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[SCHOOL NAME] State School P&C Association

Operating Guidelines
for the [SUBCOMMITTEE NAME] Subcommittee

1. Name
The [SUBCOMMITTEE NAME] subcommittee will be known as the [SCHOOL NAME] State /High School P&C Association [SUBCOMMITTEE NAME] Subcommittee.

1. Purpose
The Association is responsible for determining the purpose of the subcommittee. This may include:
1. To bring about closer co-operation between the parents of students participating in the [NAME OF ACTIVITY (e.g. music program)] and staff.
1. To facilitate effective communication and distribution of accurate information.
1. To assist the school staff of the [NAME OF ACTIVITY].
1. To coordinate support for the students and school staff of the [NAME OF ACTIVITY].
1. To facilitate the effective participation of students in the [NAME OF ACTIVITY]. 
1. To organise appropriate fundraising activities, in consultation with the Association, to provide additional resources to support the [NAME OF ACTIVITY] and student participation in the [NAME OF ACTIVITY].
1. To provide advice and recommendations to the teacher in charge of the [NAME OF ACTIVITY] on issues and concerns in respect of students and the [NAME OF ACTIVITY].

1. Membership
2. Members of the subcommittee MUST be members of the Association.
2. The subcommittee shall consist of at least [MINIMUM NUMBER e.g. 3] members and no more than [MAXIMUM NUMBER e.g. 6] members of the Association, elected at the Annual General Meeting of the Association (AGM) or the General Meeting of the Association at which the subcommittee is established.
2. The school staff for the [NAME OF ACTIVITY] are eligible to be non-voting members of the subcommittee. Staff members who are members of the Association are eligible to be voting members of the subcommittee. 

1. Officers
3. The officers MUST be:
0. Chairperson
0. Secretary
0. Treasurer if required as not all subcommittees expend funds (Treasurer cannot be either the chairperson or secretary, but can be the Treasurer of the Association)
0. Additional positions as approved by the Association.
3. The officers MUST be endorsed by the Association at a duly constituted meeting.
1. The officers can be elected at either the meeting at which the subcommittee is established or at the AGM of the Association or,
1. The elected members of the subcommittee can meet to determine who will take on the officer positions and then recommend the appointments to the next general meeting of the Association. These positions are not confirmed until approved by the Association.
3. Officers of the Association are eligible for election as an officer of the subcommittee.
3. Retiring officers are eligible for re-election.

1. Authority
4. The subcommittee will operate under the general supervision of, and be subject to, conditions imposed by the Association and reviewed at each AGM.
4. The subcommittee is bound by the P&C Association’s Constitution and the Accounting Manual for P&C Associations (Accounting Manual).
4. The subcommittee is authorised to organise, in collaboration with the [NAME OF ACTIVITY] staff, activities necessary to achieve its purpose. 
4. All planned activities must be reported to the Association and approval sought before the activity takes place.
4. Approval must be sought at an Association meeting before any funds can be committed or expended.

1. Meetings
5. Meetings of the subcommittee shall be held at least once per month at times determined by the subcommittee.
5. The quorum for all meetings shall be [ENTER QUORUM NUMBER] members.
5. Matters arising at meetings may be resolved by a majority of votes of members present. The Chairperson, or the person presiding at the meeting, has a deliberative vote and in the event of an equality of votes, a casting vote.

1. Reporting
6. The subcommittee shall provide a written report to every general meeting of the Association and include the minutes of the subcommittee meeting. This report will also include a copy of the income and expenditure and bank reconciliation. The report should be signed by an executive officer of the Association.
6. The report must include any resolved matters as recommendations for approval by the Association before any action can be taken. 

1. Finance
7. The subcommittee will be responsible in all its actions to the Association which shall have the right to disband, reorganise or wind up the affairs of the subcommittee.
7. The subcommittee is authorised to operate a bank account in its name at the same bank as the Association. The account is to be operated by any two of the Chairperson, Secretary or Treasurer.
7. Proper accounting records shall be kept of all moneys received and expended by the subcommittee.
7. The subcommittee is responsible for the payment of all expenses from its own funds.
7. All accounts shall be paid by cheque or electronic funds transfer in favour of the supplier of goods or services.
7. All cheques are to be crossed and marked ‘not negotiable – account payee only’ and ‘or bearer’ crossed out.
7. The subcommittee Treasurer shall oversee all financial matters including the storage of change or a float and the appropriate counting and banking of money.
7. Petty cash may be set up for the Treasurer and operated within the guidelines of the Accounting Manual.
7. Surplus funds, in excess of operating capital as determined and indicated in the Annual Operation Plan (AOP), shall be paid to the Association at the end of each term.
7. Funds designated for a special purpose will be kept separate by the Association until required for the purpose for which it was designated.
7. The subcommittee will ensure that the accounts are ready to be audited in conjunction with the audit of the Association’s accounts by the same auditor.
7. The subcommittee will develop an AOP and budget for presentation to and approval by the Association and if approved, will determine funds that will be used for a special purpose.

1. Volunteers
The subcommittee:
8. shall invite volunteers to assist with activities
8. is to ensure that any volunteers who are not a parent of a student at the school, has a ‘Suitability Blue Card’ before including them as a volunteer
8. for insurance purposes, will ensure that all voluntary workers sign in and out of the volunteer register when conducting duties
8. shall ensure that all volunteers are made aware of any policies and procedures that apply. 

1. Tenure
9. The tenure of the subcommittee is at the discretion of the Association.
9. The Association has the right to dissolve or disband a subcommittee at any time by majority vote at a duly constituted meeting of the Association. 
9. Continuation of the subcommittee is subject to an affirmative vote at the AGM of the Association.

1. Changes
Changes to these operating guidelines can be made by recommendation put to a general meeting of the Association or to the AGM of the Association at which the continuance of the subcommittee and the operating guidelines is confirmed.
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