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PART A: PRELIMINARY

A1.
NAME AND OFFICE

(1)
The name of the association is the Caroline Chisholm  School (CCS) Parents’ and Citizens’ Association Incorporated.

(2)
The association may also be referred to as the Caroline Chisholm  School P&C.

(3)
The office of the association shall be at Caroline Chisholm  School, Hambidge Crescent, Chisholm, ACT, 2905.

A2.
INTERPRETATION AND DEFINITIONS

(1)
Except as provided in this clause, this constitution is to be interpreted by reference to the ACT Interpretation Act and, where necessary, to the ACT Associations Incorporation Act 1991.
(2)
In this constitution, unless the contrary appears:


“Act” means the Associations Incorporations Act 1991 of the ACT;


“AGM” means annual general meeting;


“association” means the organisation established under this constitution;


“CCS” means Caroline Chisholm  School;


“Council” means the ACT Council of Parents’ and Citizens’ Associations Incorporated;


“model Rules” means the Model Rules under the Act;


“objectives” means the objectives of the association established by this corporation;


“parents” in relation to membership of the association, includes de facto parents and guardians of students at the school;


“Principal” means the principal or acting principal of the school;


“Registrar” means the person holding this office under the ACT Associations Incorporation Act 1991;

“school” means Caroline Chisholm  School;


“School Board” means the school board of the school;


“special resolution” means a resolution passed at a special general meeting.

(3)
Part and clause titles [but not the table of contents] are included in the text of this constitution and may be used in its interpretation.

(4)
The table of contents, the index and the annexes are not part of the text of this constitution.

A3.
COMMON SEAL

(1)
The association is to hold and securely store a common seal.

(2)
The Executive Committee may direct the Common Seal of the association to be affixed to any deed, contract, agreement or writing to which the Association is to be party. The affixing thereof shall be attested by either the President or Secretary and the Public Officer.

(3)
Use of the seal shall be recorded in the minutes of the Executive Committee. The seal shall remain the property of the Public Officer.

(4)
The seal shall be in the form of a rubber stamp inscribed with the name of the association encircling the word “SEAL”.
PART B: FUNCTIONS AND OBJECTIVES
B1.
FUNCTION

(1)
The function of the association is to promote parent participation and to enable parents and interested community members to contribute to the school and to ACT public schooling.

B2.
OBJECTIVES

(1)
The objectives to be pursued in the undertaking of this function are:


(a)
to promote the interests of CCS and its students;


(b)
to encourage the close collaboration of teaching staff, parents, students and citizens;

(c)
to promote a forum where members can contribute to the development of the goals and policies of the school;
(d)
to concurrently provide a forum where members can contribute to formulation of policies and programs for ACT public schooling and CCS specifically;

(e)
to provide members with a means of raising and discussing matters of general concern and interest;
(f)
to provide a means by which parent members of the school board keep in touch with parent and community views , receive input on matters to be decided and report back on decisions taken;

(g)
to affiliate or cooperate with other such organisations, for example the Council, as would assist in the pursuit of these objectives;

(h)
to make representations to appropriate authorities relating to the well-being and safety of  students;
(i)
to provide facilities and equipment, such as a canteen, for use by students, staff and visitors;

(j)
to assist with the provision of equipment for educational, recreational and sporting use; and

(k)
to identify such objectives as would assist in the carrying out of the association’s function.

PART C: POWERS AND CHARACTER OR OPERATIONS

C1.
POWERS

(1)
The association may do all things permitted at law and by this constitution which are necessary or helpful in the pursuit of the association’s functions and objectives.

(2)
Subject in particular to the provisions of this constitution relating to financial management, the capacities of the association under this constitution include the powers to:


(a)
consider and determine courses of action to be taken in pursuit of the objectives;


(b)
make statements or implement other action as required for this purpose;

(c)
initiate projects or co-operate with other organisations concerned with promoting community interests involving the school or its students;

(d)
raise funds in the form of subscriptions, sponsorships, fund raising activities, interest on investments or other forms of income;

(e)
manage the investment and expenditure of the association’s funds;

(f)
make gifts, subscriptions or donations for purposes consistent with the objectives;
(g)
provide a canteen service or such other services as are consistent with the objectives;

(h)
enter into contractual arrangements in connection with such services and facilities or otherwise;

(i)
affiliate with the Council and participate in its work;

(j)
choose representatives and delegates for purposes consistent with the objectives; and
(k)
establish such subcommittees, task forces and working groups as are convenient from time to time.
C2.
CHARACTER OF OPERATIONS

(1)
The operations of the association must at all times be undertaken in a manner which is conducive to the inclusion of all members in the work and decision-making of the association.

(2)
To this end, office bearers of the association must place high importance on keeping parents and community members informed of the work of the association and of the issues it is addressing.

(3)
Wherever possible, active use is to be made of the school’s newsletter for this purpose, in addition to utilisation of direct circulars, general meetings and other means of communication with members.

(4)
The operations of the association are also to be based on the policies of the association arrived at in accordance with this constitution.

C3.
PUBLIC OFFICER

(1)
At each AGM the association is to appoint a Public Officer.

(2)
The Public Officer must be a resident of the ACT and must be eighteen years of age or more.

(3)
A retiring Public Officer and former Public Officers are not excluded from eligibility for appointment.

(4)
In addition to carrying out any duties conferred on the Public Officer by this constitution, the Public Officer is also to perform and statutory duties required by or under the Act.

(5)
The office of the Public Officer becomes vacant at the AGM, and as prescribed in ss. 63 and 64 of the Act.

(6)
The Public Officer may hold any office in addition to the office of Public Officer. 

PART D: MEMBERSHIP

D1.
BASIS OF MEMBERSHIP

(1)
Subject to this clause, the membership of the association consists of:


(a)
all parents of students at the school; and


(b)
other citizens who elect to become members of the association.

(2)
Any parent of a student at the school who has religious or other objections to membership of the association is not a member.

(3)
The Principal, or in their absence, a member of the teaching staff nominated by him/her, shall be an ex-officio member of the association and the Executive Committee.

(4)
Citizens who are not parents of students at the school and elect, in writing or by attendance at a general meeting, to be members of the association, become such members on acceptance by the parent body, and continue to be members during the currency of such acceptance.

(5)
Where the Executive Committee or a general meeting is of the view that a member of the association has persistently acted in a manner which is prejudicial to the association, action may be taken in accordance with clause 9 of the model rules with respect to the courses available, the procedures and processes to be followed, the rights of appeal which may be utilised, and the like.

(6)
The rights, privileges and obligations of membership are not transferable.

D2.
REGISTER OF MEMBERS

(1)
The association will keep a register of the names of members. This register is derived from the list of parents registered at the school and is maintained by the school. Community members who are not parents of students at the school shall complete a membership form each year they maintain their membership. These forms shall be kept at the school as part of the register of members.
(2)
The register is to be kept at the school and is to be available for inspection by any member at such times as the association specifies after consultation with the school staff.

(3)
In the interests of confidentiality, the addresses of members for the purposes of the register are deemed to be care of the school.

D3.
MEMBERS’ LIABILITIES

(1)
Where debt has been incurred through the deliberate illegal action of a member, that member is liable for that debt.
PART E: POLICY

E1.
 DETERMINATION AND RECORDING

(1)
The policies of the association are to be determined by wide consultation with the whole membership.
(2)
In determining its policies the association is to have regard to the policies of the Council.

(3)
Policies arrived at are to be recorded in a policy manual, in an annexe to this constitution or in other durable form to facilitate communication between successive generations of members.

E2.
UTILISATION

(1)
In taking action to implement the objectives of the association the Executive Committee is to be guided by the policies endorsed as provided for in the preceding clause.

(2)
The Executive Committee is to report to a special general meeting, or to an ordinary general meeting if held promptly, in any case where it believes that departure from these policies is required in relation to any matter being pursued.

PART F: DIRECTION-SETTING AND MANAGEMENT

F1.
DIRECTION-SETTING
(1)
The overall direction of the association is vested in the membership at large.

(2)
The consequential right to participate in the management of the association and to set policies is therefore likewise vested in the membership at large.

F2.
MANAGEMENT

(1)
This direction is to be exercised through general meetings where possible and through the consideration and adoption of annexes to this constitution as provided for in Part L.

(2)
This direction may also be exercised through the election of representatives of the membership to undertake the administration of the association, and through the provision of guidelines for such representatives.

PART G: ADMINISTRATIVE ARRANGEMENTS

G1.
STRUCTURE

(1)
The day to day administration of the Association shall be vested in the Executive Committee elected in accordance with this constitution and which shall consist of:
· President,
· Vice President,
· Secretary,
· Treasurer,
· Employee Liaison Officer, and
· Fund Raising Officer. 
(2)
The Executive Committee may appoint an Assistant Treasurer from among its membership, as appropriate.

(3)
The Executive Committee may co-opt any other person for specific purposes.

(4)
The Chairperson of any sub-committee or their nominee, formed under the constitution shall be deemed to be an ex-officio member of the Executive Committee and shall have all the rights and obligations of an elected member of the Executive Committee.

(5)
Any elected officer or member of the Executive Committee may be removed from office by resolution of the association carried at a properly convened general or special general meeting provided due notice is given as provided by Rules 20 and 21.

(6)
No member of the association or its Executive Committee or sub-committees shall make public any statement in the name of the association without the approval of the Executive Committee.
G2.
ROLES

(1)
The role of the executive Committee is to act as agent of the membership at large and to be accountable to the membership at large.

(2)
A statement of the specific roles of each office bearer, as decided from time to time by general meetings, is to be annexed to this constitution.
G3.
POWERS OF THE EXECUTIVE COMMITTEE

(1)
The Executive Committee, subject to the Act, the Regulations, these rules and any resolution by the Association:


(a)
shall control and manage the affairs of the association;


(b)
may exercise all such functions as may be required by these rules to be exercised; and


(c)
has power to perform all such acts and do all such things as appear to the Executive Committee
 to be necessary or desirable for the proper management of the affairs of the association.
G4.
TENURE
(1)
Office bearers may not hold the same office on the committee for more than two consecutive years unless no new nomination is received.
G5.
SUB-COMMITTEES

(1)
The association or Executive Committee may set up and disband Sub-committees to perform specific functions on its behalf and such Sub-committees shall report on their operations to meetings of the Executive Committee on a regular basis. When an ongoing fundraising/enterprise activity is being undertaken (for example canteen or training initiative), it is preferred that a Sub-committee be established to supervise the day to day administration of this activity.
(2)
The President and the CCS Principal shall be ex-officio members of all Sub-committees.

(3)
Sub-committees:

(a)
shall operate under guidelines approved by the association or Executive Committee, as appropriate, and shall be responsible to the association or Executive Committee for their operation;

(b)
may operate bank accounts with the authority of the Executive Committee;

(c)
must submit all book-keeping and current bank statements for annual audit in January of each year.
(4)
Upon the disbandment of a Sub-committee, the balance of funds (assets and liabilities) shall be remitted to the funds of the association.

(5)
Sub-committees may employ part-time casual workers to achieve the objectives of that Sub-committee, however:


(a)
approval of the Executive Committee must be sought to employ or dismiss paid employees;


(b)
vacant positions must be advertised publicly;


(c)
the successful applicant must not be a member of the Sub-committee offering the position;

(d)
applicants are to be interviewed by a panel of three, consisting of the Chairperson of the Sub-committee or the President of the association, one other member of the Sub-committee and the Principal or their delegate.

G6.
CONFLICT OF INTEREST
(1)
Conflict of interest is defined as any instance where a member, or his/her partner or close family member or friend, has a direct financial or other interest in matters under consideration by the association or the Executive Committee.
(2)
After disclosing the nature and extent of their interest, a member who has such an interest may participate in the deliberations of the association or Executive Committee, however, he/she shall not take part in making any decisions on the matters under consideration.
PART H: ELECTIONS

H1.
EXECUTIVE COMMITTEE
(1)
At each AGM of the association, all positions on the Executive Committee shall be declared vacant. Previous office bearers shall be eligible for re-election, subject to the provisions of G4.
(2)
The members of the association shall at the AGM elect the Executive Committee described in G1(1). At this meeting, the Principal or his/her delegate shall be the Returning Officer and shall conduct the election and declare the result. Any member nominated shall signify their consent to the nomination. If a member is absent, written consent to the nomination must be tendered.
H2.
VOTING

(1)
In any election voting may only be in person.
(2)
Voting is to be by preferential ballot and, where more than one person is to be elected, is to also be by quota preferential voting.
(3)
If the number of nominations received is equal to the number of vacancies to be filled, the persons nominated shall be taken as elected.
H3. 
CASUAL VACANCIES

(1)
A casual vacancy arises when an officer or a member of the Executive Committee:

(a)
dies;

(b)
resigns in writing;

(c)
ceases to be a member of the association; or


(d)
fails to attend three consecutive meetings without tendering an apology.

(2)
No position shall be declared vacant under clause H3(1)(d) unless the holder of the position has been given fourteen clear days notice, informing them of the intention of the Executive Committee to declare their position vacant and calling upon them to show cause why their position should not be declared vacant.
(3)
If the office bearer fails, within fourteen days of the delivery to them of the notice, to show cause which, in the opinion of a majority of the Executive Committee, is acceptable, the Executive Committee may declare their position vacant and he/she shall forthwith cease to exercise any power of a member of the Executive Committee.

(4)
Any casual vacancy occurring in the office bearers or the Executive Committee is to be notified within fourteen days in writing to all members.
(4)
The notification is to invite interested members to nominate themselves for the vacancy.

(5)
If the number of nominations exceeds the places available the Executive Committee is to determine the successful candidate or candidates by voting in a ballot.

H4.
QUORUM AND PROCEDURE

(1)
At any meeting of the Executive Committee a quorum is to be one half of its members.

(2)
The Executive Committee shall meet as a decision of a General meeting determines.  Having regard to the informality of such meetings the procedure is to be determined from time to time by the Executive Committee.

PART I: GENERAL MEETINGS

I1.
ROLE

(1)
General meetings are the basic management structure of the association.  Their purpose is to facilitate interaction between the Executive Committee and the rest of the membership.

I2.
ANNUAL GENERAL MEETINGS

(1)
An annual general meeting (AGM) is to held in the February or March of each school year.

(2)
Notice is to be given in writing to all members of th school community at least three weeks prior to the date of the meeting.

(3)
Notice may be given in the school's newsletter or by direct circular to the home.

(4)
The following documents must be presented at the AGM:

(a)
the name of each member of the Executive Committee during the previous year;

(b)
the changes, if any, on the membership of the Executive Committee in the previous year;

(c)
the principal activities of the association during the previous year;

(d)
any significant change which occurred in those activities in the previous year; and

(e)
a statement of net profit and loss.

(5)
In any year when the association has more that a thousand members, 100 copies of the audited statement and of the auditor's report are to be available at the AGM, if requested
I3.
ORDINARY GENERAL MEETINGS - SCHEDULE
(1)
An ordinary General Meeting shall be held at least once per school term. 

(2)
Notifications of ordinary general meetings are to be given at least two weeks ahead of the meeting. Notice may be given in the school’s newsletter or by direct circular to the home.
(3)
A schedule of anticipated ordinary general meetings is to be prepared and circulated to all members of the association as early as possible in the first term.

(4)
The schedule is to be updated and re-circulated as often as is judged helpful in soliciting maximum member participation.

(5)
The Executive Committee may prepare a proposed standing schedule of topics of regular interest on which meetings will normally be held annually or biennially, and may arrange for it to be annexed to this constitution.
I4.
ORDINARY GENERAL MEETINGS - NOTICE

(1)
A member desiring to bring any business before a general meeting may give notice in writing of that business to the Secretary at any time prior to the commencement of the general meeting.
(2)
Except where the nature of the business proposed to be dealt with at a general meeting requires a special resolution of the association, the Secretary may give notice in the school newsletter preceding a general meeting of any items of business raised by members and received prior to the publication deadline for the newsletter.
(3)
Where the nature of business proposed to be dealt with at a general meeting requires a special resolution of the association, the Secretary shall, at least 14 days before the date fixed for holding the general meeting, publish in the school newsletter notice of the intention to propose a special resolution.

I5.
SPECIAL GENERAL MEETINGS

(1)
Where an issue of major or urgent nature cannot conveniently be discussed at an ordinary general meeting, a special general meeting is to be convened to deal with it.

(2)
A special general meeting may be called by:
· the President
· any three members of the Executive Committee; or
· any five members of the association.

(3)
Subject to the following sub clause, notifications of special general meetings must be given in the same way as for AGMs.

(4)
Only seven days notice of a special general meeting is required except in the case of a proposed change to the constitution.

(5)
Only business of which notice has been given in the notification of the meeting may be dealt with at a special general meeting.

I6.
CONDUCT AND PROCEDURE

(1)
The quorum for all general meetings including special general meetings, is six members of the association including at least three members of the Executive Committee.

(2)
At any general meeting the President has a substantive vote and also has a casting vote.

(3)
Voting by proxy on issues before a general meeting is not permitted.
(4)
A general meeting may be adjourned by simple majority of those present and voting.

(5)
Notification of the date, time and place of the resumed meeting is to be given in writing to all members of the association within seven days of the adjournment and at least seven days prior to the date on which the adjourned meeting will be resumed.

(6)
Procedure at a general meeting in other respects is to be as specified in an annex to this constitution or in the absence of such an annex or provided for in the model rules.
PART J: FINANCE

J1.
FINANCIAL YEAR

(1)
The financial year of the association is the calendar year.

J2.
INCOME AND EXPENDITURE RESTRICTIONS

(1)
The association must not pursue and form of fundraising or income generation which is, or might be, in conflict with the principles, function or objectives of the association.

(2)
The association must not make any form of investment or deposit, with a financial institution or otherwise, which is, or might be, in conflict with the principles, function or objectives of the association.

(3)
The association must not accept bequests or gifts in any form if conditions are attached which are or might be in conflict with the principles, function or objectives of the association.

(4)
The association must not make gifts, grants, subscriptions or donations for purposes which are, or might be, in conflict with the principles, function or objectives of the association.
(5)
The funds of the association shall be banked in the association’s name in a general account with any bank provided that interest is payable on moneys in that account.
(6)
Payments made on behalf of the Executive Committee must be authorised by two office bearers. Payments for the supply of canteen stock and canteen employee pay may be authorised by one office bearer and a Canteen Manager. A Canteen Manager may not sign their own pay check. The dual authorisation required for any payments may be achieved by cheque signature or e-banking pin codes. 
(7)
An amount of no more than $1500.00 may be approved on any one time between general meetings via the email approval process and involving a majority of the P&C executive as a minimum. 
(8)
Accounting records must be retained for at least 7 years after the transactions to which they relate are completed.
J3.
ANNUAL ACCOUNTS

(1)
The Executive Committee must ensure that an annual statement is prepared setting out:

(a)
an income and expenditure statement for the year past;
(b)
a statement of the assets and liabilities of the association at the end of the previous financial year;

(c)
any mortgages or securities affecting any property of the association; and

(d)
any trust established or operated by the association.

2)
The annual statement may in addition contain such further information as the treasurer or the Executive Committee consider desirable or as a general meeting directs.

J4.
AUDIT

(1)
The accounts and financial records of the association must be audited at least annually. The audit will be 
conducted as per the requirements set out in Section 74 of the Act.
(5)
The financial affairs of the association shall be subject to audit at the end of each financial year. The Auditor’s role, obligations and powers will be in accordance with Part V of the Act.

(6)
The Auditor shall examine all accounts and receipts, audit the books and furnish a report thereon, and shall state whether the accounts are properly drawn up as to exhibit a true and fair view of the financial affairs of the association. The report of the Auditor shall be submitted to the AGM.
J5.
INSURANCE
(1)
Current “Voluntary Workers Personal Accident” and “Public Liability” insurance cover is to be held in the name of the association to cover members providing their services voluntarily, and members of the general public.

(2)
The association may also obtain insurance cover for any other risk deemed appropriate.

(3)
The association may obtain insurance cover for all property bought by the association and maintained on the property register.

J6.
MEMBERSHIP FEE

(1)
Having regard to the nature of the association and the automatic membership of parents of students in the school, no membership fee shall be levied.

PART K: ALTERATION OF CONSTITUTION

K1.
NOTICE OF PROPOSED CHANGE

(1)
Notice of a proposed change to this constitution may be given by any of the members and groups of members able to call a special general meeting.

(2)
Notifications of proposed changes must be given in writing and must set out both the specific change sought and the reasons for the proposed change.

(3)
At least 21 days notice in writing, but not more than 42 days notice, is to be given to all members of any proposed change to the constitution.

(4)
Such notices are to be given within 21 days of the receipt of the notification of proposed change.

(5)
If a member or group of members opposing the proposed change so requests, a statement of the reasons for their opposition must likewise be circulated.

(6)
Subject to this clause, proposed changes can be considered at any general meeting whether annual, ordinary or special.

K2.
DISCUSSION AND VOTING

(1)
Any member of the association may speak to the proposed constitutional change at the meeting at which it is considered.

(2)
When no further members wish to speak on a proposed change, the change will be voted on.

(3)
A change is passed if carried by two thirds of the members present and voting.

PART L: ANNEXES TO THE CONSTITUTION

L1.
ROLE AND CONTENT

(1)
Annexes may be added to this constitution setting out policy positions of the association, or dealing with particular aspects of process or procedure, or otherwise relating to the implementation of matters provided for in this constitution.

(2)
Their role is to provide an orderly way for the association to proceed with its business from year to year, and to keep track of decisions made, stances taken, or procedures established or utilised, which may be helpful in future years.

(3)
Annexes must not be inconsistent with this constitution.

L2.
ADOPTION, AMENDMENT AND REVOCATION

(1)
Annexes may be adopted or changed by simple majority at any general meeting but notice, and proposed texts, must be circulated to all members at least seven days prior to the meeting.

PART N: CONCLUDING PROVISIONS

N1.
LODGEMENT OF ANNUAL RETURNS

(1)
The Executive Committee will lodge with the ACT Registrar-General within six months of the start of each calendar year the following documents:

(a)
the audited statement of the association’s accounts for the previous year;


(b)
a copy of the auditor’s report; and

(c)
a statement signed by two members of the Executive Committee certifying that preparation, auditing and presentation to the AGM complied with the requirements of the Act.

(2)
A document submitted for lodgement with the ACT Registrar-General shall include:

· the name of the association;
· the registration number, if any, of the association;
· the title of the document;
· the name, address and telephone number of the person by whom, or on whose behalf  the document was submitted for lodgement; and
· the words “Lodged with the Registrar-General”.
N2.
CUSTODY AND INSPECTION OF RECORDS

(1)
The Executive Committee is to provide for the safe custody of all books and other records of the association. The Secretary shall be responsible for the control and completeness of all books and other records of the association.
(2)
Any member may inspect any such record unless such inspection would create a conflict of interest or a breach of privacy, in which case the member will be provided with a written explanation of the reason access was not provided.

(3)
A request from the association's auditor or Public Officer, or from the Registrar-General, must be met.

N3.
WINDING UP

(1)
The association may be dissolved in terms of a resolution carried out at a Special General Meeting of the association and agreed to by three quarters of the members present, provided 14 days notice has been given and such resolution shall provide for the disposal of  funds and other assets of the association.
(2)
Any property remaining after meeting the debts and liabilities of the association, and paying the costs of winding up, is to be disposed of in accordance with the requirements of the Act at that time.
(3)
If the resolution to dissolve the association is duly carried, the Executive Committee shall forthwith liquidate the affairs of the association and if, after realisation of the assets and payments of all liabilities, there remains any surplus, then the Executive Committee shall divide such surplus as directed by a meeting of members called for that purpose and in accordance with section N4.

N4.
SURPLUS PROPERTY

(1)
At the next general meeting of the association, after the adoption of this constitution, the association shall pass a special resolution nominating:

(a)
another association or associations for the purpose of subsection 92(1)(a) or the Act; or

(b)
a fund, authority or institution for the purpose of subsection 92(1)(b) of the Act in which it is to vest its surplus property in the event of the dissolution or winding up of the association.

(2)
An association nominated under N4(1)(a) must fulfil the requirements specified in subsection 92(2) of the Act.

N5.
DISTRIBUTION OF THE CONSTITUTION

(1)
Following any amendment to this constitution, an amended dated copy shall be distributed to each Executive Committee member of the association and copies shall be available for any member and shall be provided on request.
Dated this 27th day of February, 2017
___________________________________________           ___________________________________________


PRESIDENT






SECRETARY
ANNEX A
DUTIES OF THE OFFICE BEARER MEMBERS OF THE EXECUTIVE COMMITTEE
(1)
The President shall preside at all meetings. In the President’s absence the Vice-president shall act instead.  In the absence of the President and Vice-president, the meeting shall elect a chairperson. The President shall be an ex-officio member of all committees of the association. The President shall prepare the Annual Report for presentation to the Annual General Meeting of the association.

(2)
The association may appoint a Vice-president, to assist the President in the carrying out or his/her duties and to act for the President in his/her absence.

(3)
The Secretary shall attend all meetings and keep a record of any business conducted, shall issue notices of General and Special meetings , shall conduct correspondence and shall hand over all records and correspondence to his/her successor on relinquishing office.

(4)
The association may appoint a Minute secretary, to take minutes of all meetings and keep a record of attendance at meetings of the Executive Committee. He/she shall also act for the Secretary in his/her absence.

(5)
The Treasurer shall receive all monies payable to the association and shall keep a record of all monies so paid, issue receipts for all monies received, obtain vouchers for all monies paid from association funds and shall bank or cause to be banked all monies into the bank account(s) of the association within seven days of its receipt. No money shall be paid from the account(s) except as authorised by the association or its Executive Committee. All payments, excluding petty cash payments, shall be made by cheque or e-payment, drawn upon an association account. The Treasurer shall present at each meeting of the association a statement of accounts showing receipts and expenditure since the previous meeting, together with a bank reconciliation statement. The Treasurer shall submit as annual statement of income and expenditure to the AGM, subject to audit. The Treasurer shall hand over all records, books, receipts and vouchers kept by him/her to the successor on relinquishing office.

The Treasurer shall cause to be made available all books, receipts, vouchers and monthly statements kept by them to the auditor prior to the AGM


(6)
The Employee Liaison Officer is to act as the point of contact for the employees of the P&C business entities (Canteen staff and Uniform Shop staff) and bringing issues or concerns to the Executive Committee, advocating for them at P&C meetings, and presenting reports on their behalf.


(7)
The Fund Raising Officer is to organise and manage fundraising activities. The fundraising officer will deposit funds raised within the fund raising account. A cash float of $200.00 may be retained by the fund raising officer to facilitate the setup of each fundraising event. 
(8)
The association may appoint an Assistant Treasurer to assist the Treasurer in the carrying out of his/her duties and to act for the Treasurer in his/her absence.

(9)
In accordance with the requirements of the Act, the Public Officer shall be a resident of the ACT and at least 18 years of age. The Public Officer may hold any office of the association in addition to the office of Public Officer. The Public Officer shall, on behalf of the association, be the recipient of correspondence and other contact from the office or the ACT Registrar-General. The Public Officer shall ensure the association complies with the requirements of the Act relating to the lodgement of documents (annual financial statements, membership of the Executive Committee, changes to the association’s constitution etc) with the ACT Registrar-General. The Public Officer shall ensure safekeeping of the association’s common seal.
(10)
The Committee shall maintain a Property Register in which is kept a record of the details including purchase of equipment donated to the school by the association, and equipment retained in the ownership of the association. The Property Register shall be maintained outside the school.

ANNEX B

MEETING PROCEDURES
Schedule of meetings

Ordinary General meetings will be scheduled by the secretary in accord with rules I3 (1) and I (3). Special General meetings can be called, in accordance with the provisions I5.
The second meeting of the calendar year is usually an Annual General Meeting followed by the first meeting involving the incoming Executive Committee. A calendar of scheduled meetings for the year shall be agreed at, or as soon as possible after, this meeting and subsequently published in the school newsletter.
Order of Business

At all meetings the order of business/agenda shall be, as appropriate:

· Apologies

· Confirmation of the minutes of the previous meeting

· Matters arising from the minutes

· Correspondence
· Matters arising from the correspondence
· Treasurer’s report

· Principal’s report

· Other reports

· Elections

· Motions for which due notice has been given

· General business

· Date and place of next meeting

· Guest speaker

· Close

Minutes of meetings

A record of attendance and decisions shall be taken at each meeting by the Secretary or a note-taker nominated in the absence of both these office bearers. These minutes shall be available from the School Office for the Executive Committee within two weeks of the meeting and confirmed or amended at the next available meeting of the association.

The Secretary is responsible for maintaining a complete and accurate record of the minutes, incoming and outgoing correspondence, reports and motions.

Report in School Newsletter

Following each meeting, the President, or his/her nominee, shall prepare a short summary of the outcomes of the meeting for inclusion in the next school newsletter.

ANNEX C
POLICY MANUAL

A.
EMPLOYMENT POLICY

Canteen staff are employed under the Fast Food Industry Award 2010 [MA000003] according to the appropriate classification.
Uniform Shop staff are employed under the General Retail Industry Award 2010 [MA000004] according to the appropriate classification.

ANNEX D

PRESCHOOL SUB-COMMITTEE GUIDELINES
NB: Unless otherwise noted, this annexe uses abbreviations as described in the Constitution of Caroline Chisholm School Parents and Citizens Association Incorporated (Part A2 1-4) and must be read accordingly. In this Annexe, unless the contrary appears:
“P&C” means Caroline Chisholm School Parents and Citizens Association Incorporated

“PS” means CCS Preschool

“JC” means CCS Junior Campus

“SC” means CCS Senior Campus
The Association and the school recognise that CCS Preschool (PS) students, families and staff have unique requirements within the framework of the school’s P-10 educational structure.  The Association notes that:

· PS students are primarily educated through play and hands-on experience and, as such, resource requirements are specific to PS needs

· The establishment and ongoing continuance of a PS sub-committee is vital to the successful management of PS interests. To this end, a Sub-committee will be formed yearly in accordance with G5 and shall operate under the following guidelines as established under G5(a)

The Purpose of the Preschool Sub-committee is to:

· promote PS parent participation and create an environment where parents are encouraged to contribute to and be part of both the School and the PS community;

· assist PS families in the transition from home life to an educational setting;

· provide and promote a forum for parents to engage in conversation about the preschool experience;

· maintain close contact with CCS PS and appropriate staff regarding specific funding and other requirements of the preschool;

· organise fundraising and social activities as required for the benefit of the PS;

· discuss and approve the expenditure of funds from the PS account;

· purchase resources as required for the PS;

· represent PS interests and report sub-committee operations at P&C Meetings.

1. COMPOSITION AND ELECTION
· Sub-committee members and office bearers shall be elected in accordance with the Constitution.

· Wherever possible the CCS Preschool (PS) sub-committee shall be formed by parents of currently enrolled PS students and shall consist of:

· the office bearers of the sub-committee; 

· The Office Bearers of the sub-committee shall be:

· the Convenor

· the Secretary

· the Finance Officer

· The Convenor of the sub-committee shall be deemed to be an ex-officio member of the P&C Executive Committee and shall have all the rights and obligations of an elected member of the Executive Committee as provided in the Constitution.

· The P&C President and CCS Principal shall be ex-officio members of the sub-committee. 
2. OFFICE BEARER DUTIES

· The Convener shall:

· Chair the meetings of the Sub-committee.  In the absence of the Convenor, the meeting shall elect a chairperson;

· Ensure Sub-committee meetings are conducted in accordance with the

Constitution and these guidelines;

· Represent the Sub-committee and attend P&C General meetings wherever possible;

· Provide a written Report to the P&C Secretary for presentation at all P&C General meetings, outlining sub-committee matters at hand; 

· Liaise where necessary with the P&C President on matters relating to the Sub-committee;

· Maintain regular contact with CCS Preschool staff to determine how best to involve parents and caregivers;

· Keep the Preschool community informed of all matters pertaining to the running of the

Preschool;

· Assist other Sub-committee Officers in their respective roles;

· Ensure all appropriate records are forwarded to the P&C Secretary; 

· Regularly assess and ensure that the Sub-Committee is running within Association proposed budgets (if applicable); and

· Provide hand-over and suitable support and training to the incoming Convener;

· The Secretary shall:

· Receive and distribute incoming PS correspondence;

· Prepare notices of Sub-committee meetings for distribution to PS parents;

· Accurately record discussions at Sub-committee meetings and distribute

minutes to members for their information and/or action shortly after each meeting;

· Maintain a hardcopy file of all minutes and reports; 

· Maintain an asset register of PS property and forward such register to the P&C Secretary;  

· Forward all Sub-committee Minutes and Financial Status reports to both the P&C Secretary and Treasurer within 2 weeks after a Sub-Committee meeting or 1 (one) week prior to a P&C General Meeting.

· Provide hand-over and suitable support and training to the incoming sub-committee Secretary.

· The Finance Officer shall:

· Receive and bank incoming monies;

· Keep a record of all Financial transactions for audit purposes;

· Maintain regular contact with the P&C Treasurer regarding Preschool finances;

· Provide financial paperwork to the P&C Treasurer as requested;

· Provide a written financial status report and advice at Sub-committee meetings;

· Make purchases on behalf of the Sub-committee as required;

· Attend P&C general meetings where possible to talk to the members about the

Preschool finances; and

· Provide hand-over and suitable support and training to incoming Finance Officer.

3.  MEETINGS AND REPORTING

· The sub-committee must meet at least once per school term.

· Any three (3) sub-committee members constitute a quorum for the transaction of business at any meeting of the sub-committee. 

· Having regard to the informality of such meetings, the procedure is to be determined from time to time by the office bearers.

· Minutes of all meetings and reports presented will be recorded by the sub-committee Secretary, kept on file.

· General Meetings of the P&C will maintain a standing agenda item to discuss issues relating to the Preschool. 

· An Office Bearer or nominated representative of the Sub-committee shall attend P&C General Meetings and will provide:

· The Convenor’s written report

4. FINANCIAL CONSIDERATIONS

In consideration of and addition to Part J of the Constitution:
· The Sub-committee will utilise the PS bank account for all transactions.

· The accounts and financial records of the sub-committee are included in those of the Association and as such; 

· must be provided to the P&C Treasurer upon request; and 

· will be audited as per J4 (1-6) of the Constitution.

· The Sub-committee will manage the Preschool’s available funds which may be acquired via:

· PS Fundraising events;

· application to the Executive Committee; or

· Government Grant approval

· The Sub-committee must keep record of all Financial transactions. 

.

· Transactions will be monitored by the P&C Treasurer who will provide a report to the Sub-committee Finance Officer prior to the Sub-committee meetings.

· Additional funds allocated to the PS will be discussed and approved at P&C General Meetings and expenditure will be limited to this amount.

5. ASSET OWNERSHIP AND FUTURE MANAGEMENT

· Resources will be stored at CCS PS and are intended, primarily, for use of the

Preschool.

· It is recognised that there may be times when PS resources/assets may be

requested for short-term use by the JC. The Preschool will administer

sharing of its assets with the JC through the implementation of a

basic borrowing system.

· The Preschool will gift all assets to the CCS P&C Association. All

non – cash assets will then be gifted to Caroline Chisholm School.

· Caroline Chisholm School will automatically take ownership of all assets purchased by

the P&C Association in the future.

6. FUNDRAISING

· At the beginning of each year it is recommended that a joint fundraiser between the P&C Fundraising Committee and the PS Sub-committee be held to raise money to assist

in covering all administrative and insurance costs.

· The P&C Fundraising Officer and the Sub-committee Convenor will meet

at the beginning of Term 1 to agree on a timetable for fundraising events during the

year. This is to specifically co-ordinate activities to prevent overlaps and duplications.

· Both committee conveners will contact each other should any new fundraising activities

need to be considered or previously scheduled activities postponed or cancelled.

7. ADDITIONAL RESPONSIBILITIES OF THE PRESCHOOL SUB-COMMITTEE

· Ensure the exchange of contact details between the Executive Committee and Sub-committee Office Bearers;
· Encourage the outgoing Sub-committee to organise:

· an event to welcome new parents; and

· an initial fundraiser of each calendar year for the new Sub-committee (1st term event).

· Ensure at least two members of the outgoing Sub-committee attend the first two meetings of the new committee to provide support and guidance.

8. RESPONSIBILITIES OF THE ASSOCIATION

· The Association will facilitate sub-committee operation by:

· ensuring the exchange of contact details between the Executive Committee and Sub-committee Office Bearers;

· maintaining with its Financial Institution a dedicated PS Fundraising Account;

· Maintaining a standing PS agenda item for General Meetings; and

· Ensuring the Convenor maintains their rights as ex-officio member of the Executive Committee according to the Constitution.
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