Se cre tary) , Matt Gaunt
, Shirle y Godfre y (Tre asure r) , Trace y Gralton , Nikki Harve y , Ne il Hunt , Art
Le dovsky , Lana Le dovsky , Dave  Lukave cki , Miranda Ove rme ire  , Chris
Porte ous  , Kate  Sinfie ld (Pre s ide nt) , Craig  Ste wart

Apolog ie s Rache l Cle g g  , Tracy De nham , Sonam Dhe ndup , Be rnie  Dunn , Sandie
Lam , Pe nny McNiff , Ge ana Strang  , Ke n Taylor (Vice  Pre s ide nt)

Minutes

1. Welcome
Kate  ope ne d the  me e ting  at 7:33 pm

2. Confirmation of Minutes of previous meeting
The  minute s  had be e n pre vious ly circulate d for re vie w.

Decisio n

The  Minute s  of the  Ge ne ral Me e ting  of 9  Se pte mbe r 20 19  we re  Move d, Vote d &
Acce pte d as  a true  re cord.



3. President's Report
Kate  re porte d that the  big  proje ct for now is  the  ong oing  g rounds  committe e
re vie ws  and works  be ing  cons ide re d.
The re  is  a me e ting  ne xt we e k.

4 . Principal's Report
Ne il pre se nte d his  re port, with some  additional ite ms :

Solar Pane ls  te nde r re vie w pane l las t Thursday - no re sult ye t.
Stude nt he alth & we llbe ing  is  a big  part of the  Bus ine ss  Plan - ne e d to g e t
s taff on-board firs t for 20 20  and the n to the  s tude nts
School will re ce ive  $16 k pe r s tude nt for any who are  take n throug h the
Se le ctive  Entry Inte rnational Prog ram. The  Principal has  the  final say.
Ye ar 12 las t day - unacce ptable  damag e  on the  Sunday nig ht and the  ne xt
day 4 toile ts  totally de s troye d and late r spray painte d cars  in the  s tre e t - 10
s tude nts  suspe nde d and asse mbly cance lle d for all the  ne xt day. Ne e d to
re vie w the  day for ne xt ye ar.
Be rnie  Dunn has  aske d for no fuss  ove r his  re tire me nt, but it was  ag re e d to
write  a le tte r of thanks  from the  P&C for his  ye ars  of se rvice .

20 19 10 28 _Principal_Re port.pdf

5. T reasurer's Report
Shirle y pre se nte d he r re port.

An alte rnative  auditor is  to be  approache d for this  ye ar due  to the
unjus tifie d cos t incre ase .

20 19 10 28 _Tre asure r_-_P_L.pdf
20 19 10 28 _Tre asure r_Balance _She e t.pdf
20 19 10 28 _Tre asure r_CBA_TD_RATE.pdf
20 19 10 28 _Tre asure r_Auditor_Eng ag e me nt_Le tte r.pdf
20 19 10 28 _Tre asure r_re port.pdf

Decisio n

It was  Move d, Vote d & ACCEPTED to de pos it approximate ly $36 8 k from the  Building
Fund to te rm de pos it for 5 months .

5.1. Spending  Requests & Sug g estions
No re que sts  re ce ive d from the  school.
P&C Spe nding  approve d:

TidyHQ sys te m for the  ne xt ye ar to 15 Nov 20 20  - $46 8 .0 0

6 . Communications
No re port

https://s3.tidyhq.com/orgs/7490a7d77f99/attachments/edd88d72903cb0c55130869bdba353a1d9ddb053/20191028_Principal_Report.pdf
https://s3.tidyhq.com/orgs/7490a7d77f99/attachments/aaa81da1442c27b98d4ebad6fbbe23da580ac5e6/20191028_Treasurer_-_P_L.pdf
https://s3.tidyhq.com/orgs/7490a7d77f99/attachments/26161b0dff6969d83dcd4a6c324663574fd5d5d1/20191028_Treasurer_Balance_Sheet.pdf
https://s3.tidyhq.com/orgs/7490a7d77f99/attachments/0059e29432d5979bf3dc11d89f189bdfb6183529/20191028_Treasurer_CBA_TD_RATE.pdf
https://s3.tidyhq.com/orgs/7490a7d77f99/attachments/a707914f35732b2c976bce9d4a5c1407622e5e44/20191028_Treasurer_Auditor_Engagement_Letter.pdf
https://s3.tidyhq.com/orgs/7490a7d77f99/attachments/0bea90b0b4a1b1ecbf9a7bca32e109014492705d/20191028_Treasurer_report.pdf


7 . Art Exhibitiion
Jane  will be  arrang ing  me e ting s  for late r this  ye ar to prog re ss  the  se le ction of the
committe e  and the  Gue st Artis t.
Ne xt ye ar e xam pe riod has  s lippe d a we e k, so art e xhibition will now ne e d to be
the  we e ke nd afte r the  long  we e ke nd 5-7 June  20 20

8. Music Parents
Trace y pre se nte d a ve rbal re port:

MPC me e ting  las t we e k with Minute s  to come .
Be cause  of the  ne w rule s , ne e d to g e t the  sub committe e  se t up prope rly
Sug g e st firs t me e ting  of the  ye ar for MPC be  the  we e k afte r the  AGM
Pote ntial MPC office  holde rs  to be  vote d in at AGM and the  MPC me e ting
move d to 24 Fe b.
Trace y & Pe nny re vie wing  the  Te rms  of Re fe re nce  in se parate  me e ting s .

9 . Uniform Shop
Bre ndon pre se nte d Ke lly's  re port in he r abse nce :

The  award rate s  are  chang ing  ag ain e ffe ctive  1 Octobe r and this  is  to be
e nte re d into the  payroll sys te m.

20 19 10 18 _Uniform_Manag e r.pdf
20 19 10 28 _Uniform_Coordinator_re port.pdf

10 . YouthCARE
Nikki pre se nte d he r re port.

20 19 10 28 _YouthCARE.pdf

11. Act- Belong - Commit
No re port

12. Quiz  Nig ht
No re port

13. Grounds
Dave  pre se nte d his  re port.

A quote  from the  builde r for the  Uniform Shop portico was  re ce ive d today.
Small chang e s  be ing  sug g e ste d to g arde n, roof, se ats , e tc. about $25k or
$35k if the  diffe re nt me thod is  use d plus  about $8 k for the  se ating , e tc.
Ne e ds  to be  approve d by the  school (Ne il & Arle ne )  be fore  it can prog re ss
Dave  to forward de tails  to Kate  & Ne il

20 19 10 28 _Grounds_-_total.pdf

https://s3.tidyhq.com/orgs/7490a7d77f99/attachments/2691e87178726fa14488207419d885eec7d279f1/20191018_Uniform_Manager.pdf
https://s3.tidyhq.com/orgs/7490a7d77f99/attachments/5f7656370166c04b63510e49f582621ce9007de1/20191028_Uniform_Coordinator_report.pdf
https://s3.tidyhq.com/orgs/7490a7d77f99/attachments/add326ad767c9072356930d7586574433f587085/20191028_YouthCARE.pdf
https://s3.tidyhq.com/orgs/7490a7d77f99/attachments/f6bfea99c9ea455d230689d8a4dac942f23830dd/20191028_Grounds_-_total.pdf


14 . School Board
Chris  pre se nte d the  re port from the  Ope n Board Me e ting  by the  Chair.

20 19 10 28 _Board_Chair&#39 ;s_Re port_20 18 .pdf

15. Dads Group
Craig  Ste wart was  not available :

Two e ve nts  have  be e n conducte d
Cooking  class  with He rb Faust we nt ve ry we ll
Dads  4WD adve nture  at Jule mar Fore s t with 9  dads  and 16  kids . The  club has
offe re d to do this  annually.
Le sson le arne d to charg e  a small fe e  for e ntry to minimise  withdrawals

16 . ICT
No re port

17 . General Business

CSHS_P_C_Constitution_20 19 .pdf

17 .1. 20 20  Calendar Dates
Some  chang e s  will ne e d to be  made  in conjunction with the  school (  Ye ar 7
BBQ for e xample )  and the  finalisation of the  AGM and MPC me e ting s  in
te rm 1.

20 20 _P_C_Cale ndar_Draft.pdf

17 .2. Correspondence
Nil

17 .3. Sub- Committees
Te rms  of Re fe re nce  ne e d to be  drafte d & finalise d for e ach Sub-committe e .
Bre ndon to se nd out drafts  to MPC, Art & Quiz  committe e s .

MPC_Te rms_of_Re fe re nce _19 9 6 .pdf
20 19 10 28 _P_C_Org anisation_Structure _20 19 .pdf

https://s3.tidyhq.com/orgs/7490a7d77f99/attachments/2e153e1c61aa60dd317192a1621b534524288988/20191028_Board_Chair's_Report_2018.pdf
https://s3.tidyhq.com/orgs/7490a7d77f99/attachments/1988c8731a0b1044408a95d388b8002982536677/CSHS_P_C_Constitution_2019.pdf
https://s3.tidyhq.com/orgs/7490a7d77f99/attachments/99b14d3d22322c29a07426d8cf40e23a5d598092/2020_P_C_Calendar_Draft.pdf
https://s3.tidyhq.com/orgs/7490a7d77f99/attachments/bc5c6b32154a8902cf696c327e472c75468fbfd7/MPC_Terms_of_Reference_1996.pdf
https://s3.tidyhq.com/orgs/7490a7d77f99/attachments/54454907f481e915cdb344b071b5f03d2729a01e/20191028_P_C_Organisation_Structure_2019.pdf


17 .4 . Role Descriptions
The  e xis ting  Role  De scriptions  to be  se nt out all to update  and re turn to
the  Se cre tary in 2 we e ks .
Kate  & Bre ndon to re vie w the  chang e s  for discuss ion & adoption at the
ne xt me e ting .
Once  finalise d the se  are  to be  put onto the  P&C we bs ite  for all to vie w.

Form_6 6 _-_P_C_Role _State me nts .pdf

18. Last meeting  for the year -  2 December
Ne xt me e ting  to be  followe d by dinne r - location to be  advise d
Me e ting  conclude d at 9 :21

End of minutes.
Summary of matters arising are tabled on the following

page.

https://s3.tidyhq.com/orgs/7490a7d77f99/attachments/0b85fc8bf25e0c8e4c7b84fca33465bc8e21dc8e/Form_66_-_P_C_Role_Statements.pdf


Minutes of 20191028 CSHS P&C General Meeting
on 28 Oct 2019
Summary of Matters Arising

Decisions 

Ite m De cis ion

2.
The  Minute s  of the  Ge ne ral Me e ting  of 9  Se pte mbe r 20 19  we re  Move d, Vote d &
Acce pte d as  a true  re cord.

5.
It was  Move d, Vote d & ACCEPTED to de pos it approximate ly $36 8 k from the
Building  Fund to te rm de pos it for 5 months .

Summary of Attachments

Attachments 

Ite m File  Name

4. 20 19 10 28 _Principal_Re port.pdf

5. 20 19 10 28 _Tre asure r_-_P_L.pdf
20 19 10 28 _Tre asure r_Balance _She e t.pdf
20 19 10 28 _Tre asure r_CBA_TD_RATE.pdf
20 19 10 28 _Tre asure r_Auditor_Eng ag e me nt_Le tte r.pdf
20 19 10 28 _Tre asure r_re port.pdf

9 . 20 19 10 18 _Uniform_Manag e r.pdf
20 19 10 28 _Uniform_Coordinator_re port.pdf

10 . 20 19 10 28 _YouthCARE.pdf

13. 20 19 10 28 _Grounds_-_total.pdf

14. 20 19 10 28 _Board_Chair&#39 ;s_Re port_20 18 .pdf

17. CSHS_P_C_Constitution_20 19 .pdf

17.1. 20 20 _P_C_Cale ndar_Draft.pdf

17.3. MPC_Te rms_of_Re fe re nce _19 9 6 .pdf
20 19 10 28 _P_C_Org anisation_Structure _20 19 .pdf

17.4. Form_6 6 _-_P_C_Role _State me nts .pdf

Attachments can be found under your TidyHQ admin account at:
Sto rag e > Meeting s > 20191028 CSHS P&C General Meeting

https://s3.tidyhq.com/orgs/7490a7d77f99/attachments/edd88d72903cb0c55130869bdba353a1d9ddb053/20191028_Principal_Report.pdf
https://s3.tidyhq.com/orgs/7490a7d77f99/attachments/aaa81da1442c27b98d4ebad6fbbe23da580ac5e6/20191028_Treasurer_-_P_L.pdf
https://s3.tidyhq.com/orgs/7490a7d77f99/attachments/26161b0dff6969d83dcd4a6c324663574fd5d5d1/20191028_Treasurer_Balance_Sheet.pdf
https://s3.tidyhq.com/orgs/7490a7d77f99/attachments/0059e29432d5979bf3dc11d89f189bdfb6183529/20191028_Treasurer_CBA_TD_RATE.pdf
https://s3.tidyhq.com/orgs/7490a7d77f99/attachments/a707914f35732b2c976bce9d4a5c1407622e5e44/20191028_Treasurer_Auditor_Engagement_Letter.pdf
https://s3.tidyhq.com/orgs/7490a7d77f99/attachments/0bea90b0b4a1b1ecbf9a7bca32e109014492705d/20191028_Treasurer_report.pdf
https://s3.tidyhq.com/orgs/7490a7d77f99/attachments/2691e87178726fa14488207419d885eec7d279f1/20191018_Uniform_Manager.pdf
https://s3.tidyhq.com/orgs/7490a7d77f99/attachments/5f7656370166c04b63510e49f582621ce9007de1/20191028_Uniform_Coordinator_report.pdf
https://s3.tidyhq.com/orgs/7490a7d77f99/attachments/add326ad767c9072356930d7586574433f587085/20191028_YouthCARE.pdf
https://s3.tidyhq.com/orgs/7490a7d77f99/attachments/f6bfea99c9ea455d230689d8a4dac942f23830dd/20191028_Grounds_-_total.pdf
https://s3.tidyhq.com/orgs/7490a7d77f99/attachments/2e153e1c61aa60dd317192a1621b534524288988/20191028_Board_Chair's_Report_2018.pdf
https://s3.tidyhq.com/orgs/7490a7d77f99/attachments/1988c8731a0b1044408a95d388b8002982536677/CSHS_P_C_Constitution_2019.pdf
https://s3.tidyhq.com/orgs/7490a7d77f99/attachments/99b14d3d22322c29a07426d8cf40e23a5d598092/2020_P_C_Calendar_Draft.pdf
https://s3.tidyhq.com/orgs/7490a7d77f99/attachments/bc5c6b32154a8902cf696c327e472c75468fbfd7/MPC_Terms_of_Reference_1996.pdf
https://s3.tidyhq.com/orgs/7490a7d77f99/attachments/54454907f481e915cdb344b071b5f03d2729a01e/20191028_P_C_Organisation_Structure_2019.pdf
https://s3.tidyhq.com/orgs/7490a7d77f99/attachments/0b85fc8bf25e0c8e4c7b84fca33465bc8e21dc8e/Form_66_-_P_C_Role_Statements.pdf
https://cshspc.tidyhq.com/storage/meetings?meeting=d4ef8fd0fe1b2b12


P&C Report  October 28, 2019 
Capitol Works 

1. Commercial Kitchen/Textile studio – estimated cost $450 000.  Final negotiations completed with 
successful tender  held Monday October 21.  Construction to be completed January 20, 2020. 

2. Swimming Pool and Plant upgrade – Estimated costs $500 000. Design has now been signed off 
and will go to tender for a start in April 2020. 

3. Solar Panels.  Final hurdle to be cleared on Thursday October 24 by BMW’s standing Tender 
Review Panel.  Will update at the meeting.  Price $693 000. 
 
 

Staffing 
 
Executive changes 2020 Semester 1 
Junior Secondary School Associate Principal Karena Wilson (Returning form Maternity Leave) 
Middle Secondary School Associate Principal Kate Grayson (former the Deputy Principal HR) 
Deputy Principal HR    Hagop Boyadjian (Head of Mathematics) 
Deputy Principal Administration Systems Carlee Ingleson (Program Coordinator VET)  
 
Brought about by 
Bernie Dunn  Retiring 
Deb Hoy  LSL Semester 1 
 
Term one and semester one HOLA appointments for English, Maths and HASS yet to be concluded.  Program 
Coordinator VET is also yet to be finalised.  Most general staffing appointments have been finalised. 
 
Business Plan 
 
A draft has been presented to me which will also go to Thursday’s School Board meeting.  The targets and 
strategies will be abridged to keep to and A# page format similar to the last Plan. 
A major initiative in the Business Plan is to focus on positive education and well being wrapped around student 
learning.  We are working closely with the Institute of positive education at Geelong Grammar school in 
establishing how to facilitate this. 
 
Selective Entry International Program 
 
Participating schools include Churchlands, Shenton, Willeton, Rossmoyne, John Curtin and Applecross. 
 

• 5 students in each of 6 schools commencing Semester 2, 2020.  This process will be completed each 
year thereafter ensuring a maximum of no more then 20 students at one time 

• Each student is form mainland China or Hong Kong 
• Testing and selecting process to occur in January 2020 
• Potential media issues around equity 

Exams 

Year 11 exams started today Monday October 28 with the first ATAR exams this Wednesday October 30 

 
Year 12 final days 
 
 Verbal report and discussion 



CSHS P&C – Treasurer’s report 

Meeting 28/10/2019 

1. Account balances – 16/10/2019: 

Account Name Account Type Balance 

Building Fund Society Cheque Account      13,261.22 
Building Fund Saver Business Online Saver               1.44 
Building Fund Term deposit    379,780.75 

Total Building fund 
 

$ 393,043.41 

CSHS Music Parents Cheque Account Bearing Interest    $32,516.20 

CSHS P&C General Cheque Account Bearing Interest    133,725.35 
CSHS P&C Saver Business Online Saver        4,795.29 
CSHS P&C Uniform Cheque Account Bearing Interest      41,945.15  

Total available funds $ 220,465.79 
 

2. School funding requests: No new requests 
3. 2019 audit: 

- Proposal from PKF, fee increased by 27% to $5,750 + GST 
- Attend stock count at uniform shop on 18/12 

Propose: 
- Approve proposed PKF audit fee for 2019. 
- Treasurer to request a proposal from Australian Audit practice in Perth for the 2020 audit, 

and to provide copy of 2018 audit report and YTD P&L and balance sheet to them for this 
purpose. 

4. Term deposit: 
- Expect to require $224,000 within the next 2-3 months. 
- Propose: 
- Transfer $211,000K from term deposit to Cheque Account 
- $168,780.75 on term deposit for 5 months @1.55%  

5. Funding requests approved/paid in 2019: 
- General funds: 
- $24,000 - Computers 
- $7,000 - Graduation sashes (paid) 
- $2,000 - Cybersmart presentations (paid) 
- $2,000 – Gelliplates (paid) 
- $320    - Neewer Stabilisers (paid) 
- $480    - RU OK day (paid) 
- Cambridge YouthCARE - $35,000 (paid) 
- House reward programme - $4,000 (paid) 
- Alumini website - $6,000 (paid) 
- Dads meeting - $150 (paid) 
- Building fund: 
- $24,000 – Toilet project 
- $77,900 - Tiling for toilet blocks (paid) 

6. Year to date results: 
- Parent contributions:   

o YTD - $82K. 
- Uniform shop: 

o Net sales YTD $365K, and $12K profit (vs 10% of sales as agreed)  
o Wage rates have increased effective 1/10 for hours after 6pm during the week and on 

weekends. 
o Saturday trading days, gross profit not covering salaries. 
o Stock is $158K, reduced by $100K from $259K at 31/12/2018 (decrease due to 

leavers jacket sales, stock still to be received & paid for). 
o Balance owed by uniform shop account to the general account:  $30K 
o Financial outcome agreed at exec meeting – May 2019: 

 Annual profit 10% of net sales (Ex. GST) 
 Stock level reduced to normal levels by end of year. 
 No allocation of bookkeeper’s salary to uniform shop 

 
 



Profit and Loss

Profit and Loss  |  CHURCHLANDS SENIOR HIGH SCHOOL PARENTS AND CITIZENS' ASSOCIATION INC  |  18 October 2019   Page 1 of 3

CHURCHLANDS SENIOR HIGH SCHOOL PARENTS AND CITIZENS' ASSOCIATION INC 
All Jobs 

1 January 2019 to 31 October 2019 
ART - Art

exhibition
BUI - Building

Fund
GEN - General MPC - Music

Parents
QZN - Quiz

Night
UNI - Uniform

shop
Unassigned Total

Income 
Art show - Entry fees 2,462 - - - - - - 2,462
Art Show - Other sales 99 - - - - - - 99
Art Show - Sales 34,302 - - - - - - 34,302
Bar Sales 99 - - - - - - 99
CSHS P&C Contributions - - 81,804 - - - - 81,804
Interest - Cash Management Acc - - 51 - - - - 51
Interest - term deposit - 6,149 - - - - - 6,149
MPC ABODA - Kiosk Income - - - 8,288 - - - 8,288
MPC ABODA - Sausage Sizzle - - - 4,452 - - - 4,452
MPC Event Catering - Chamber - - - 175 - - - 175
MPC Event Catering - External Events - - - 1,381 - - - 1,381
MPC Event Catering - Internal events - - - 7,273 - - - 7,273
MPC Event Parking - Concert Hall - - - 300 - - - 300
MPC Parent Donations - Beverages - - - 610 - - - 610
MPC Sausage Sizzle - Bunnings - - - 2,500 - - - 2,500
New uniforms - - - - - 365,507 2,812 368,319
P&C Membership Fees - - 71 - - - - 71



Profit and Loss

Profit and Loss  |  CHURCHLANDS SENIOR HIGH SCHOOL PARENTS AND CITIZENS' ASSOCIATION INC  |  18 October 2019   Page 2 of 3

ART - Art
exhibition

BUI - Building
Fund

GEN - General MPC - Music
Parents

QZN - Quiz
Night

UNI - Uniform
shop

Unassigned Total

Quiz Nite revenue - - - - 10,346 - - 10,346
Total Income 36,962 6,149 81,926 24,978 10,346 365,507 2,812 528,681

Less Cost of Sales 
Cost of New Uniforms - - - - - 273,124 1,805 274,929
Discount received - - - - - (453) - (453)
Shortfall in cash - - - - - 208 (474) (266)
Uniform stock take adjustments - - - - - 83 - 83
Uniform stock write-offs - - - - - 197 - 197
Total Cost of Sales - - - - - 273,158 1,331 274,489

Gross Profit 36,962 6,149 81,926 24,978 10,346 92,350 1,480 254,192

Less Operating Expenses 
Alcohol Purchases 453 - - 2,157 - - - 2,610
Art Show - Artist payments 25,278 - - - - - - 25,278
Bank Charges 13 - 61 5 - 146 - 225
Business package insurance - - 232 - - 2,143 - 2,375
Chaplaincy Support - - 35,000 - - - - 35,000
Computer Expenses - - 673 - - - - 673
Depreciation Expense - - 421 248 - 221 - 889
Donations for music equipment - - - (11,259) - - - (11,259)
Donations to school - 77,900 22,400 - - - - 100,300
Employsure - - - - - 2,344 - 2,344
Event Catering Expenses 687 - 1,036 4,395 - - - 6,118
Event General Expenses 676 - - 233 1,661 - - 2,570



Profit and Loss

Profit and Loss  |  CHURCHLANDS SENIOR HIGH SCHOOL PARENTS AND CITIZENS' ASSOCIATION INC  |  18 October 2019   Page 3 of 3

ART - Art
exhibition

BUI - Building
Fund

GEN - General MPC - Music
Parents

QZN - Quiz
Night

UNI - Uniform
shop

Unassigned Total

Internet Expenses - - 636 - - - - 636
Liquor Licences - - - 275 - - - 275
Meeting expenses - - 208 163 - - - 371
Merchant Fees - - 347 - - 4,394 - 4,742
Postage - - - - - 18 - 18
Printing & Stationery - - - - - 214 - 214
Resilience Program - - 500 - - - - 500
Shopify Fees - - - - - 972 - 972
Sundry Expenses - - - - - 166 - 166
Superannuation expense - - 920 - - 5,283 - 6,202
Trybooking Fees 97 - - - - - - 97
Uniform Shop expenses - - - - - 4,396 - 4,396
WACSSO Affiliation Fees - - 825 - - - - 825
Wages and salaries - - 9,683 - - 57,875 - 67,558
Workers compensation insurance - - - - - 2,049 - 2,049
Y12 Medallions - - - 572 - - - 572
Total Operating Expenses 27,204 77,900 72,941 (3,212) 1,661 80,220 - 256,715

Net Profit 9,758 (71,751) 8,985 28,190 8,685 12,129 1,480 (2,523)



Balance Sheet

Balance Sheet  |  CHURCHLANDS SENIOR HIGH SCHOOL PARENTS AND CITIZENS' ASSOCIATION INC  |  18 October 2019   Page 1 of 2

CHURCHLANDS SENIOR HIGH SCHOOL PARENTS AND CITIZENS'
ASSOCIATION INC 

As at 31 October 2019 
31 Oct 2019 31 Oct 2018

Assets 
Bank 
Aus Post Load & Go 686 990
Cash float - general 500 500
Cash float - uniform shop - 200
CBA Building cash mgt 7935 1 20,112
CBA Building Fund 2439 13,261 70,986
CBA Building Fund term deposit 379,781 368,111
CBA Cash Management A/C 5867 4,795 4,795
CBA general cheque A/C 6114 133,725 56,280
CBA MPC cheque A/C 3045 30,603 32,952
CBA Uniform cheque A/C 5832 46,068 39,537
Total Bank 609,422 594,464

Current Assets 
Accounts Receivable - 758
Petty cash - uniform shop 704 385
Prepayments 27,323 3,573
Uniform new stock 158,152 286,909
Uniform secondhand stock - 3
Total Current Assets 186,179 291,629

Fixed Assets 
Office Equip Accum Depn (2,757) (1,736)
Office Equipment at Cost 5,473 5,473
Plant & Equip Accum Dep (68) -
Plant & equipment at Cost 1,364 1,364
Total Fixed Assets 4,012 5,101

Total Assets 799,612 891,193

Liabilities 
Current Liabilities 
Accounts Payable 26,938 85,037
GST (2,393) (5,327)
PAYG Withholding Payable 564 1,116
Rounding - -
Superannuation Payable (3) 915
Tax Rounding Account - -
Total Current Liabilities 25,106 81,740

Non-Current Liabilities 
Wages Payable - Payroll 722 -
Total Non-Current Liabilities 722 -
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Total Liabilities 25,829 81,740

Net Assets 773,784 809,453

Equity 
Current Year Earnings (2,523) 89,877
Membership Funds Carried Fwd 754,030 697,299
Trx - Building Fund (75) (75)
Trx - Canteen 6,927 6,927
Trx - Music 3,587 3,587
Trx - Uniform Shop 11,838 11,838

Total Equity 773,784 809,453



 

 

 

Level 4, 35 Havelock Street, West Perth, WA 6005 
PO Box 609, West Perth, WA 6872 
T: +61 8 9426 8999  F: +61 8 9426 8900  www.pkfperth.com.au 
 
PKF Perth is a member firm of the PKF International Limited family of legally independent firms and does not accept any responsibility or liability for the actions 
or inactions of any individual member or correspondent firm or firms. 
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PKF Perth 

 
 
15 October 2019 
 
 
The Treasurer 
Churchlands Senior High School Parents and Citizens’ Association Inc 
20 Lucca Street 
CHURCHLANDS WA 6018 
 
 
 
Dear Shirley, 
 
ENGAGEMENT LETTER 
 
Thank you for the opportunity to audit the financial records of Churchlands Senior High School Parents and 
Citizens’ Association Inc. Our priority is to provide you with a high quality audit and to meet mutually agreed 
timeframes. 
 
The purpose of this letter is to set out the terms of our engagement to provide the services specified in this 
letter. In particular it describes in more detail our understanding of the key areas which we propose to address, 
the basis of our fees for providing these services and what we will require from management in order to achieve 
this. 
 
AUDIT APPROACH 
Our audit methodology is designed to align our audit process with the real risk of an audit - the underlying 
business risk of the entity. Our objective is to identify and understand your business and financial statement 
risks, to understand those business and accounting processes and related controls that have been established 
to measure, monitor and control those risks and to develop an assessment of the risks which have a significant 
impact on the financial statements.  This enables us to develop more effective and efficient audit strategies 
while still providing reasonable assurance that the financial report is free from material error. 
 
The work undertaken by us to form an opinion is permeated by judgement, in particular regarding the nature, 
timing and extent of the audit procedures for gathering of audit evidence and the drawing of conclusions based 
on the audit evidence gathered.  In addition, there are inherent limitations in any audit, and these include the 
use of testing, the inherent limitations of any internal control structure, the possibility of collusion to commit 
fraud, and the fact that most audit evidence is persuasive rather than conclusive.  As a result, our audit can only 
provide reasonable – not absolute – assurance that the financial report is free of material misstatement. 
 
RESPONSIBILITY OF THE ASSOCIATION’S FINANCE COMMITTEE  
Responsibility for the year end financial report, including adequate disclosure, is that of the Association’s 
Financial Committee. This includes designing, implementing and maintaining internal control relevant to the 
preparation and fair presentation of year end financial report that is free from material misstatement, whether 
due to fraud or error, selecting and applying appropriate accounting policies, and making accounting estimates 
that are reasonable for the circumstances. As part of our audit, we shall request written representations from the 
committee concerning assertions made in connection with the audit. 
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IMPORTANT MATTERS 
Based on our analysis and understanding of developments during the current year, we will place emphasis on 
the following significant areas during our audit. 
 
 Application of ASA 570 – Going Concern 
 Application of ASA 240 – Fraud at the Entity Level 
 Application of AASB 15 – Revenue 
 Application of AASB 1058 – Not for Profit 
 Application of AASB 9 – Financial Instruments 
 
When we perform our audit for the financial year we will assess the risks associated with each of these matters. 
 
YOUR NEEDS AND EXPECTATIONS 
We will communicate in a management letter our findings to you for the financial year end audit. 
 
ALLOCATION OF STAFF 
In allocating staff to the engagement we will have regard to the level of skill, experience and responsibility 
required to provide the services. 
 
PRIVACY 
In carrying out our audit you should be aware that we may need to access personal information relating to your 
employees or customers. Without access to such personal information we may be unable to carry out this work 
for you. In this regard you acknowledge that it is impractical for us to obtain the personal information directly 
from your employees or customers and you therefore agree to take reasonable steps to ensure, in relation to 
any personal information which you provide to us, that your employees or customers are aware of the following: 
 
 The identity of PKF Perth and the purpose for which you are providing us with their personal 

information; 
 

 That in all respects we will comply with the provisions of the Privacy Act 1988 (Cth) and the National 
Privacy Principles in relation to this personal information. 

 
CONFLICT OF INTEREST 
PKF Perth is not aware of any conflict of interest, which would currently affect our ability to provide the services 
to you. 
 
INDEPENDENCE 
We confirm that, to the best of our knowledge and belief, we currently meet the independence requirements of 
the Corporations Act 2001 in relation to the audit of the financial report. In conducting our audit of the financial 
report, should we become aware that we have contravened the independence requirements of the Corporations 
Act 2001, we shall notify you on a timely basis. As part of our audit process, we shall also provide you with a 
written independence declaration as required by the Corporations Act 2001. 
 
ELECTRONIC COMMUNICATION 
Unless otherwise agreed with you, we may correspond by means of the Internet or other electronic media or 
provide information to you in electronic form. Because of the inherent risks associated with the electronic 
transmission of information on the Internet or otherwise, we cannot guarantee the security and integrity of any 
electronic communications or information sent or received in relation to this engagement. While it is our policy to 
check our e-mail correspondence and other electronic information with anti-virus software, we similarly cannot 
guarantee that transmissions or other electronic information will be free from infection. You acknowledge that if 
we are working on your premises we may need to connect to the Internet through your internal network in order 
to access our systems. 
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OTHER SERVICES 
Any additional services that we provide will be based on the time taken by individuals assigned to the task to 
complete the service. This includes: 
 Assurance related services, including such matters as a audit of the company's system of accounting;
 Technical accounting advice on complex transactions; and
 Other advice on financial matters.

We will provide you with a written quotation for any additional services before commencing the work. 

TIMING OF DELIVERABLES AND SERVICES TO BE PROVIDED 
Delivery of our services and reports to you is based upon the assumption that we will receive appropriate co-
operation from your staff in accordance with a mutually agreed timetable. In addition it is based on the 
assumption that the information required for the audit is made available in accordance with the timetables which 
we have agreed with management and that key executives and accounting personnel are available during our 
audit. 

PROFESSIONAL FEES 
Fees are based on the time taken by individuals assigned to perform the work to complete the engagement. Our 
budgeted fee for this engagement is $5,750 excluding gst plus normal out of pocket expenses. We bill 
progressively during the course of the audit.  

LIMITED LIABILITY 
Our liability is limited by a scheme approved under professional standards legislation. A copy of the scheme can 
be obtained from us upon request. 

OCCUPATIONAL HEALTH & SAFETY 
In performing the services, our staff may need to attend and work at your premises. In this regard you 
acknowledge that both you and our staff will need to comply with the requirements of occupational health & 
safety legislation. You agree to take all reasonable steps to ensure the health and safety of our staff working at 
your premises, and we agree that our staff shall comply with all reasonable safety instructions issued by you. 

PKFI DISCLAIMER 
PKF Perth is a member firm of the PKF International Limited family of legally independent firms. Neither the 
other member firms nor the correspondent firms of the network nor PKF International Limited is responsible or 
accepts liability for the work or advice which PKF Perth provides to its clients and in signing and returning to us 
the enclosed copy of this Engagement Letter you acknowledge and accept that such other member and 
correspondent firms and PKF International Limited do not owe you any duty in relation to the work or advice 
which we will from time to time provide to you or are required to provide to you. 

We look forward to working with you on this assignment. Please acknowledge your understanding and 
acceptance of the above arrangements by having an authorised agent sign and return the enclosed copy of this 
letter to me. 

Yours sincerely 

SIMON FERMANIS 
PARTNER 

Signature available on the original document
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ACKNOWLEDGEMENT 

CLIENT: CHURCHLANDS SENIOR HIGH SCHOOL PARENTS AND CITIZENS’ 
ASSOCIATION INC 

YEAR ENDED: 31 December 2019 

I acknowledge that the letter forms a binding agreement. 

____________________________ 
Authorised Signature 

____________________________ 
Name 

____________________________ 
Position 

____________________________ 
Date 

Please return to: 

Hayley Holsgrove 
Personal Assistant 
Audit & Assurance 

By Mail: 
PKF Perth 
PO Box 609 
WEST PERTH WA 6872 

OR 

By Email:  
hholsgrove@pkfperth.com.au 



Uniform Shop Report 
October 2019 

Summary 
It has been a quiet start to Term 4 in both the online and main uniform shop. However with uniform 
fittings for the 2020 Music Tour and 2020 Year 7 students due to commence shortly, and the change 
in polo shirts for the current Year 8’s and 10’s we expect to become busier. 

First round orders for the Leavers Jackets and rugby tops have been placed. A second round will be 
offered in the first two weeks of Term 1, 2020. 

The Music tour fittings will commence on Tuesday 22nd October, with117 fittings scheduled over a 
period of 2 weeks. These fittings will take place during afternoons that we are normally open for 
trade, as well as on 2 afternoons outside our normal trading hours. The PTO booking system has 
been used to coordinate this process. 

Year 7 fitting dates have been scheduled to commence from Saturday 9th November. We are 
anticipating just under 400 new Year 7 students. Fittings, as in previous years, will take place by 
appointment only on days that we are not open for normal trading; outside school hours. The 
families of new Year 7 students also use the PTO online system. We will be able to service four 
families during each 20 minute booking period; which equates to 12 families per hour.  

2020 Leavers Jackets and Rugby Tops 
The fittings and ordering process for the 2020 Leavers Jacket and rugby tops took place over the last 
4 weeks of term 3. The fittings of the current Year 11 students went well and the Year11 student 
committee is to be commended for their support and assistance with this. 
Orders received: 

• 308 Leaver Jackets with the most popular being the Leaver Jacket with Hood (245)
• 131 orders for rugby tops (100 was the minimum order required to proceed with the rugby

tops)

Teachers have requested that these are not delivered prior to the start of Term 2.. 

Second round orders for Leavers Jackets (only), will be offered in the first 2 weeks of the Term 1, 
2020. Because of the minimum order size restriction, a second round order for rugby tops will not be 
implemented. 

Music Tour Fittings 
Fittings for the Music Tour – scheduled to take place in June 2020, will commence on Tuesday 22nd 
October. Approximately 99 students and 18 Staff are expected to participate in the tour. Items for 
the tour comprise: 

• Students

1 x Flash Jacket in Navy/Gold

2 x .CSHS White Everyday Polo with school logo

2 x Red Polo with music logo



Uniform Shop Report 
October 2019 
 
 

1 x CSHS Cargo Trouser 

2 x CSHS Cargo Shorts/ New Girls Shorts 

• Teachers 

1 x Flash Jacket in Navy/Gold 

3 x Royal Blue Polo with music logo 

 
Year 7, 2020 Fittings 
Year 7 fitting dates have been scheduled to commence from Saturday 9th November. We are 
anticipating just under400 new Year 7 students.  

Fittings, as in previous years, will take place by appointment only on days that we are not open for 
normal trading; outside school hours. This will ensure the experience is as pleasant as possible for 
the new students, especially with so many families scheduled in such a short period of time. 

We will have 3-4  staff on duty during this period and will be servicing four  families during each 20 
minute booking period; which equates to 12 families per hour. 

The families of new Year 7 students will use the PTO online booking system.  

 
Procedure Manuals 
Procedure manuals for opening and closing of the register are currently being updated.  

 

Staff 
There is nothing to report on staffing for the current period. 
 

Stock Levels 
We are currently receiving our bulk stock from suppliers in preparation for our new Year 7 student 
fittings taking place in November. Natasha negotiated with suppliers to keep the majority of stock in 
their warehouses whereby we can draw on it as needed. It is hoped that by the end of Term 4 we 
will have depleted a lot of the stock on hand at the school 
 

New Skirts and Fitted Shorts 
The new style of skirts and fitted shorts that are being supplied by Tara Uniforms have arrived at 
their factory. We will be taking delivery of a small quantity of the shorts in the next week as we have 
sold all old stock of certain sizes.  
 
 
 
 



Uniform Shop Report 
October 2019 

Management Changeover 
Natasha completed her work in the Uniform Shop on 26th September 2019. 

There have been a few teething issues with the changeover of Manager. I appreciate the P&C’s 
patience and understanding in this matter as I become familiar with all procedures, suppliers and 
operations. 

Melissa Haynes 
Uniform Shop Manager 



Hi all, 
Apologies I can’t make the meeting tonight – I have asked Brendon to read my report for me in my 
absence: 

Natasha officially finished her work as Uniform Shop Manager on September 26th – She has safely 
delivered a beautiful and healthy baby girl called Isabella on Friday 11th October. Natasha and 
Isabella both doing really well – back home and settling into life.  

The handover to Melissa was quite hectic as it was happening during one of the busiest periods for 
the year – Leavers jacket fittings and orders made things pretty interesting and limited the depth of 
handover Natasha could give… In spite of this Melissa has taken the reigns and is doing well. The 
shop staff are being very helpful and supportive. The POS software (Vend /Xero) has never been 
passed from one manager to another before so a few minor teething problems had to be dealt with 
– I believe that Rachel and Melissa have now sorted out how this will happen in future if/when
required to do another handover.

As I did with Natasha – I am helping Melissa as much as I can (as much or as little as she needs) 
during this term and through the start-up of the new year – trying to keep comms as uncomplicated 
as possible to enable her to focus on her tasks ahead of this busy period. 

Melissa has been asked to continue addressing Saturday trade and also the post 6pm trading hours 
in regards to the financial viability of it versus wages – It is understood by her that the shop needs to 
keep wages as tight as possible, but it is also understood that she needs to work some hours outside 
normal business hours – to cater for families where both parents work full time and also any new 
families coming into the school that have timing restrictions and need the access. She is being 
mindful to keep this to the bare minimum when addressing future trading hours. Natasha was very 
clear in explaining the mandates of the shop with her and she has assured me she will continuing in 
the same mind set as Natasha with regards to that. 

All trading dates for the end of year and start of 2020 have been arranged and the school has been 
notified. Melissa will update the on-line shop and have notices in the shop letting everyone know. 

The shop is doing its end of year stocktake and coordinating it to have the Auditor present to do his 
annual report – the dates being set for this are Wed 17th Dec and Thursday 18th Dec – I will be there 
to assist Melissa with anything she needs and it would be good to have some volunteers from the 
P&C group to assist in getting though the count – as every item is counted at least twice and the 
more people we have on deck the faster we can get through it. Anyone who is keen to support this 
end of year process can email to uniformcoordinator@churchlandspc.com.au by 30th November 
then we can set a roster accordingly.  
. 

mailto:uniformcoordinator@churchlandspc.com.au
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From: Steven  
Subject: RE: Grounds Committee meeting 
Date: 28 October 2019 at 10:03:16 am AWST 
To: Roger ,  Kate Sinfield  
Cc: Arlene  

Hi Kate, 

Please find some text attached as input for your reporting. I've also included a concept 
sketch to assist. I hope that helps .. 

Churchlands Ground Update - Lower School Amenities 

Outdoor Amenities Overview 
An outdoor amenities group has been established to survey and identify opportunities for 
upgrading the outdoor amenities for the school. 
Landscape design input and suggestions for the group's consideration is being provided by 
CAPA Architects. They had previously been involved with the architects 
responsible in consultancy for the lower school building works. 

The outdoor scope includes both the overview of the school's grounds and specific areas. 
The overview includes the development of a school style guide (planting and furniture), 
which will assist in future works to be developed in a holistic way. 
One of the areas being looked at is the outdoor amenities for the lower school students, 
adjacent to the lower school building and library and including the Akashi Nishi Friendship 
Garden. 

Lower School Amenities 
The proposed design includes providing a raised lawn island in the centre of this area at seat 
height, with the brick edge providing numerous opportunities for a variety of seating areas. 
This raised lawn element will be surrounded by trees and will assist in providing shade and 
longevity for the lawn from 'rabbit tracking'. 

A design proposal has been documented for the group's and will be presented for review 
next week. 
The proposal will include budget values for the main components, structured to assist in 
identifying the various components for fundraising: 
Hardscape, Mature Trees, Softscape and Furniture Items. 

Pending approval, the works can be programmed to be undertaken in the school holidays. 

Best regards, 

Steven- 
(Director) 

CAPA 
londi,;opo D<:�ign Slvdio

a: 5 Northwood Street West Leederville WA 6007 

w: www.carrieranclpostmus.com 
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FROM THE SCHOOL BOARD CHAIR
After a rapid and significant growth phase in 
recent years, the school this year moved to a much 
welcomed consolidation and peak enrolments phase.  
Enrolments grew from 1566 in 2013 to 2720 in 2018. 
Enrolments at the beginning of 2019 are 2880. With 
the opening of the new college located adjacent to 
the old Subiaco Football Ground and based on Year 
6 student indications from our feeder schools, it is 
estimated that Year 7 enrolments in 2020 will be 
between 380 and 420. The school has had to plan, 
implement and manage the associated increases in 
staff numbers and infrastructure. 

As usual, during 2017 the Principal and his executive 
team diligently prepared the school’s budget for 2018 
and that budget was unanimously approved by the 
School Board. In late 2017 the Minister for Education 
announced that the school’s per-student funding 
would be significantly changed, commencing in 
January 2018.

For schools like Churchlands, with enrolments of 
more than 1200, the per-student funding for 2018 
was reduced by $1145 for each student above 1200 
students. For students in Years 7 to 10 in a school 
with fewer than 1200 enrolments, the per-student 
allocation was $9016, while for those schools with 
more than 1200 students it was $7871. For students 
in Years 11 and 12, in a school with fewer than 1200 
enrolments, the per-student allocation was $9693, 
while for those schools with more than 1200 students 
it was $8548. For Churchlands, the per-student 
allocation was between $7871 and $9693 for every 
student enrolled at the February 2018 student census.

Based on the Department’s enrolment projections for 
2018 of 2760, the school’s per-student allocation was 
$1 786 200 lower ($23 644 299 rather than  
$25 430 499) due to the lower per-student allocation 
for students above the 1200 thresholds.

It is a great credit to the Principal, Mr Neil Hunt, and 
his executive team, that they were able to restructure 
the school’s budget at very short notice to deal with 
a reduction of $2 million in funding. This, however, 
could only be achieved by severely depleting 
the school’s Reserve Funds which the Board had 
assiduously accumulated over many years for major 
long term projects, such as a new swimming pool. The 
Board has reluctantly come to the conclusion that the 
pool and other projects are now not capable of being 
funded by the school.

The benefits of an Independent Public School like 
Churchlands being able to plan and budget the 
allocation of its one line funding budget, in the most 
efficient and effective manner, in the best interests 
of and in accordance with the school’s priorities as 
determined by the Board (especially longer term 
projects) are quashed and nullified by a government 
policy which results in reserves allocated for longer 
term projects being depleted to meet day to day 
operating expenses. 

With the completion in late 2017 of the Year 7 
building, science/arts block, mathematics block, 
technology centre and gymnasium, I am sure that all 
students and staff were pleased that the school no 
longer resembled a construction site during 2018.

The School Board has again confirmed that the 
optimal size of the school is no more than 2500 
students. The aim is to remove all demountables and 
reclaim the playing fields.

In October 2018, the school hosted a “Back to School” 
event to celebrate the 50th anniversary of the Class 
of 1968 (my year – I still cannot believe that it is 50 
years since I graduated from Churchlands). This is the 
second cohort of students to achieve their 50th and 
become members of the “Churchlands Gold Class”. 
This has now become an annual event for successive 
graduating years. Thanks go to Tracey Gralton and 
Nawal Kurson for arranging the event. 

The Churchlands Senior High School Foundation 
(Inc) “Solar Power for Scholarships” project to install 
400kW of solar power comprising over 1000 panels 
was established in late 2016. With the hard work of 
the Foundation Board, the very generous donations 
of donors large and small and the support of the 
P&C, the Foundation was in a position to fund the 
project in its entirety by early 2017. I am extremely 
disappointed and embarrassed to report that Building 
Maintenance and Works only managed to put the 
project out to tender in January 2019, two years after 
the Foundation had sufficient funds to complete the 
project. Due to this delay, the school has not been 
able to realise and take advantage of the significant 
saving from the generation of free solar power for 
two years. It is an understatement to say that I am not 
impressed with the government bureaucracy and red 
tape involved in this project.

The Board congratulates the graduating class of 
2018 and it was a pleasure to again attend the well 
organised graduation ceremony in November. Their 
achievements are a great testament, not only to the 
students and their families, but also to the Principal, 
teachers, support staff and school management as a 
whole. This success has enhanced Churchlands Senior 
High School’s reputation within both the education 
and wider communities. 

The success and reputation of the school depend 
on cooperation between and the hard work and 
dedication of: the leadership of the Principal and his 
Executive and Administrative team, an active School 
Board, P&C, Alumni and Foundation, and of course, 
the staff and the students.

In particular, I would like to thank the Principal, 
Mr Neil Hunt, for his leadership and along with his 
Executive team for their application and dedication 
to achieving the best outcome for the school. The 
Board has been very pleased with the planning, 
implementation and execution of the various 
strategies set out in the school’s Business Plan. The 
members of the Board have strategic oversight
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of the school’s achievement targets, finance and 
overall direction and have worked in positive accord 
with the school administration.During 2018, the 
School Board focused its efforts in the following areas: 
• Review of the reports by the Principal on the

progress of the Business Plan.
• Endorsement of the Annual School Report, school

budget and student performance targets and
achievements.

• Endorsement of the financial arrangements
necessary to fund the school objectives, priorities
and directions.

• Review and endorsement of current and future
building programs.

• Support and promotion of the Board, the P&C, the
Churchlands Foundation and the Alumni in the
school and the community.

Serving on a School Board is a privileged opportunity 
to contribute and create better outcomes for the 
school, students, staff, parents and community.

I acknowledge Tracey Gralton (Alumni Representative), 
Chris Porteous (P&C Representative), Grant Brinklow, 
Adrian O’Brien and Janet Pettigrew (Elected Parent 
Representatives), Jane Hegarty and Kim Hudson (Staff 
Members), Shrushti Jethva (Head Girl) and Ethan 

Blume (Head Boy) all of whom generously gave their 
time during 2018 as Board Members and I thank them 
for their efforts and dedication.

For your information, copies of the Minutes of all 
Board meetings are published on the school’s website 
https://www.churchlands.wa.edu.au.

The Board welcomes your input and encourages your 
feedback.

John Gillon
Chair
Churchlands Senior High School Board
jmgillon@iinet.net.au

March 2019
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1.0 NAME 
1.1 The name of the Association shall be the Churchlands Senior High School Parents and Citizens' Association 

Incorporated and hereinafter called "The Association". 

2.0 OBJECTS 
The objects of the Association are to promote the interests of the school, or group of schools, through: 

2.1 Cooperation between parents, teachers, students and members of the general community; 
2.2 Assisting in the provision of resources, facilities and amenities for the school or group of schools; and 
2.3 The fostering of community interest in educational matters. 

3.0 POWERS 
Subject to the Association's obligation at law not to intervene in the control or management of a school, 
intervene in the educational instruction of students and exercise authority over teaching staff or other 
persons employed at the school, the powers of the Association to enable the achievement of its objects 
and in addition to the powers otherwise conferred on it by these Rules shall be: 

3.1 Subject to the approval of the Chief Executive Officer of the Department of Education, the power to raise 
funds and acquire by purchase, lease or exchange and the hiring or acquiring of any real or personal 
property that may be deemed necessary or convenient for the objects of the Association. 

3.2 Power to affiliate with WACSSO Inc. 
3.3 Power to open and operate a bank account. 
3.4 Power to appoint and remove employees and to determine the remuneration and the terms and 

conditions of such appointments. 
3.5 Power to appoint committees for such purposes as are necessary to prosecute the Affairs of the 

Association. 
3.6 Power to make representations to the school administration, the Department of Education and to 

government either directly or through WACSSO Inc. 
3.7 Power to generally do all such acts and things as may be involved by or incidental to the carrying out of 

the objects of the Association without in any way being limited to the foregoing powers. 
3.8 Power to set the financial year. 

4.0 FINANCIAL YEAR 
The financial year will be the period of 12 months commencing on 1 January. 

5.0 INCOME AND PROPERTY 
5.1 The property and income of the Association must be applied solely towards the promotion of the objects 

or purposes of the Association and no part of that property or income may be paid or otherwise 
distributed, directly or indirectly, to any member, except in good faith in the promotion of those objects 
or purposes. 

5.2 A payment may be made to a member out of the funds of the Association, if it is authorised by a resolution 
of the Association, and if it is; 

i. in good faith as reasonable remuneration for any services provided to the Association, or
ii. for goods supplied to the Association in the ordinary course of business.

6.0 MEMBERSHIP 
6.1 Membership is open to parents and carers of children attending the school and to citizens being over the 

age of eighteen years who support the objects or purposes of the Association. 
6.2 Members of the Association are to receive a hard or electronic copy of the Rules of the Association (P&C 

Constitution). 
6.3 Members of the Association must abide by the Rules of the Association. 
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6.4 The Principal of the school for which the Association is formed and where the Association is formed for a 
group of schools, the Principal of each school for which the Association is formed shall be an ex officio 
member of the governing body of the Association, may not be elected as an office bearer to any of its 
offices and may not be an authorised signatory. 

6.5 A person desiring to become a member may do so at any General Meeting by payment of the membership 
subscription. 

6.6 A Register of Members will be kept and maintained by the Honorary Secretary of the Association. Only 
financial members and ex officio members shall be listed on the register. The Register of Members will 
include the name, either the residential, postal or email address of each member and the date they 
became a member. Any changes to this information will be recorded within 28 days. 

7.0 MEMBERSHIP SUBSCRIPTION 
7.1 The annual membership subscription of the Association shall be fixed by the Association at the Annual 

General Meeting but shall not exceed one dollar ($1.00) per member for the period up to the next Annual 
General Meeting. 

7.2 The subscription of a member is due and payable on the date of the Annual General Meeting or at the 
General Meeting at which they join the Association. 

8.0 TERMINATION OF MEMBERSHIP 
8.1 A person ceases to be a member when any of the following takes place: 

i. the individual dies;
ii. the person resigns from the Association by giving written notice of the resignation to the

President or Honorary Secretary;
iii. non-payment of membership subscription in accordance with Rule 7.2; or
iv. the person is expelled from the Association in accordance with Rule 9.0.

9.0 SUSPENSION OR EXPULSION OF MEMBERS OF THE ASSOCIATION 
9.1 The Executive Committee may decide to suspend a member's membership or to expel a member from 

the Association if the member: 
i. has persistently refused or neglected to comply with a provision of these Rules;
ii. has persistently and willfully acted in a manner prejudicial to the interests and objects of the

Association; or
iii. has been convicted of any offence deemed prejudicial to the interests of the Association.

9.2 The member will be sent written notice of the proposed suspension or expulsion not less than ten (10) 
days before the Executive Meeting at which the proposal is to be considered by the Executive Committee. 
9.2.1 The notice given to the member must state: 

i. when and where the Executive Meeting is to be held;
ii. the grounds on which the proposed suspension or expulsion is based;
iii. that the member, or the member's representative, may attend the meeting and will be

given a reasonable opportunity to make written and/or oral submissions to the
committee about the proposed suspension or expulsion.

9.2.2 At the Executive Meeting, the committee must: 
i. give the member, or the member's representative, a reasonable opportunity to make

submissions to the committee about the proposed suspension or expulsion;
ii. give due consideration to any submissions so made; and
iii. decide:

(a) whether or not to suspend the member's membership and, if the decision is to
suspend the membership, the period of suspension; or

(b) whether or not to expel the member from the Association.
9.2.3 Where the Executive decides to suspend the member's membership, or expel the member 

from the Association, the decision must be recorded via a recommendation in the minutes, 
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to be presented at a General or Special General Meeting which must be held within fourteen 
(14) days of the Executive Meeting. 

9.2.4 The Association must vote by secret ballot and the recommendation must be passed by 
Special Resolution of a General Meeting or Special General Meeting. 

9.3 A decision of the Association to suspend the member's membership or to expel the member from the 
Association takes immediate effect. 

9.4 The Association must give the member written notice of the Association's decision, and the reasons for 
the decision, within seven (7) days after the General Meeting or Special General Meeting at which the 
decision is made. 

9.5 A member whose membership is suspended or who is expelled from the Association may, within fourteen 
(14) days after receiving notice of the Association's decision, give written notice to the Honorary Secretary 
requesting the Disputes and Mediation Process in accordance with Rule 28.0 

9.6 If the decision to suspend the member's membership or expel the member is revoked, that revocation 
does not affect the validity of any decision made at an Executive Meeting or General Meeting during the 
period of suspension or expulsion. 

10.0 CONSEQUENCES OF SUSPENSION 
10.1 During the period a member's membership is suspended the member: 

i. loses any rights (including voting rights) arising as a result of membership; and 
ii. is not entitled to a refund, rebate, relief or credit for membership fees paid, or payable, to 

the Association. 
10.2 When a member's membership is suspended, the Honorary Secretary must record in the Register of 

Members: 
i. that the member's membership is suspended; 
ii. the date on which the suspension takes effect; and 
iii. the period of the suspension. 

10.3 When the period of the suspension ends, the Honorary Secretary must record in the Register of Members 
that the member's membership is no longer suspended. 

11.0 EXECUTIVE COMMITTEE 
11.1 The Association shall be managed by an Executive Committee all of whom must be financial members. 
11.2 No person shall be entitled to hold a position on the Executive Committee if the person has been convicted 

of, or imprisoned in the previous five years for: 
i. an offence involving fraud or dishonesty punishable by imprisonment for a period of not less 

than three (3) months; or 
ii. an indictable offence in relation to the promotion, formation or management of a body 

corporate; or 
iii. an offence under Part 4 Division 3 or Section 127 of the Associations Incorporation Act 2015; 

unless the person has obtained the consent of the Commissioner. 
11.3 No person shall be entitled to hold a position on the Executive Committee if the person is, according to 

Section 130 of the Interpretation Act 1984, bankrupt or a person whose affairs are under insolvency laws 
unless the person has obtained the consent of the Commissioner. 

12.0 EXECUTIVE COMMITTEE COMPOSITION 
12.1 Where the Association represents a small school the Executive Committee shall comprise: 

i. President; 
ii. Vice-President; 
iii. Honorary Secretary and Honorary Treasurer; 
iv. Principal; and 
v. Not less than two (2) other members. 
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12.2 Where the Association represents a school that is not a small school, or where the Association represents 
a group of schools the Executive Committee shall comprise: 

i. President;
ii. Vice-President;
iii. Honorary Secretary
iv. Honorary Treasurer;
v. Principal; and
vi. not less than three (3) other members.

But with the approval of a General Meeting the positions of Honorary Secretary and Honorary Treasurer 
may be held by one person elected for that purpose at a General Meeting. 

12.3 The officers of the Executive Committee shall be elected at the Annual General Meeting of the Association 
by and from the financial members of the Association. 
12.3.1 An election shall be held at a General Meeting of the Association to fill any vacancy on the 

Executive Committee. 
12.4 Where there is an equality of voting for any position the result shall be declared by lot. 
12.5 The Principal of the school for which the Association is formed and where the Association is formed for a 

group of schools, the Principal of each school for which the Association is formed shall be an ex officio 
member of the Executive Committee. 

13.0 EXECUTIVE COMMITTEE TERM OF OFFICE 
13.1 The elected members of the Executive Committee shall take office at the rising of the Annual General 

Meeting or the General Meeting at which they were elected and shall hold office until the rising of the 
following Annual General Meeting. 

13.2 All retiring members of the Executive Committee shall be eligible for re-election. 
13.3 All retiring members of the Executive Committee shall return all Association documents and records in 

their possession after their appointment ceases to the Executive Committee. 

14.0 EXECUTIVE COMMITTEE POWERS 
14.1 The Association shall be managed when a General Meeting is not in session by the Executive Committee 

which shall have power to control and manage the affairs and finances of the Association but shall be 
responsible to the General Meeting. 

14.2 The duties of the Executive Committee will include: 
i. a duty of care and diligence;
ii. a duty to act in good faith in the best interests of the association and for a proper purpose;
iii. a duty not to misuse one's position and a duty not to misuse information obtained through

the position to gain advantage for self or someone else or to cause detriment to the
association; and

iv. a duty to prevent the association trading when insolvent.
14.3 The Executive Committee shall have the power to declare vacant the seat of any of its members who: 

i. without leave or reasonable excuse, is absent from three (3) consecutive meetings of the
Association. The Executive Committee in its absolute discretion shall determine what
constitutes a reasonable excuse;

ii. without reasonable excuse, willfully and persistently fails to perform the duties of the office
as defined by these Rules;

iii. have a criminal conviction relating to;
(a) offences against children
(b) theft, fraud or dishonesty

iv. ceases to be a member of the Association.
14.4 The Executive Committee may form sub-committees to deal with particular aspects of its work. Such sub-

committees shall be responsible to the Executive Committee. sub-committees so formed shall each 
include at least one (1) member of the Executive Committee who will represent it on the sub-committee. 
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14.5 Meetings of the Executive Committee shall be held at such times and places as shall be determined by an 
Executive Meeting or when convened by the President. 

14.6 All members of the Executive Committee have an equal vote. 
14.7 Minutes of the Executive Meeting must be tabled at the next scheduled General Meeting to be ratified. 

15.0 PRESIDENT AND VICE PRESIDENT 
15.1 The President shall, when present, preside at all General and Executive Meetings of the Association. 
15.2 In the event of the President being absent the Vice-President shall preside and where both the President 

and Vice-President are absent then the meeting shall elect a person to preside for the occasion. 
15.3 The President will be responsible for any communication between the government authority responsible 

for administering the Associations Incorporation Act 2015 and the Association. 
15.4 The President may authenticate documents or proceedings requiring authentication in accordance with 

Rule 29.0. 

16.0 THE HONORARY SECRETARY 
 The duties of the Honorary Secretary shall include: 
16.1 The conduct of all correspondence of the Association. 
16.2 Making and keeping full and correct the minutes of the Association and circulating them in confidential 

draft form before the date of the next scheduled General Meeting. 
16.3 Maintaining a register of financial and ex-officio members. 
16.4 Retaining custody of all documents relevant to the administrative activities of the Association. 
16.5 Notify before 30 April in each year the Principal of the school or each of the schools and WACSSO Inc. in 

writing the names of the persons who in that year are office bearers and executive members of the 
Association under Part 3 Division 8 of the School Education Act 1999. 

16.6 On expiration of term of position, resignation, redundancy or death, returning all documents belonging 
to the Association to the Executive Committee. 

17.0 THE HONORARY TREASURER 
 The duties of the Honorary Treasurer shall include: 
17.1 Being responsible for the receipt of all monies paid to or received by the Association. 
17.2 Issuing receipts for all monies received on the receipt forms of the Association. 
17.3 Counting and signing off on all monies received with at least one other member of the Association. 
17.4 Paying all monies received into such bank account or accounts as the Association may from time to time 

decide upon. 
17.5 Making payments as authorised by a General or Executive Meeting by means of cheques or electronic 

fund transfer. 
17.6 Ensuring all cheques on all accounts of the Association (including any committee of the Association) are 

signed by any two (2) of the following authorised signatories: 
i. President; 
ii. Vice President; 
iii. Honorary Secretary; 
iv.    Honorary Treasurer; or 
v. One (1) member of the Executive Committee where appointed for such purpose at the Annual 

General Meeting of the Association. 
17.6.1  Where there is a direct relationship between two authorised signatories, they shall not be 

permitted to co-sign any cheques of the Association. 
17.7 Electronic Funds Transfer may be used where the financial institution's software provides the required 

functionality and security and can occur with two authorisations. 
17.8 Maintaining proper accounting records. 
17.9 Ensuring that the Association complies with all its responsibilities to any employees including, but not 
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limited to; complying with employment awards or agreements, paying tax and superannuation. 
17.10 Presenting for consideration at an Annual General Meeting of the Association: 

17.10.1 The annual financial statements in relation to the last financial year, to include: 
i. a statement of all monies received and paid during the financial year;
ii. a reconciled statement of all bank account balances as at the end of the financial year; and
iii. a statement detailing the Association's total assets and liabilities as at the end of the financial 

year.
17.10.2 A copy of the report of the review or the auditor's report as required per Rule 21.0 
17.10.3 A solvency statement in respect of the Association endorsed by the Executive Committee 

stating that the financial statement has been examined and whether or not in their opinion 
they will be able to meet the Association's debts and liabilities as and when they become due 
and payable. 

17.11 Presenting a written financial statement showing the current financial position of the Association to each 
General Meeting of the Association. 

17.12 Forwarding a copy of the annual financial statements that have been approved by the Annual General 
Meeting to: 

i. WACSSO Inc.;
ii. the Principal of the school, or the Principal of each of the schools where an Association is

formed for a group of schools in accordance with the School Education Act 1999; and
iii. any other body such as the Australian Charities and Not-for-profits Commission (ACNC) as

required.
17.13 Retaining custody of all books, documents, securities and the like relating to the financial affairs of the 

Association. 
17.14 On expiration of term of position, resignation, redundancy or death, returning all documents belonging 

to the Association to the Executive Committee. 

18.0 SUB-COMMITTEES 
18.1 The Association may establish sub-committees for purposes it considers appropriate and consistent with 

the objectives and functions of the Association. 
18.2 Sub-committees must abide by the Terms of Reference as approved by the General Meeting. 
18.3 Members must be elected to a sub-committee. 
18.4 Sub-committee members must be financial members of the Association. 
18.5 Sub-committees must include a member of the Executive Committee. 
18.6 The President is an ex-officio member of all sub-committees. 
18.7 The report of the sub-committee must be presented and ratified by a General Meeting. 
18.8 All monies raised by sub-committees are considered funds of the Association. 

19.0 EMPLOYEES OF AN ASSOCIATION 
19.1 Employees of the Association: 

i. are not eligible to hold a position on the Executive Committee;
ii. are not eligible to be a signatory to any bank accounts held by the Association;
iii. do not have the authority to employ staff;
iv. may be a member of the Association by which they are employed but must declare an interest

where matters of business discussed concern them;
v. may be a member of a sub-committee that deals with their employment, but only in a non-

voting capacity.

20.0 BOOKS AND DOCUMENTS 
20.1 The books and documents of the Association may be inspected by any financial or ex-officio member of 

the Association on such terms and conditions as may be established from time to time by the Executive 
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Committee. 
20.1.1  It is an offence under the Associations Incorporation Act 2015 for a member to disclose or use 

the information obtained from the Register of Members or record of office holders for a 
purpose that is not directly connected with the affairs of the Association. 

20.2 The minutes of the Association must be kept in perpetuity. 
20.3 The correspondence of the Association is required to be retained for twelve (12) months. If 

correspondence relates to employees of the Association, it is in accordance with Rule 20.5. 
20.4 The Association must retain its accounting records in respect of a transaction for at least seven years after 

the transaction was completed. 
20.5 Employment records must be kept for seven (7) years after the date employment ceases. 

21.0 FINANCIAL STATEMENTS AND FINANCIAL REPORTS 
21.1 For each financial year, the Executive Committee must ensure that the requirements imposed on the 

Association under the School Education Act 1999 and under Part 5 of the Associations Incorporation Act 
2015 relating to the financial statements or financial reports of the Association are met. 

21.2 Without limiting Rule 21.1, those requirements include: 
i. if the Association is a tier 1 association, the preparation of the financial statements; and
ii. if the Association is a tier 2 association or tier 3 association, the preparation of the financial

report; and
iii. if required, the review or auditing of the financial statements or financial report, as

applicable; and
iv. the presentation to the Annual General Meeting of the financial statements or financial

report, as applicable; and
v. if required, the presentation to the Annual General Meeting of the copy of the report of the

review or auditor's report, as applicable, on the financial statements or financial report.

22.0 THE AUDITOR OR REVIEWER 
An Association must undertake an audit or review if required as per Rule 21.0, or where the Association 
has passed a resolution to audit or review the financial statements of that Association. 

22.1 At each Annual General Meeting there shall be appointed an auditor or reviewer, for that financial year 
only, who shall audit or review the annual statement of accounts and balance sheet of the Association. 

22.2 Where possible, the auditor or reviewer is to be appointed in an honorary capacity. However, where this 
is not possible, the auditor's or reviewer's fees will be negotiated and confirmed prior to appointment. 

22.3 The auditor or reviewer must be: 
(a) a member of a professional accounting body who has a designation in respect of that

membership that is prescribed by the Associations Incorporation Regulations 2016 for the
purposes of this paragraph; or

(b) a registered company auditor under the Corporations Act; or
(c) a person the Commissioner considers has appropriate qualifications or experience and

approves for the purposes of this section; and
(d) as far as is possible, be a person aware of the activities of Parents and Citizens' Associations.

22.4 The auditor or reviewer shall not be: 
i. a member or employee of the Association;
ii. someone who has prepared or assisted with the preparation of the financial statements; or
iii. a spouse or de facto partner of a person described in (i) or (ii).

22.5 The auditor or reviewer shall have the powers, at any time, to call for the production of all books of 
account, vouchers and documents of the Association. 

22.6 The auditor or reviewer must state: 
i. whether the financial statements of the Association are in the auditor's or reviewer's opinion

properly drawn up so to give a true and fair view of the Associations financial affairs;
ii. if the auditor or reviewer is of the opinion that the financial records do not comply with (i)
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the auditor's report must set out the reasons for that opinion. 

23.0 MEETINGS 
23.1 The Annual General Meeting. 

23.1.1 The Annual General Meeting of the Association must be held within four months of the end of 
the financial year within which the Association reports in accordance with the School Education 
Act 1999. 

23.1.2 The only exception is for the first Annual General Meeting which may be held at any time within 
eighteen (18) months of the date of incorporation. 

23.1.3 The minutes of an Annual General Meeting shall be ratified at the following General Meeting. 
23.2 General Meetings. 

23.2.1 General Meetings of the Association shall be held at such times and places as shall be 
determined by a General Meeting providing that at least one General Meeting shall be held in 
each term of the school year. 

23.3 Special General Meetings. 
23.3.1 Special General Meetings may be convened by the President or Honorary Secretary or by 

requisition signed by 20 per cent of the financial members of the Association. 
23.3.2 A requisition for a Special General Meeting shall state the objects of the meeting and shall be 

signed by the requisitionists and deposited with the Honorary Secretary. 
23.3.3 If the Executive Committee does not cause a Special General Meeting to be held within twenty-

one (21) days from the date on which a requisition is deposited with the Honorary Secretary, 
the requisitionists, or any of them, may convene the meeting; but any meeting so convened 
must be held within three (3) months from the date of lodging of the requisition with the 
Honorary Secretary. 

23.3.4 A Special General Meeting convened by requisitionists in pursuance of these Rules shall be 
convened in the same manner, as nearly as possible, as that in which those meetings are 
convened by the Executive Committee. 

24.0 NOTICE OF MEETINGS AND MOTIONS 
24. 1 Notice of all General Meetings of the Association, motions for  approval  to  expend  the Association funds 

(financial motions) to be dealt with at a General Meeting, and special resolutions shall be given in writing, 
by post or email, to all members not less than seven (7) days prior to the date of the proposed meeting. 

24.2 Notice of Executive Meetings and financial motions to be dealt with at these meetings, shall be given to 
all members of the committee not less than forty-eight (48) hours prior to the opening of the meeting. 

24.3 Non-financial motions may be proposed during the course of a meeting without prior notice. 

25.0 QUORUM 
25.1 For Executive Meetings, the quorum of a small school shall be three (3) financial members and for a 

school which is not a small school or where the Association represents a group of schools the quorum 
shall be five (5) financial members. 

25.2 For a General Meeting the quorum of a small school shall be five (5) financial members and for a school 
which is not a small school or where the Association represents a group of schools the quorum shall be 
eight (8) financial members. 

25.3 If a quorum is not present, the meeting may: 
i. lapse;
ii. be reconvened at another date; or
iii. converted to an Executive Meeting, if there is a quorum of Executive Members.

If a quorum lapses during a General Meeting, then the meeting will end. All unfinished business will be 
placed on the agenda for the next General Meeting. 
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26.0 PROCEEDINGS AT MEETINGS 
26.1 All decisions or actions must be endorsed by the Executive or General Meeting. Individuals cannot act 

independently. 
26.2 The Standing Orders and Rules of Debate of the Association shall be as established from time to time by 

the Annual Conference of WACSSO Inc. and shall be observed at all meetings of the Association and any 
of its committees. 

26.3 Special Resolutions can only be passed at a General Meeting of the Association, if supported by not less 
than three-quarters of the members of the Association eligible to cast a vote at the meeting 

26.4 A member of the Association who has a relevant material personal interest in a matter before the 
Association must as soon as the member becomes aware of the interest disclose the nature and extent of 
the interest to the Association. The member must not be present while the matter is being considered at 
the meeting or vote on the matter. 

26.5 Minutes taken by the Honorary Secretary are to be circulated to members as a confidential draft not less 
than two weeks before the next scheduled meeting. The minutes will then be amended if necessary and 
ratified at that meeting and signed and dated by the President. 

27.0 VOTING 
27.1 Financial members (including the person presiding at the meeting) and ex-officio members present at a 

meeting and entitled to remain thereat shall be entitled to exercise a deliberative vote on: 
i. any motion at the meeting, 
ii. proposal before the meeting; or 
iii. any election held at the meeting. 

 No other person shall be entitled to vote at any meeting of the Association. 
27.2 Voting shall be by simple majority except where otherwise expressly provided herein. 
27.3 In the event of a tied vote on any proposition or motion before a meeting then it is lost. 
27.4 Proxy voting is not permitted at any meeting of the Association. 

28.0 DISPUTES AND MEDIATION 
28.1 Where there is a grievance or dispute between: 

i. A member and another member; or 
ii. A member and the Association; or 
iii. Non-members who receive services from the Association, and the Association, 

 the Association must adhere to and document their adherence with the Disputes and Mediation process. 
 
28.2 If the parties to a dispute are unable to resolve the dispute between themselves within fourteen days 

after the dispute has come to the attention of each party, any party to the dispute may start the grievance 
procedure by giving written notice to the Honorary Secretary of: 

i. the parties to the dispute; and 
ii. the matters that are the subject of the dispute. 

28.3 Within twenty-eight (28) days after the Honorary Secretary is given the notice, an Executive Meeting must 
be convened to consider and determine the dispute. 

28.4 At least seven (7) days before the Executive Meeting, the Honorary Secretary must give each party to the 
dispute written notice by either post or email stating: 

i. when and where the Executive Committee meeting is to be held 
ii. that the party, and/or the party's representative, may attend the meeting and will be given a 

reasonable opportunity to make written and/or oral submissions to the committee about the 
dispute. 

28.5 If any party to the dispute gives written notice to the Honorary Secretary stating that the party does not 
agree to the dispute being determined by the Executive Committee; and as such requests the 
appointment of a mediator, the Executive Committee must not determine the dispute. 

28.6 At the Executive Meeting at which a dispute is to be considered and determined, the committee must: 
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i. give each party to the dispute, or the party's representative, a reasonable opportunity to 
make written and/or oral submissions to the committee about the dispute; and 

ii. give due consideration to any submissions so made; and 
iii. determine the dispute. 

28.7  The Executive Committee must give each party to the dispute written notice by either post or email of the 
Executive Committee's determination, and the reasons for the determination, within seven (7) days after 
the committee meeting at which the determination is made. 
28.7.1  A party to the dispute may, within fourteen (14) days after receiving notice of the Executive 

Committee's determination, give written notice by either post or email to the Honorary 
Secretary requesting the appointment of a mediator. 

28.7.2 If notice is given, each party to the dispute is a party to the mediation. 
28.8 The mediator is appointed by agreement between both parties to the dispute. 

28.8.1 The person appointed as mediator may be a member or former member of the Association, 
but must not: 

i. have a personal interest in the matter that is the subject of the mediation; or 
ii. be biased in favour of or against any party to the mediation. 

28.8.2 The parties to the mediation must attempt in good faith to settle the matter that is the subject 
of the mediation. 

28.8.3 Each party to the mediation must give the mediator a written statement of the issues that need 
to be considered at the mediation at least five (5) days before the mediation takes place. 

28.8.4 In conducting the mediation, the mediator must: 
i. give each party to the mediation every opportunity to be heard; and 
ii. allow each party to the mediation to give due consideration to any written statement 

given by another party; and 
iii. ensure that natural justice is given to the parties to the mediation throughout the 

mediation process. 
28.8.5 The mediation must be confidential, and any information given at the mediation cannot be 

used in any other proceedings that take place in relation to the matter that is the subject of the 
mediation. 

28.8.6 The costs of the mediation are to be paid by the party or parties to the mediation that 
requested the appointment of the mediator. 

28.9 The information gathered by the Disputes and Mediation Process remains confidential and must be 
destroyed if the issue is resolved. 

28.10 If the Disputes and Mediation Process does not result in the grievance or dispute being resolved, the 
parties may seek to resolve the grievance or dispute in accordance with the Associations Incorporation 
Regulations 2016 (Model Rules) or otherwise at law. 

29.0 COMMON SEAL 
The Association may have a Common Seal. 

29.1 The Honorary Secretary shall have custody of the Common Seal of the Association. 
29.2 The Common Seal shall only be affixed to any document pursuant to a resolution of a General or Executive 

Meeting. 
29.3 Any two (2) of: the President, the Vice-President, the Honorary Secretary and the Honorary Treasurer shall 

countersign the affixation of the Seal and the Honorary Secretary shall keep a record of all documents to 
which the Seal shall be affixed. 

30.0 INTERPRETATION OF RULES 
30.1 Questions on the interpretation of these Rules shall be directed to WACSSO Inc. 

31.0 ALTERATION TO RULES 
31.1 WACSSO Inc. as the representative body will be responsible for any alterations, amendments, 
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enlargements or deletions of the Parent & Citizens' Association Incorporated Constitution. There will be 
no alteration of the Rules by individual Associations. Any request for changes must be submitted to 
WACSSO Inc. for approval. Constitutional amendments must be approved by the Department of 
Education and the government authority responsible for administering the Associations Incorporation Act 
2015. 

31.2 Proposals to amend, alter, enlarge or repeal the Constitution and Rules from time to time must be by a 
Special Resolution passed at a General Meeting. 

31.3 Special Resolutions designed to effect amendments, alterations, enlargements or deletions shall be 
submitted in writing to the Honorary Secretary not less than ten (10) days prior to the General Meeting. 

32.0 ALTERATION TO NAME OF THE ASSOCIATION 
32.1 Proposals to amend the Association's name must be by Special Resolution passed at General Meeting. 

32.1.1 Any submission made to the government authority responsible for administering the 
Associations Incorporation Act 2015 must be made through WACSSO Inc. 

32.1.2 The Association must give permission for WACSSO Inc. to act on their behalf. 

33.0 PROCEDURE FOR VOLUNTARY CANCELLATION OF INCORPORATION 
33.1 The Association may voluntarily cancel its incorporation where it is solvent by Special Resolution passed 

at a General Meeting. 
33.2 Notice of the proposal for a Special Resolution shall be given to all members in writing by either post or 

email, not less than twenty-eight (28) days prior to the date of the General Meeting. 
33.3 The Special Resolution must be lodged with the Commissioner within fourteen (14) days of ·the General 

Meeting at which the resolution was passed. 
33.4 The Association shall inform WACSSO Inc. of its closure in writing by either post or email. 
33.5 An Association that is in breach of the School Education Act 1999 may be wound up by the Supreme Court 

on the application of the Minister responsible for Education. 

34.0 LIABILITY OF MEMBERS 
34.1 The liability of members on the winding up of the Association is limited to any unpaid subscriptions and 

any other amounts due to the Association at the date of the commencement of the winding-up. 

35.0 DISPOSAL OF ASSETS ON WINDING UP 
35.1 The Association is prohibited from making any distribution to its members whether in money, property, 

or in any other way of any assets belonging to the Association. This does not prevent the payment in good 
faith of remuneration of any officers or servants of the Association for services actually rendered. 

35.2 A Special Resolution, to be endorsed at a General Meeting, shall nominate the incorporated Parents and 
Citizens' Association or Associations to which any surplus assets of the Association shall be transferred. 
35.2.1 Associations that have Deductible Gift Recipient (DGR) status must abide by the. Australian 

Taxation Office requirements. 

36.0 RECORDS OF THE DISSOLVED ASSOCIATION 
36.1 Records of the dissolved Association include: 

i. Minutes
ii. Correspondence
iii. Financial documents

36.2 Records from a dissolved Association shall be appropriately stored by the relevant school in accordance 
with Rule 20.2, 20.3, 20.4, 20.5 

36.3 In the event that the relevant school closes, the properly collated records of the dissolved Association 
shall be forwarded to an appropriate association such as the WACSSO Inc. or the Western Australian State 
Library. 



Churchlands Senior High School Parents and Citizens' Association Incorporated 
CONSTITUTION AND RULES 

 

P&C Association Constitution – June 2019 - Page 12 of 14 
© WA Council of State School Organisations Inc 2019 

APPENDIX 1: GLOSSARY 
In these rules, unless the contrary intention appears: 
'Annual General Meeting (AGM)' is a meeting held only once every financial year within which an Association 
reports. The AGM must be held within four months of the end of the previous financial year and is the meeting at 
which the Executive Committee are elected, annual financial reports are received and other reports on the activities 
of the Association during the past year are presented. 
'Association' refers to the entire P&C Association, including every financial and ex-officio member, 
'Audit' means the collection of evidence relating to the Associations financial records and transactions to satisfy the 
auditor that the report is a true and correct reflection of the Association's finances. 
'Authorised Signatory' means financial members who have been elected as the office bearers of the Association i.e., 
President, Vice-President, Honorary Secretary, Honorary Treasurer and one member of the Executive Committee 
who may be appointed for such purpose at the Annual General Meeting of the Association. These individuals must 
be registered with the associated financial institution. 
'Ballot' means voting conducted in written form (as opposed to a show of hands). 
'Commissioner' means the Commissioner for Consumer Protection exercising powers under the Association 
Incorporations Act 2015. 
'Common Seal' is the official stamp or 'signature' of an Association. 
'Declared by Lot' means drawn out of a hat when a member ballot is tied. 
'Deliberative Vote' is a vote given to a financial member of the Association. It is an equal vote. No financial member 
has a more powerful vote than any other member. 
'Department of Education' means the state government department responsible for portfolio of school education. 
'Direct Relationship' means business, immediate or extended family, and marriage/de facto relationships. 
'Documents and Records' means documents and records pertaining to the management of the affairs of an 
incorporated association. 
'Executive Committee' means those financial members elected or appointed to fill the positions of President, Vice 
President, Honorary Secretary, Honorary Treasurer or others as elected to be Executive Members. The school 
principal is also member of the Executive by virtue of the office they hold. 
'Executive Meeting' means a meeting convened for the Executive Committee members only. 
'Ex-officio Members' are members of both the Association and the Executive of the Association. by virtue of the 
position they hold, with full voting rights. 
'Financial Member' means a person who has paid the required membership fee and is listed on the Register of 
Members. 
'Financial Statement' is a written explanation of the financial transactions and financial position of the committee. 
'General Meeting' means a meeting to which all financial members are invited and a quorum achieved. 
'Member' means a financial member of the Association. 
'Minister responsible for Education' means the State Minister for school education. 
'Natural Justice' means the right to a fair procedure that is free from bias. 
'Parents' means parents and carers of children attending a government school. 
'Parent and Citizens' means incorporated Parents and Citizens' Associations, as defined in the School Education Act 
1999. 
'Present at a Meeting' means a financial member is present at a meeting if they are there in person or 
communicating by a form of real-time, synchronous technology that allows for their identification. 
'Proxy Voting' is a vote cast by one financial member on behalf of another financial member who is not present at 
the meeting. No proxy voting is permitted at any meeting of a P&C Association. 
'Quorum' means the minimum number of financial members required to be present for a meeting to proceed and 
make decisions that are Constitutional. 
'Rising' when the meeting has officially been closed. In AGM terms this means the current elected members of the 
Executive Committee would chair up to the close of the Annual General Meeting. The newly elected Executive would 
convene all subsequent meetings. 
'Review' means a look over the Association's financial report and provide a statement whether anything has come 
to the reviewer's attention that does not comply with the requirements of Act. 
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'Rules' in this document means the Constitution. 
'Rules of Debate' the rules to be followed when debating a motion. 
'Simple Majority' means greater than half of the financial members (50 per cent + 1) present at a meeting. 
'Small School' means a school with an average daily attendance of two hundred (200) or less students recorded at 
the start of the school year. 
'Special General Meeting' means a General Meeting other than the Annual General Meeting and is called for a 
specific purpose. 
'Special Resolution' a motion at a General Meeting to amend the rules, change the name or objects, or to cancel 
incorporation of an Association. A three-quarter majority is required to carry the motion. 
'Standing Orders' the rules that govern the conduct of a meeting. 
'Sub-Committees' a committee of the Association created to perform specific tasks as required. 
'Terms of Reference' is a document outlining the powers, limitations, purpose and structure of a sub-committee. 
'WACSSO Inc' means the Western Australian Council of State School Organisations Incorporated. 
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CHURCHLANDS SHS P&C
2020 Calendar

Mon Tue Wed Thu Fri Sat Sun
30 31 1 2 3 4 5
6 7 8 9 10 11 12 1-Jan-20 New Years Day

13 14 15 16 17 18 19 27-Jan-20 Australia Day
20 21 22 23 24 25 26 2-Mar-20 Labour Day
27 28 29 30 31 1 2 J 10-Apr-20 Good Friday
3 4 5 6 7 8 9 13-Apr-20 Easter Mon/Tues

10 11 12 13 14 15 16 J 25-Apr-20 Anzac Day
17 18 19 20 21 22 23 1-Jun-20 WA Day
24 25 26 27 28 29 1 J 28-Sep-20 Queens Birthday
2 3 4 5 6 7 8 J 25-Dec-20 Christmas Day
9 10 11 12 13 14 15 J 28-Dec-20 Boxing Day

16 17 18 19 20 21 22 J
23 24 25 26 27 28 29 J
30 31 1 2 3 4 5 J
6 7 8 9 10 11 12 J 10-May-20 Mothers Day

13 14 15 16 17 18 19 J
20 21 22 23 24 25 26 J 6-Sep-20 Fathers Day
27 28 29 30 1 2 3 J
4 5 6 7 8 9 10 J PD Days

11 12 13 14 15 16 17 J
18 19 20 21 22 23 24 J
25 26 27 28 29 30 31 J
1 2 3 4 5 6 7 J
8 9 10 11 12 13 14 J

15 16 17 18 19 20 21 J
22 23 24 25 26 27 28 J
29 30 1 2 3 4 5 J
6 7 8 9 10 11 12 J

13 14 15 16 17 18 19 J P&C Meetings Term 1 Week 3 & 8 AGM - 1st Meeting
20 21 22 23 24 25 26 J Term 2 Week 3 & 8
27 28 29 30 31 1 2 J 24-Feb-20 17-Feb-20 Term 3 Week 3 & 8
3 4 5 6 7 8 9 J 23-Mar-20 16-Mar-20 Term 4 Week 3 & 8

10 11 12 13 14 15 16 J 11-May-20 4-May-20
17 18 19 20 21 22 23 15-Jun-20 8-Jun-20 Exec Meetings As required
24 25 26 27 28 29 30 J 3-Aug-20 27-Jul-20
31 1 2 3 4 5 6 7-Sep-20 31-Aug-20
7 8 9 10 11 12 13 J 26-Oct-20 19-Oct-20

14 15 16 17 18 19 20 30-Nov-20 23-Nov-20
21 22 23 24 25 26 27 J
28 29 30 1 2 3 4
5 6 7 8 9 10 11 J

12 13 14 15 16 17 18
19 20 21 22 23 24 25 J
26 27 28 29 30 31 1
2 3 4 5 6 7 8 1 12-Mar-20 Year 7 BBQ School Production
9 10 11 12 13 14 15 2 24-Feb-20 Welcome Sundowner & AGM Intermediate Concert

16 17 18 19 20 21 22 3 5, 6, 7 June Community Art Show Junior Concert
23 24 25 26 27 28 29 4 26-Jun-20 P&C Quiz Night Music Farewell Concert (2 yearly)
30 1 2 3 4 5 6 5 Yr6 Parents Night Senior Band & Orchestra Festival
7 8 9 10 11 12 13 6 Year 12 Music Recital Night

14 15 16 17 18 19 20 7 7-Dec-20 P&C dinner Senior Concert
21 22 23 24 25 26 27 8 Jazz Festival
28 29 30 31 1 2 3 9 TBA Youthcare Dinner Junior Band & Orchestra Festival

Return to school 3 Feb 2020 19 TBA Youthcare Concert Intermediate Concert
TBA Youthcare Quiz Night Junior Concert

Public Holiday W/E TBA Fathering events various Christmas Concert
School Holiday
P&C General Meetings
MPC Meeting
P&C Executive Meeting

2019
Rev 2

18 Dec - onwards

January

Public Holidays

February

External Events

School Holidays
1 Jan - 2 Feb

10 Apr - 27 Apr
4 Jul - 19 Jul

26 Sep - 11 Oct

3-Dec-19

2020

March

April

June

July

August

Board Meetings

P&C Events Music Events

Weeks 3 & 8 each 
Term

Weeks 2 & 7 each 
Term

P&C Meetings Exec Mtgs MPC Meetings

May

September

October

November

December

As at:

AGM

YOUTHCARE 
DINNER

ART SHOW

YOUTHCARE 

YR 6 PARENTS

YOUTHCARE 
CONCERT

YR 7 BBQ

SUNDOWNER

P&C QUIZ

P&C DINNER
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EXECUTIVE COMMITTEE (Principal ex officio)

1 PRESIDENT Kate Sinfield

2 VICE PRESIDENT Ken Taylor

3 SECRETARY Brendon Flaherty

4 TREASURER Shirley Godfrey

5 ACT-BELONG-COMMIT Chris Knott

6 BOARD Chris Porteous

7 COMMUNICATIONS Jane Powell

8 COMMUNITY ART Jane Powell

9 DADS Craig Stewart

10 GROUNDS Dave Lukavecki

ABC BOOKKEEPER 11 MUSIC PARENTS Tracey Gralton

COMMUNITY ART 12 QUIZ NIGHT Miranda Overmeire, Kelly Flaherty

BOARD UNIFORM MANAGER 13 UNIFORM SHOP Kelly Flaherty

MUSIC PARENTS 14 YOUTHCARE Nikki Harvey

COMMUNICATIONS CASUALS

QUIZ NIGHT

DADS VOLUNTEERS

UNIFORM SHOP

GROUNDS STAFF

UNIFORM SHOP MANAGER Melissa Haynes

YOUTHCARE BOOKKEEPER Rachel Clegg

GOVERNANCE CASUALS - Anne-Laure Gunson-Bouillet

TERMS OF REFERENCE - Christel Pomeon

POSITION DESCRIPTIONS - Miranda Overmeire

CASH HANDLING - Rawinia Gregory

EVENTS - Toni Fitzhardinge

FUNDRAISING

SPONSORSHIPS

ORGANISATION STRUCTURE
2019 / 2020

SUB-COMMITTEES
(Terms of Reference & Role 

Descriptions)

P&C CONSTITUTION

P&C EXECUTIVE COMMITTEE

CO-ORDINATORS
(Role Description)

STAFF
(Position Descriptions)

PROCEDURES
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CHURCHLANDS SENIOR HIGH SCHOOL 

Parents and Citizens’ Association Incorporated 

CSHS P&C ROLE STATEMENTS 
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GOOD2GROW CO-ORDINATOR ................................................................................................................................... 10 
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CHURCHLANDS SENIOR HIGH SCHOOL 

Parents and Citizens’ Association Incorporated 

President 

Responsible to: Last Updated: 
The P&C in General Meetings 2018 

 

Purpose 
To ensure the effective operation of the P&C and that the P&C meets its legal obligations. 
 

Responsibilities & Duties 
• Ensure the P&C (including all its sub-committees) operates according to its legal 

requirements (as per the P&C Constitution, the School Education Act and the 
Associations Incorporations Act); 

• Chair P&C meetings; 
• Facilitate planning of P&C activities; 
• Liaise with P&C committee members and ensure office bearers are fulfilling their 

duties; 
• Liaise with Uniform Shop manager in conjunction with the Uniform Shop Coordinator; 
• Manage employment agreements for all employees (paid & voluntary) and sit on all 

employment interviews/contract discussions; 
• Address escalated issues relating to Uniform Shop operations; 
• Review P&C budgets; 
• Authorise payments – typically via on-line banking; 
• Communicate with parents on activities of the P&C, typically via the P&C web site, 

newsletters, Bytes and presentations at school meetings and forums; 
• Act as the ‘public face’ of the P&C; 
• Liaise with the school administration; 
• Present the P&C sponsored award at the Year 12 graduation ceremony. 

 
A comprehensive description of the President role can be found on the WACSSO website in 
the P&C President’s Guide. 
 

Additional Details 
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CHURCHLANDS SENIOR HIGH SCHOOL 

Parents and Citizens’ Association Incorporated 

Vice President 

Responsible to: Last Updated: 
The P&C in General Meetings 2018 

 

Purpose 
To assist the P&C President with their role in ensuring the effective operation of the P&C. 
 

Responsibilities & Duties 
• Attend P&C meetings  
• Assist at the meetings when needed, this may include taking the minutes or chairing in 

the President’s absence. 
• Become familiar with P&C operations, rules and procedures. 
• Authorise payments – typically via on-line banking; 
• Represent the P&C on the Building Fund Committee.  
• Participate on other sub-committees if/when required. 
• Manage the constitutional basis and ongoing operation of all committees 

NOTE:  If new to the P&C, it may be beneficial to attend a WACSSO P&C Training Session to 
become familiar with the functions and legal framework of a P&C. 

 

Additional Details 
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CHURCHLANDS SENIOR HIGH SCHOOL 

Parents and Citizens’ Association Incorporated 

Secretary 

Responsible to: Last Updated: 
The P&C in General Meetings 2019 

 

Purpose 
To administer the functions of the P&C in accordance with the Constitution, Code of Conduct 
and best practice. 
 

Responsibilities & Duties 
• Organise and notify of meetings 
• Set the meeting agenda with the President & circulate with reports prior to meetings 
• Record minutes of meetings & circulate to all members 
• Receive, record and direct correspondence 
• Maintain and update all records – Minutes (P&C, Executive, committees), Constitution, 

Certificate of Incorporation, contacts, procedures, forms, etc. 
• Maintain all registers – members, correspondence, WWC cards 
• Complete all official notifications: 

o by 30th April each year – Principal, WACSSO 
o by 30 June – Associations Online, ATO contacts, ACNC  

• Manage the TidyHQ P&C website 
• Authorise payments – typically via on-line banking; 
• Create & maintain a calendar of events 
• Create & maintain a calendar of P&C action dates for each year 
• Write letters on behalf of the P&C as directed in meetings 
• Manage the Association email hosting and reallocate each year to new Committee 

members 
 
A comprehensive description of the Secretary role can be found on the WACSSO website in 
the P&C Secretary’s Guide. 
 

Additional Details 
To be effective, the Secretary must work closely with the President and be:  

• Methodical,  
• Impartial,  
• Persistent and  
• Familiar with the Constitution. 

 
 
  



 

Form 66 - P&C Role Statements  Page 5 of 19 
 

CHURCHLANDS SENIOR HIGH SCHOOL 

Parents and Citizens’ Association Incorporated 

Treasurer 

Responsible to: Last Updated: 
The P&C in General Meetings 2018 

 

Purpose 
To manage the P&C finances 
 

Responsibilities & Duties 
• Establish the P&C budget 
• Supervise the P&C bookkeeper  
• Ensure honest and accountable financial procedures are undertaken via appropriate 

systems & procedures, particularly with sub-committees 
• Authorise payments – typically via on-line banking; 
• Present written reports to P&C meetings; 
• Notify the P&C of any potential financial problems 
• Ensure accounts are audited in time for the AGM each year 
• Represent the P&C on the school Finance Committee  

 
A comprehensive description of the Treasurer role can be found on the WACSSO website in 
the P&C Treasurer’s Guide. 
  
 

Additional Details 
• Manage all financial aspects of the annual Art Exhibition including: 

o Receipt of Entries including receipt of the entry fee 
o Issuing of receipts for entries 
o Working with the Art Coordinator to receive payments for exhibits as well as 

collecting the P&C commission and paying the exhibitor 
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CHURCHLANDS SENIOR HIGH SCHOOL 

Parents and Citizens’ Association Incorporated 

Act-Belong-Commit (ABC) Committee Representative 

Responsible to: Last Updated: 
The P&C in General Meetings 2018 

 

Purpose 
To liaise between the ABC / Health committee and the P&C. 
 

Responsibilities & Duties 
• To attend and contribute to ABC / Health committee meetings which are generally held 

twice per term. 
• To report to the P&C, in regard to relevant ABC / Health committee issues. 
• To contribute to discussions in regard to policy development and other strategies e.g. 

healthy food and drink policy, sun protection policy. 

 

Additional Details 
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CHURCHLANDS SENIOR HIGH SCHOOL 

Parents and Citizens’ Association Incorporated 

Art Exhibition Committee Representative 

Responsible to: Last Updated: 
The P&C in General Meetings 2015 

 

Purpose 
Liaise between the Art Committee and the P&C 
 

Responsibilities & Duties 
• Represent the P&C on the Art Exhibition Committee  
• Attend Art committee meetings once per month 
• Present report to P&C meetings 

 
 

Additional Details 
 
  



 

Form 66 - P&C Role Statements  Page 8 of 19 
 

CHURCHLANDS SENIOR HIGH SCHOOL 

Parents and Citizens’ Association Incorporated 

Communications 

Responsible to: Last Updated: 
The P&C in General Meetings 2015 

 

Purpose 
To ensure that matters relevant to the P&C are publicised within the school community 
 

Responsibilities & Duties 
• Update the P&C website 
• Advertise forthcoming publication dates in the Churchlands Bytes and newsletters and 

coordinate submission of items 
• Write P&C articles as requested.  
• Report to P&C meetings 
 

Additional Details 
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CHURCHLANDS SENIOR HIGH SCHOOL 

Parents and Citizens’ Association Incorporated 

Fathering Coordinator 

Responsible to: Last Updated: 
The P&C in General Meetings 2017 

 

Purpose 
To coordinate meetings and functions under the “Fathering” banner 
 

Responsibilities & Duties 
• Coordinate activities and volunteers required to run Fathering 
• Liaise with the Fathering Project personnel  
• Liaise with the Treasurer regarding Fathering financial matters 
• Liaise with school staff regarding use of school facilities 
• Provide promotional material for the event in liaison with the P&C Communication role 
• Provide updates to P&C meetings regarding the event 
 

Additional Details 
www.fatheringproject.org.au 
 
 
 

  

http://www.fatheringproject.org.au/
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CHURCHLANDS SENIOR HIGH SCHOOL 

Parents and Citizens’ Association Incorporated 

Good2Grow Coordinator 

Responsible to: Last Updated: 
The P&C in General Meetings 2015 

 

Purpose 
To coordinate the Good2Grow fundraiser 
 

Responsibilities & Duties 
• Coordinate activities and volunteers required to run Good2Grow 
• Liaise with the Treasurer regarding Good2Grow financial matters 
• Liaise with school staff regarding use of school facilities 
• Provide promotional material for the event in liaison with the P&C Communication role 
• Provide updates to P&C meetings regarding the event 
 
 

Additional Details 
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CHURCHLANDS SENIOR HIGH SCHOOL 

Parents and Citizens’ Association Incorporated 

Grounds Committee Representative 

Responsible to: Last Updated: 
The P&C in General Meetings 2015 

 

Purpose 
Represent the P&C on the school grounds committee and coordinate building fund projects 
 

Responsibilities & Duties 
• Attend school grounds committee meetings 
• Report to P&C meetings on school grounds matters 
• Coordinate P&C building fund projects 
 
 

Additional Details 
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CHURCHLANDS SENIOR HIGH SCHOOL 

Parents and Citizens’ Association Incorporated 

ICT Committee Representative 

Responsible to: Last Updated: 
The P&C in General Meetings 2015 

 

Purpose 
To facilitate information flow between the P&C and the ICT Department 
 

Responsibilities & Duties 
• To liaise with the ICT Department 
• To attend ICT Committee meetings 
• To inform the P&C of ICT related matters of importance to parents 

 
 

Additional Details 
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CHURCHLANDS SENIOR HIGH SCHOOL 

Parents and Citizens’ Association Incorporated 

Music Parents Committee Representative 

Responsible to: Last Updated: 
The P&C in General Meetings 2015 

 

Purpose 
Liaise between the Music Parents Committee and the P&C  
 

Responsibilities & Duties 
• Represent the P&C on the Music Parents Committee  
• Represent the Music Parents Committee at P&C meetings 
• Attend Music Parents Committee meetings once per month 
• Present reports to P&C meetings and Music Parents Committee meetings 

 
 

Additional Details 
 
  



 

Form 66 - P&C Role Statements  Page 14 of 19 
 

CHURCHLANDS SENIOR HIGH SCHOOL 

Parents and Citizens’ Association Incorporated 

Quiz Night Coordinator 

Responsible to: Last Updated: 
The P&C in General Meetings 2015 

 

Purpose 
To coordinate the annual P&C Quiz Night 
 

Responsibilities & Duties 
• Coordinate activities and volunteers required to run the Quiz Night 
• Apply for Liquor License for the event 
• Liaise with the Treasurer regarding Quiz Night financial matters 
• Liaise with school staff regarding use of school facilities 
• Provide promotional material for the event in liaison with the P&C Communication role 
• Provide updates to P&C meetings regarding the Quiz Night 
 
 

Additional Details 
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CHURCHLANDS SENIOR HIGH SCHOOL 

Parents and Citizens’ Association Incorporated 

School Board Representative 

Responsible to: Last Updated: 
The P&C in General Meetings 2015 

 

Purpose 
Represent the P&C on the school Board  
 

Responsibilities & Duties 
• Attend school Board meetings (typically monthly) 
• Present the P&C position on matters discussed at the board as required 
• Report to P&C meetings on activities of the Board 
 
 

Additional Details 
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CHURCHLANDS SENIOR HIGH SCHOOL 

Parents and Citizens’ Association Incorporated 

Uniform Shop Coordinator 

Responsible to: Last Updated: 
The P&C in General Meetings 2018 

 

Purpose 
To oversee the operation of the Uniform Shop and act as the liaison between the Uniform 
Shop and the P&C committee 
 

Responsibilities & Duties 
• Ensure the Uniform Shop is meeting the requirements of the school 
• Provide support for the Uniform Shop Manager in managing the operation of the shop 
• Work with the Uniform Shop Manager to improve the operation of the Uniform Shop 
• Assist at the shop approx. once per term then more frequently during new student and 

music uniform fittings as needed 
• Prepare an update report for the monthly P&C meetings, in conjunction with the 

Uniform Shop Manager 
• Attend Uniform Reference Group meetings; up to twice per term during school hours for 

discussion of new and updated uniform items 
• Direct and liaise with the Uniform Shop Manager regarding: 

o Hiring, firing and management of staff  
o Supplier terms & conditions 
o Supplier payment terms (in conjunction with the Treasurer) 
o Stock levels to be held of all items 

• Prepare an annual report in September each year on the operation of the Uniform Shop 
with recommendations for changes or improvements for the following year. 

 
 

Additional Details 
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CHURCHLANDS SENIOR HIGH SCHOOL 

Parents and Citizens’ Association Incorporated 

WACSSO Representative 

Responsible to: Last Updated: 
The P&C in General Meetings 2015 

 

Purpose 
Keep the P&C informed on WACSSO matters 
 

Responsibilities & Duties 
• Keep in touch with WACSSO activities and information provided by WACSSO 
• Report to P&C meetings on WACSSO activities and information 
• Attend the Annual WACSSO Conference 

 
 

Additional Details  
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CHURCHLANDS SENIOR HIGH SCHOOL 

Parents and Citizens’ Association Incorporated 

Year Liaison 

Responsible to: Last Updated: 

The P&C in General Meetings 2015 

 

Purpose 
To promote parent involvement in school and P&C activities. 
 

Responsibilities & Duties 
• Coordinate social events out of school for parents to meet and catch up; 
• Assist with school functions and events; 
• Encourage parents to come along to P&C meetings and events; 
• General promotion of the school and sense of community. 
 
 

Additional Details 
This role can be for just one year group or for several.  The role may also be shared by a 
number of people. 
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CHURCHLANDS SENIOR HIGH SCHOOL
Parents and Citizens’ Association Incorporated

YouthCARE Liaison 

Responsible to: Last Updated: 
The P&C in General Meetings 2018 

Purpose 
Liaise between the school Chaplains / Cambridge YouthCARE Council (CYCC) and the P&C 

Responsibilities & Duties 
• To keep contact with the School’s Chaplains
• To contact the Chaplains prior to P&C meetings for a report so they can say how things

are going within the school and see if they need anything.
• To report back to P&C members at each meeting on the activities of the Chaplains within

the school.
• To attend the meetings of the CYCC as a Link person at St Nicholas Church Floreat, every

1st Thursday in the month.
• To check mails from the Secretary and members of the CYCC Committee re minutes and

actions.
• To assist with fundraising activities for YouthCARE, e.g. Concert, Dinner, Quiz night,

Chaplathon.   To assist by promoting, selling and helping at those events.
• To report to the P&C on the activities of CYCC.
• To promote the activities through the P&C meetings, advertising through the school

newsletters, emails, Bytes, and placing posters at school.
• Optional to attend the fundraising functions, but preferable for public relations between

CSHS and CYCC.
• To invite and update members of CYCC of events at school, such as the Art Exhibition,

Musicals, Concerts, Fertiliser Fundraiser, etc.
• To ensure that the CYCC are invited to the Principal’s Thank You morning tea for

Volunteers at the end of the school year.

Additional Details 
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