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�Before you begin� TC "Before you begin" \f C \l "1" �





Introduction

�This training manual will help you achieve the skills needed to participate as an effective team member of the Executive of your Parents and Citizens Association.



For the purpose of this training resource, the terms Executive, Executive Officers, and Executive Team refer to the elected officers of the P&C Association (a President, at least one Vice-President, a Secretary and a Treasurer, and such additional officers as may be determined by the constitution of the Association).





��What is this unit about?�This unit should provide you with some specific knowledge and skills to:



consider undertaking a special initiative or major project

plan and undertake the development of an initiative or project and 

address the associated ongoing tasks and responsibilities, where appropriate.



To effectively perform the above operations, you will need to refer to the knowledge and skills provided in Unit 1 Effective Teamwork for P&C Executives, Unit 2 The Operations of the P&C and Unit 3  Involving your School Community.





��Who will use this unit?�This unit is intended to be completed by people who are current P&C Executive members or those who are interested in becoming Executive members.  It is recommended that the unit be completed as a group to gain maximum benefit.  



If you feel that you do not have the necessary skills or confidence to complete this unit in a group or by yourself, you will probably need to use other strategies.  Contact the Queensland Council of Parents and Citizens Associations (phone 07 3262 3400) for advice.





���

How will I use the training manual for this unit?�The Executive of the P&C Association or a group of its members can read through the information in this unit, discuss it and complete the activities together.



OR



You can read through the information in this unit and complete the activities yourself.

 



��What do I need to complete this unit?�You will need access to your P&C constitution.  It provides a set of rules for the correct functioning of the P&C Association.  It will be referred to throughout this unit.  





��How long will it take to complete this unit?�It is expected it will take you approximately 3 hours to complete although some people will take more time and some will take less.  If you are working through this unit as a group, you may find that it may take you longer than 3 hours because you will be discussing various issues and activities.



You do not need to complete the unit in one session.  It may be beneficial to take two or more sessions so that you can absorb the information more easily.





��What do the symbols mean?�The symbols in the left-hand margin of this training manual indicate an action which you should take.  The symbols which have been used are as follows:





����Read



Read the material presented to you next to this symbol.  







���

��Activity



This means that before you read any further, you should carry out the activity to ensure you understand the information you have read.  



If you are working through this unit as a group, complete the activities as a group.  If you are working through this unit by yourself, complete the activities by yourself.  However, you may wish to discuss some of the activities with other P&C members.



A space is provided below each activity for your answer.





��Answers to activities�Suggested answers to the activities are at the end of each section.  Check your answers after you complete each activity. Your answer may not be exactly the same as the suggested answer.  If your answer is very different from the suggested answer, re-read the information relevant to this activity and review your answer.



����Other sources of information and support



Beside this symbol, there will be a list of sources from which you will be able to get more information or ask for support about a particular topic.



Tip:  Develop a Community/School Reference file containing documents referred to, lists of suggested contacts and other information relevant to your individual school community.  This should be a file that can be amended and updated regularly and becomes an invaluable resource for each Executive Team and all members of the school community.



����Check



When you see this symbol, follow the instructions given and ask yourself if you can answer Yes to all of the list questions.  



If you feel that you have not understood some of the information, re-read that section.  If possible, talk to some of the other P&C Association executive members and discuss the information with them.���Section 1� TC "Section 1" \f C \l "1" �





What you can do� TC "What you can do" \f C \l "2" �





�





��Introduction� TC "Introduction" \f C \l "3" �



�



�Unit 1  Effective Teamwork for the P&C Executive, began by directing our attention to both the objectives and the functions of the P&C Association (Section 1).  After working though Units 1, 2 and 3, the members of an executive team should now have the skills and knowledge required to function effectively.

���In carrying out its functions, the P&C might be involved in a major decision and/or undertake a large project.  Either of these will be carried out in collaboration with the school community, parents/caregivers, Principal and staff, students, and other interested community members.



This opportunity/need can present itself in various ways.  For example:



A member of the school community raises concerns about the condition of the school oval.



The pre-school sub-committee brings to the attention of the meeting, safety issues involving the pre-school playground equipment.�

The Principal seeks advice on planned school excursions and/or camps.�

The Principal informs the Association of an opportunity for increasing the hours of a specialist teacher and seeks advice on expanding the instrumental music program eg the need for instruments, establishing a school band/orchestra.



The staff raises the issue of a possible need to update science text books which are part of the hire scheme.



The Minister for Education/Education Queensland requires that the Principal and school community collaborate to develop a school uniform policy. 



The local community youth group invites the school community to participate in a joint project addressing the needs of the youth/students in the community.





The project or initiative might include:



a capital/minor works



a decision on an important aspect of the operation of the school eg a school policy or the  school’s computer program



an activity or event with a high profile in the school community eg school concert/opening ceremony.



It is important that these initiatives or projects are directly related to improved learning outcomes for students of the school, irrespective of the source or type of opportunity/ need.





��Other sources of information and support



��The Education (General Provisions) Act and Regulation (1989) available from Goprint and kept by all schools�http://www.legislation.qld.gov.au/QCPCHOME.htm�

DOEM (Department of Education Manual) CD 4.1 available as CD at the school or http://www.qed.qld.gov.au/policies/doem/schoocom/schoocom.htm

SC-09 Student Dress Code

SM-02, 3.1 Variation to school routine (Excursions)�

Accounting Manual for Parents and Citizens Associations 1999 �http://www.qed.qld.gov.au/policies/pandc/index.htm



����With an initiative or major project, there is likely to be a need for:



comprehensive research



careful and detailed planning including developing a budget�

extensive consultation with the school community



involvement of the school community including participation in decision-making processes and



ongoing management of the initiative/project.



The order of these project tasks may not necessarily follow that above.  Tasks may overlap or be combined and may be included more than once as the project or initiative advances.  For example, it may be valuable to consult with the community prior to researching or planning.  You might need to consult again when there is more information available to help the members of the school community reach a decision. 



Consequently, an understanding of the skills and knowledge contained in Units 1, 2 and 3 is important in fulfilling the functions arising in an “extraordinary” year.  In this Unit, a brief reference to areas already covered in previous units is provided and you will need to refer to any specific information in the relevant unit.



As with all other units, you will require access to a copy of the constitution.  Other documents that might assist you are:



a printed copy of each of the three previous units

The Education (General Provisions) Act and Regulations (1989

Accounting Manual for Parents and Citizens Associations 1999. �

While you are working through the remaining sections of this Unit, expand your resource file for the Association by adding all of the relevant documents referred to, including the appropriate sections from the DOEM.  Remember, the DOEM is a ”living” document in that it is constantly updated and added to.  Checks should be made at regular intervals to ensure you are referring to the most recent information.  Education Views might alert you to any recent additions or changes.





��Other sources of information and support



��For comprehensive research:



Unit 3, Involving your School Community, Section 1.

List of contacts provided in the Appendix and throughout all units

School Community Liaison Officer

Class Parent Representatives

Other school groups eg Aboriginal Student Support and Parent Awareness (ASSPA) Committee



For careful and detailed planning including developing a budget:



Unit 1 Effective Unit 1, Effective Teamwork for P&C Executives, Sections 1, 2 and 4

Unit 2 The Operations of the P&C, Section 1

Accounting Manual for P&C Associations, 1999



For extensive consultation with the school community: �

Unit 3 Involving Your School Community, Sections 1-4

Unit 1 Effective Teamwork for P&C Executives, Section 3

School Community Liaison Officer

Class Parent Representatives

Other school groups eg Aboriginal Student Support and Parent Awareness (ASSPA) Committee



For involvement of the school community including participation in the decision-making processes:�

Unit 3 Involving Your School Community, Sections 1-4

Unit 1 Effective Teamwork for P&C Executives, Section 4

Unit 2, The Operations of the P&C, Section 2



For ongoing management of the initiative/project:�

Unit 2 The Operations of the P&C, Sections 1-4

Unit 1 Effective Teamwork for P&C Executives, Sections 1-4



For all tasks:�

The Education (General Provisions) Act and Regulation (1989)

P&C Constitution

QCPCA Handbook

General understanding (or copies) of contents of all sections of Units 1, 2 and 3





��Partnerships� TC "Partnerships" \f C \l "3" � 	



��Although all the members of the school community are involved in shared decision making within the school, the ultimate responsibility for decisions in the school rests with the Principal.  The role of the Principal and the Association in working with the school community will depend on the decision-making structures in the school ie if there is a School Council or School Advisory Committee/s.



In all schools, the P&C will be involved in the process of joint P&C and school budgeting, in the development of the School Planning Overview and the Annual Operation Plan.  In schools with a School Council or School Advisory Committee, the development of the School Planning Overview and the Annual Operation Plan will involve collaboration with the relevant body.  (See Unit 2  The Operations of the P&C, Section 1 for more information.)





��Other sources of information and support



��The Principal of the school













��Activity 1



��In this unit, the activities will examine one of three scenarios.  Choose the scenario which most closely resembles a situation facing the P&C.  Even if the scenario does not relate exactly to the circumstances at your school, working through this proposal should enable you to approach a similar situation at your school more effectively.  Consider these activities a rehearsal for the real thing. 





Scenario 1  Major Capital Works:



The P&C Association has been approached by the local council with some funds for the establishment of a swimming pool as a joint student/school/community project.  Previously, the P&C has discussed the safety issues because of the surface of the school ovals due to the weather conditions. The weather has also had an impact on the opportunities for the students with sports, physical education and “playtime”.



There has been a positive response from the members attending the meeting including staff and parents of students attending the Special Education Unit. This could be a solution to these concerns. The meeting has passed a motion to consider:

 

the general response 

the degree of support of this proposal within the school community and to 

examine the feasibility of the P&C accepting this offer.



Without reading ahead, draft an outline of the steps in considering and possibly accepting the proposal, constructing and maintaining the pool. 





Scenario 2  Major decision about School Policy/ Program



The Principal has reported to the Association that the staff have requested a change in the commencement and finishing times for school classes. The Principal has provided a suggested outline of the scheduled changes, along with alterations to lunch breaks and background information on the proposed changes.  He/she and the staff are seeking community consultation on the scheduling of school classes.�

Without reading ahead, draft an outline of the steps to promote community involvement in considering the plan and reaching a decision





Scenario 3  Major Event



The staff of the school have proposed the idea of the students performing a musical and are seeking community support for the project. They have suggested the possibility  of the performance/s providing an opportunity to raise funds for the school.



Without reading ahead, draft an outline of the steps in promoting community support for and involvement in the project.



We will return to this list at the completion of Section 2.





���

�



��Check� TC "Check" \f C \l "3" ��

Checklist

�

Yes�

No����

Does the Association have the power to consider the project/proposal under the constitution?



Is there documentation of the suggestion 

eg formal, written proposal of offer from the local council in the case of Scenario 1?



Has the Executive/Association the power to proceed to the next step ie a vote taken on a motion made at a P&C meeting?



Has the proposal been carried over from the preceding year (previous Executive Team) and, if so, what decisions has the Association made to date?



Has a similar idea been proposed previously and, if so, what was the response and the existing background circumstances?



Has the Association a Resource File, containing information such as contacts for information and support, the constitution of the Association, QCPCA handbook, copies of the Education Act, Education Views and Parent Talk, and any other suggestions from Units 1, 2 and 3?

�����Answer Key� TC "Answer Key" \f C \l "3" �



Activity 1�You will be asked to review the list of steps you have developed at the end of Section 2.��

�Section 2� TC "Section 2" \f C \l "1" �





Getting Started� TC "Getting Started" \f C \l "2" �









Introduction� TC "Introduction" \f C \l "3" �



�



�The skills and knowledge you have acquired in Unit 1 Effective Teamwork P&C Executives, Unit 2  The Operations of the P&C and Unit 3  Involving the School Community should provide a good basis for planning your project.  You will be familiar with working in a team, the operating and financial requirements of the P&C and strategies to involve the school community.



��Forming an effective team� TC "Forming an effective team" \f C \l "3" �



��In Unit 1 Effective Teamwork for P&C Executives, the importance of the P&C Executive operating as a team and sharing tasks and responsibilities was discussed. Teamwork allows you to use the skills and talents of individuals within that team.



Working with other members of the association, other groups within the school community, and community authorities and/or associations will involve the same “team approach” to promote participation and commitment to the task.



When the P&C is involved in a major project, all of its members, not just the Executive, will be part of the team.  As you work together with other groups within the school eg the School Council, all members of the school community and then local community groups, you will find that your team has grown!  Working on a project involves communication and co-ordination and teamwork is essential to achieve these effectively.





��Consulting the school community� TC "Consulting the school community" \f C \l "3" �



��Unit 3 Involving the School Community included strategies for involving the school community in various activities.  If you are not familiar with these strategies, refer to the table of contents in Unit 3 for the location of this information.







Gauging community support or interest at the initial stage



Maximising the involvement of the school community contributes to the success of your project and level of support offered.  You can begin to do this through surveying the school community for their opinions on the project.  Unit 3, Section 2 includes some helpful hints on how to do this.





��Researching� TC "Researching" \f C \l "3" �



��If you were the owner or manager of a business and wanted to introduce a new product line, you would research the matter thoroughly before committing funds to the project.  You would want to know whether or not the project is viable - the chances of its success compared to the likelihood of failure.  To determine this, you would look at, among other things, the cost-benefit ratio - a comparison of the costs of the project in relationship to the expected benefits.�

Before the P&C decides to proceed with a special initiative or project, thorough research will help you to determine if it will be viable.





What research could be done?



For special initiatives:�

background

School Community Profile

previous minutes of P&C meetings for previous discussions relating to issue and/or previous decisions relating to issue�

possible impact on school community members, including the neighbours - those families living near the school as to parking, noise etc�

expected outcome for students including the number of students who will benefit and how they will gain�

the options available and the criteria for determining those which could be considered.









For major projects (often involving the expenditure of funds), find information on:



background

School Community Profile and District Community Profile (refer to Unit 3, Section 1)

School Annual Report/s (refer to Unit 3) for enrolment trends

previous minutes of P&C meetings for previous discussion relating to the issue and/or previous fund raising reports�

availability of financial assistance from Education Queensland  (School Improvement Assistance Scheme (SIAS) discussed later in this section)�

availability of other financial assistance

state or federal government

local government authority

community organisation 

business community�

loans�

school cluster group or network

experiences of other school communities

overlapping of resources�

management of development of the project�

consideration of management of ongoing operations of the project

sub-committee

lease agreements

hire agreements

costs.�



Small groups can be formed to research specific information so that this task is not overwhelming.





���

Other sources of information and support



�

�For background information:�

The Principal

Community Participation Officer

District Office



For information relating to financial assistance and/or loans:�

Read further in this unit



For current and ongoing management:�

Unit 1 Effective Teamwork for P&C Executives 

Unit 2 Operations of the P&C 



��Informing the school community� TC "Informing the school community" \f C \l "3" �



��You now want to inform the school community about your initiative or project in order to get their commitment and support.  The community will be interested in the pros and cons, the possibility of success and the foreseeable benefits for the future.



What information will assist you to do this?



Information from and expectations of the Minister for Education or Education Queensland�

Information from your research





��Gauging community interest and support� TC "Gauging community interest and support" \f C \l "3" �



��Once you have an idea of the level of commitment needed for the project or initiative, it is crucial that you have the support of the school community and they feel ownership of the project.



Even though people might like the idea, it is important  that they are behind you all the way.  If you have surveyed the school community in the initial stages of the project, they will be aware of your plans and feel that they have had some input to them.  



Now that you have more information, tell them about it and the effort required by everyone to get the project done.



Have a plan for how you might achieve the goal. 

Prepare a list of the ways people can be involved.

DON’T overwhelm everybody, remember IT CAN BE DONE.

��Other sources of information and support



��The Principal

Community Participation Officer 



School Cluster Group or Network (including other P&C Associations)









��School Improvement Assistance Scheme (SIAS)� TC "School Improvement Assistance Scheme (SIAS)" \f C \l "3" ��The School Improvement Assistance Scheme (SIAS) Scheme relates ONLY to projects involving the development or upgrading of a school facility.



The scheme provides financial assistance to P&C associations enabling them to undertake a range of projects.   These projects must be outside the scope of a facility that is the complete responsibility of the Government to supply eg classroom or classroom extension.  



There are two components of the scheme.



The Direct Grant is allocated annually in October to each school, calculated as a base of $1000 with an additional $3.80 per student (calculated on July enrolments).



Note the following important facts about the Direct Grant component:



These funds replace the component of the previous subsidy scheme which provided for eligible projects other than school halls or pools.�

Each school community may use its own discretion regarding the expenditure of these funds.�

The grant may be added to funds raised by P&C associations for a particular project.�

The funds may be accumulated over a number of years for allocation to a specific budget.�

As part of the monitoring and review of the scheme, schools are required to be able to provide information on the use of the grant in accordance with existing auditing requirements.�

The Direct Grant MAY NOT be used to attract subsidy assistance under the Major Works Improvement Program.





The Major Works Improvement Program relates partly to those major projects such as school assembly halls, gymnasiums and swimming pools. It provides a dollar for dollar subsidy (criteria listed below).  It can also relate to other major developments such as multi-purpose court facilities and shade sails. 



The project cost MUST exceed $40 000 - ie an allocation of $20 000 subsidy with $20 001 raised by the P&C Association.



Note the following important facts about the Major Works Improvement Program:�

Applications for assistance must be submitted on the standard application form to the Facilities Service Centre by the P&C Association by 30 April each year. ( List of Facilities Service Centres, Regional rather than District, in Appendix, page � PAGEREF appendix �47�)�

Although the applications may meet the criteria, each Facilities Service Centre prioritises the forms for each region according to available funds and refers them to the Subsidy Section for consideration of inclusion in a subsidy funding program.�

Successful applicants are instructed to proceed with a number of processes to achieve final formal approval for subsidy funding and authority to proceed with the project.�

P&C Associations should not proceed with any project until this formal, final approval has been obtained.�

Various types of major projects are eligible for a maximum level of subsidy.  (Refer to Sources of Information and Support which follows for the location of a detailed list.)�

Funding for the Major Works Improvement Program is available from the financial year beginning July of the following year eg April 2000 applications are considered for funding during the 2001/2002 financial year.�

Projects which involve other State and/or Commonwealth Government funds are INELIGIBLE for SIAS funding. This includes funds from Gaming Machine Community Benefit Fund or Queensland Facilities Development Scheme�

Funds from community organisations or a local government authority might be considered. Note: This will be conditional upon community use of the school facility after hours.  (Refer to Sections 3 and 4 in this unit for Joint Development of Facility. )



There could also be conditions relating to access to a parking area.�

There are requirements to be considered for the placement of amenities and possibly covered walkways.�

There are building codes etc that determine the seating capacity of a hall.�

There are safety issues for specific sports eg basketball that determine the floor space required.





��Other sources of information and support



��Facilities Service Officer, Education House (phone (07) 3235 4005)�

Facilities Services Centre as per the Appendix, page � PAGEREF appendix �47��

Education Views and Parent Talk may publish notices when applications are invited annually in the October-November period.�

For information regarding any specific “extra” requirements for the project, initial contact should be made with the appropriate Accounts Manager in the local Facilities Service Centre.�

Facilities Services Centres and the Facilities Service Officer, Education House.  (The staff will respond to any preliminary enquiries and, if appropriate, provide contact with another school community who have experience with a similar project.  A list of centres is supplied in the Appendix, page � PAGEREF appendix �47�.)�



School Improvement Assistance Scheme booklet available at school or

http://www.qed.qld.gov.au/finance/grants/grantpac.htm





��Activity 2



��Return to the work which you did for Activity 1.  Review your plan and revise (if necessary) considering the information discussed in this section.

���

�





��Check� TC "Check" \f C \l "3" ��

Checklist

�

Yes�

No����

Are there any obvious trends in changes in enrolments at your school?



Do you know the Facilities Service Centre linked to your school?



Does the project meet the eligibility requirements of the School Improvement Assistance Scheme (SIAS)?



Have you the information relating to the maximum amount available for the project through the SIAS?



Do you have a contact in Education Queensland with expertise on the curriculum/policy initiative?



Have you located any Education Queensland Document relating to the curriculum/policy initiative eg Department of Education Manual (DOEM)?



Are you continuing to develop the School/ Association Resource File?

�����Answer Key� TC "Answer Key" \f C \l "3" �

     

Activity 2�Scenario 1 (Major Capital Works)

Scenario 2 (Major Decision) and 

Scenario 3 (Major Event)



Here are some suggested key steps:



Motion carried at General Meeting outlining decision taken regarding the proposal. eg ��It was moved and seconded at the meeting for the Association to survey the interest level of the school community in the project with results to be presented at the next general meeting and for an appointed action group to begin research into the costs of the pool and to provide any other information which will assist the membership to reach an informed decision regarding the next step at the next general meeting. The motion was carried.





Action list developed with list of those involved.





Review of previous history of Association.





Consultation with other school groups eg Principal and staff, School Council or Advisory committees ( if applicable), ASSPA concerning issues such as the school budget and other school documents (Scenario 1)�



Strategies to gauge community opinion and inform the school community as appropriate to each scenario (suggestions in Unit 3, Involving Your School Community)�



Contacts for information and support made with:�

Scenario 1

Facilities Service Centre

District Office

Community Participation Officer�

Scenario 2

Education “experts” 

Other school communities�

Scenario 3

Other school communities

Other community organisations







Documents located (from Resource File):



Education Act 

Constitution of the Association

Units 1, 2 and 3�

Scenario 2

DOEM SC-02, Joint Development of Facilities (Scenario 1)





Report and review at General Meeting.

�

Further decision made to ? or ? or ?





Repeat Step 5. ���Section 3� TC "Section 4" \f C \l "1" �





Implementing - The Next Step Forward� TC "Implementing - The Next Step Forward" \f C \l "2" �









Introduction� TC "Introduction" \f C \l "3" �



��One way of managing the implementation of a project is to establish a sub-committee.  If it is decided to establish a sub-committee, it is important to document:



the purpose of the sub-committee - why has it been formed 

the function/s - what does it need to achieve

its composition - who are its members

financial arrangements (if applicable)

reporting requirements  - who should it report to and how often.



It might also be advisable to establish and promote links with existing sub-committees eg the relationship between the Fund-Raising Committee and the Project Management Committee for a capital works project.





��The budget� TC "The budget" \f C \l "3" �



�



�When you are planning your project, consider the Partnership Agreement, Strategic Plan Overview and Annual Operation Plan to determine whether the project fits into the overall school plans for the future.  It helps to understand:



the expectations of the school in the next few years

the annual budget and plans

how the school has coped in the last few years 

the past attitudes or decisions reached and

the future/proposed ideas for the school.





One of the main tasks in implementing a project or initiative is the development of the budget.

���Consider the following points when planning a budget.  (This usually includes the need to examine the past, present and future situation of the school community.)



Estimate the expected cost of the project relating to either a facility or resources (building/construction or supplies eg text books).�

Consider possible sources of funds (more information following).�

Estimate ongoing costs for the project eg the repayment of loans.  You will need to consider the period in which these costs will continue eg the term of a loan.  Seek expert advice eg an architect for a construction project.�

Take into account enrolment predictions.  If enrolments are decreasing, there may be a decreased capacity to cover ongoing costs.�

Take into account predictions for the general community eg business growth, population etc.  This will have an effect on the external support you might expect.�

Consider Education Queensland plans for the district. For example, a new school in a nearby area would have an effect on future enrolments.  �

Community use of the facility can be used to offset costs and/or produce revenue for the school.  (This is an aspect that should be closely examined as it can influence a range of issues eg with a school hall/indoor sporting facility.)�

Are any sporting groups or associations interested?  How many?�

What are the usual rates paid to use a similar facility?�

How extensively would it be used?�

Would it be a more economical option to spend more now and eg incorporate a sprung floor to maximise the use of the hall/indoor sporting area?  (Note:  There is a maximum amount available from SIAS.)�

What minimum amount could we expect to raise and how does this affect any possible ongoing repayments?�



��Other sources of information and support



��Accounting Manual for Parents and Citizens Associations, 1999 http://www.qed.qld.gov.au/policies/pandc/index.htm

District Office for information regarding Education Queensland�

Community Development Office of Local Government for information relating to future plans for community�

Local sporting associations and/or state representative organisations for a specific sport�

Facilities Service Centre for information regarding particular requirements and possible costs





��Additional information on SIAS� TC "Additional information on SIAS" \f C \l "3" � 

(School Improvement Assistance Scheme)



��You may find the following tips helpful in implementing your project.�

Projects costing less than $40 000 may be partly or totally funded by accumulating the Direct Grant. Remember this money may need to be allocated for other ongoing tasks within the school.



The Major Works Improvement program may NOT allocate funds retrospectively for projects already undertaken.�

In considering the circumstances of the school community, it may be that the project may be developed gradually over a period of years.  However, it is important to refer to the list of maximum amounts of assistance provided for each type of project.  (Refer to Section 2 of this unit.)�

The school community may consider grouping two or more proposals together in order to meet the requirements to apply for assistance eg Preschool playground, upgrading of adventure playground for lower grades and sporting area for more senior grades ie exceeding $40 000. ��However, the project MUST be undertaken so that the first stage costs $40 000 and cannot proceed so that one playground costing less than this amount is completed at the first stage.  (This is referred to as staging the project.) �

There are other issues that might affect the cost of the project.�

Equity of access could require the consideration of additional area for the placement of ramps and site of parking facilities.�

There could also be conditions relating to access to a parking area.�

The placement of amenities and possibly covered walkways might need to be considered.�

There are building codes etc that determine the seating capacity of a hall rather than the number of chairs that can be placed in the area.�

Safety issues for specific sports determine the floor space required.  For example, a basketball court will need to comply with these requirements.





��Other sources of information and support



��Facilities Service Officer, Education House, phone (07) 3235 4005�

Facilities Service Centre  (as per Appendix).  Each Facilities Service Centre employs several Accounts Managers who are each responsible for a cluster of schools within the region serviced by the particular centre.  Initial contact should be made with the appropriate Accounts Manager in the local Facilities Service Centre for information on any specific issue.



Education Views and Parent Talk might publish notices when applications are invited annually in the October/November period.�



���

Raising the funds� TC "Raising the funds" \f C \l "3" �



��Your sub-committee will consider the options available to raise funds for the project or initiative.  Some of the traditional options are:



fetes

raffles and

bingo.





Fetes



The following tips may be helpful when organising a fete.



Community support is important.  Consider the community situation (other events, economics etc) when scheduling.�

Avoid overlapping with other schools in the cluster.  It may be possible to share resources with some of these schools.�

Ensure financial accountability.�

Consider the possible need for additional insurance for equipment or weather.�

A register of each volunteer is required for insurance purposes.�

Acknowledge the support of the school community - you will need it again in the future.





Raffles



The following tips may be helpful when running a raffle.





NO permit or licence is necessary:�

If the gross proceeds (ie ticket sales) do not exceed $500.�

If the tickets are sold only to persons who are members or guests of the P&C Association eg at a school fete or private P&C function.�

If the proceeds are to be allocated only for the purchase of prizes and a purpose that furthers the objects of the Association.�

If no more than 8 days pass between the sale of the tickets and the declaration of the results.�

If each ticket holder has a fair and equal chance of winning.�

If for more than one prize, the first prize is drawn first and so on.





A permit or licence is required:�

If the tickets are sold outside the school community to the general public eg at shopping centres.�

If the gross proceeds will not exceed $5000, the P&C Association MUST apply for a permit or licence from the Queensland Office of Gaming Regulation to conduct a minor art union.  A permit allows the Association to conduct a minor art union for up to 4 months.  A licence allows the Association to conduct a minor art union for up to 3 years.  The application must be made 14 days prior to the start of the sale of tickets.�

If the gross proceeds are expected to exceed $5000, then a permit for a major art union is required.  The permit allows for the Association to conduct a major art union for up to 4 months with a possible extension to 6 months.  It must be applied for 21 days prior to the sale of tickets.







Bingo



The following tips may be helpful when conducting bingo:



A permit or licence is not required:



If no admission fee is to be charged.�

If tickets are to be sold only to members or guests of the P&C Association.�

If each bingo card costs 10c or less.�

If gross profits of all games in that session do not exceed $500.�

If the premises are not licensed.�

If all monies received from the sales of tickets in that session are returned to the players in that session in the form of prizes.�



A permit or licence is required:



If the gross proceeds are estimated not to exceed $1000, a permit to conduct a minor bingo should be obtained.  A minor art union permit may be endorsed to permit the conduct of a minor bingo.  Application for the permit or endorsement must be made with the Office of Gaming Regulation 14 days prior to the conduct of the minor bingo.�

If the proceeds are estimated to be more than $1000 but less than $6000, a permit to conduct a major bingo should be obtained.  Application must be made 21 days prior to the first bingo session.





NOTE:  On the standard application form from the Queensland Office of Gaming Regulation, a P&C Association is only required to place a dash beside the question requesting an incorporation number.  The Office is aware of the role of Education Queensland.  P&C associations cannot be incorporated since they are established under the Act and are part of the Corporation of the Minister for Education.





��Other sources of information and support



��For fetes:�

Unit 3  Involving your Community

Unit 2 The Operations of the P&C, Section 1

Accounting Manual for Parents and Citizens Associations, 1999

QCPCA (insurance requirements)

Parent Talk for tips on various topics�

For raffles and bingo:�

Queensland Office of Gaming Regulation phone (07) 3872 0999 or freecall 1800 064 848(outside the Brisbane metropolitan area)

Accounting Manual for Parents and Citizens Associations, 1999 (raffle ticket reconciliation)



��Loans� TC "Loans" \f C \l "3" �



��Guidelines for negotiating this process are to be found in Unit 1  Effective Teamwork for P&C Executives, Section 2.











��Other sources of information and support



��If you are to sign an agreement of any type on behalf of the Association refer to:�

Part 6, Division 7 of the Education (General Provision) Act 1989 (as per previous reference)�

The requirements to be fulfilled by a P&C Association when applying for a loan are fully detailed in the DOEM: SC-01: Loans Sought by Parents and Citizens Association available as CD 4.1 from schools or at http://www.qed.qld.gov.au/policies/doem/schoocom/schoocom.htm�

Accounting Manual for P&C Associations 1999, Section 9.





��Alternative approaches� TC "Alternative approaches" \f C \l "3" �



��You may be able to obtain funds though:



submissions

the business community

donations

other organisations.





Submissions



One method by which governments, government departments and/or community or business organisations allocate funds for the community is by allotting set amounts and limiting the use of the funds to address a specific issue or the needs of a specific group within the community.



The allocated money is often referred to as a grant and is distributed from a fund eg the Gaming Machine Community Benefit Fund.  



Note:  The title of most funds does not identify the source of the available money. This is important as finance received from Federal or State Government sources cannot be expended on projects applying for or receiving money through the School Improvement Assistance Scheme eg the above mentioned Fund is resourced by the Queensland Government.  (Refer to Sources of Information and Support.) 



Submissions must address the criteria of the particular fund ie how the funds will be spent, the expected benefits (outcome) of spending the funds and who will benefit from the expenditure.



With most funds having limited resources, preparation of the submission can be very important.  Many associations might seek assistance in preparing their submissions from individuals or groups with expertise in this area. The following sources may assist you in preparing the submission:



fund guidelines�

Community Participation Officers for assistance or training�

an experienced member of the school community�

another school association which has been successful with a submission to a fund�

a local government authority or community group.



It may be appropriate to develop a joint submission with any other group involved in the initiative or project.





The business community



Instances such as advertising on the reverse of newsletters and the use of marquees with a company logo at fetes have become established forms of what can be referred to as “commercial activities” within the school community. 



This term might be defined as activities producing a benefit, financial or other, for the school and includes:�





involvement with trade

schools producing and/or selling goods

letting of a school facility�

sponsorship - receipt of funds, goods or services to any section of the school community in exchange for advertising, publicity or any other benefit�

promotions - any arrangement conducted to benefit commercially (or any other way) an organisation that rewards any member or group of the school community for participating in the arrangement�

advertising.�

Education Queensland has produced a policy containing guidelines for all school communities on commercial activities in schools.  All schools must refer to this policy before engaging in any commercial undertaking. (available at all schools)





Donations 



As mentioned in the topic referring to submissions, many groups within society are now involved in supporting the community. This includes donations (unconditional gifts of money and or materials) from business groups etc.  Although many P&C associations actively seek donations at “usual” times eg fetes and raffles, an Association should consider other opportunities.



For example, a school community noticed a shed on a commercial block which was being prepared for development.  Research tracked down the owner of the shed who was pleased to donate it to the school.  After building checks had been conducted, required approvals received and time limits agreed, the school had a ‘new” shed in good condition for a fraction of the cost of constructing one.





Other organisations



In the other units, frequent mention has been made of the concept of community involvement with the school. With the development of a major resource for the school community, consideration could be given to the idea of its use as a community facility.  This could introduce the idea of joint development of the project with local government.



The project or initiative could also address issues or meet the needs of other community groups.  Working in collaboration with other organisations might reduce the amount of funds required and/or provide access to other reserves.  



Examples could include some of the following.�

Working with the local government Environmental Officer and/or members of a local environmental group to develop the school environs could increase support and provide advice including possible donations of appropriate plants.�

Participation in local community events provides access to sources of funds other than members of the school community.�

Inviting another government body or community group with similar concerns can be another means of promoting and increasing participation in the initiative or project.



��Other sources of information and support



��For preparation of submissions:�

Community Participation Officers

The Funding Resource Manual, 1997, Queensland Council of Social Services, phone  (07) 3823 1266

The Funding Maze, Department Of Family, Youth and Community Care, phone  (07) 3280 1008





For information relating to commercial activities in schools:�

Commercial Activities in Schools, available through Principals of all schools.

Community Use of School Facilities, Facilities Service Centres

Accounting Manual for P&C Associations 1999 





For information relating to donations:�

Community Participation Officers

Accounting Manual for P&C Associations 1999 

Local government by-laws and Government requirements (if involving activity similar to example given).  Refer to all appropriate sections of this unit relating to Education Queensland requirements for provision of facilities. 

Community Development in the Market Economy, Jeremy McArdle, 1999





For information relating to involvement of local authorities:



DOEM SC-02, Joint Development of Facilities, as per previous reference.  This document must be referred to in order to reach an agreement between the Minister for Education, Parents and Citizens Associations and local authorities.

District Office

Community Participation Officer

Local Government (where appropriate)

Youth Development Officer

Community/Cultural Development Officer

Activities Development Officer

Sport and Recreation Officer

Local Councillor

Office of Sport, phone (07) 3280 1875

Department of Families, Youth and Community Care, phone (07) 3280 1008

Lists of community agencies available from councils, libraries or local media





��Other considerations� TC "Other considerations" \f C \l "3" �



�

�As noted previously, projects involving expenditure in excess of $40 000 not only may involve access to SIAS but increase the involvement and resulting support from many units of Education Queensland.  It should be noted however, that requirements, advice and support are available for all instances that involve the construction of, or amendment to facilities of the school.



Initial contact should be made with the local Facilities Service Centre Accounts Manager dealing with the school.  Consideration is then given to Site Approval.  (This includes referral to future Education Queensland plans for use of area.  Any construction proceeding without this approval could be required to be removed at a later date at a cost to the Association).  Attention must also be given to Building Act compliance.  Any area under construction exceeding 10 square metres requires this approval.



All projects requiring Site Approval and/or Building Act Compliance MUST receive approval from Education Queensland PRIOR to the commencement of the project.  All relevant council by-laws must be followed eg parking areas and/or limits on parking.  (Check if unsure.)





��Other sources of information and support



��Facilities Service Centre, Accounts Manager�

Facilities Service Officer, Education House, phone (07) 3235 4005�

Local Council 









��Risk management� TC "Risk management" \f C \l "3" �



��Risk management must be a major consideration of any decision of a P&C Association.  Although referring to all undertakings of the Association, in this instance the focus is on all aspects of projects and special initiatives addressed in this unit. 



Checklists can be developed to suit all activities and can be considered in terms of three questions:



What can go wrong?

What will it cost if it goes wrong?

What can be done about it?



Some examples of the risks taken when undertaking an initiative or project:



accidents, breakages etc in the premises used to hold a meeting

loss of key members of the Association involved in the project

problems with the contractor/s

breach of contract

public liability (contractor).



Risk management is a vital component in all P&C functions. 



Consider this example:



The Tuckshop Convenor has, through the sub-committee made note of his/her concern as to the berries etc falling from a nearby tree on the walkway leading to the tuckshop entrance.  Despite his/her best efforts with mats etc, some berries are being carried into the tuckshop and causing hygiene and safety concerns.  A member of the Association offers to use his chainsaw to lop a few branches and will drop by on Tuesday, his day off, and fix the problem. This will save having to spend money on a contractor. The tree is between the tuckshop and a car park.





Special Note:  Instances where a service or goods are donated to a school should also be considered in terms of risk management.   For example, although the individual/group donating the service is a professional in the specific area, check that the provision of the donated service is covered for issues such as liability etc as would be the case if the individual/group were hired in a professional capacity.





��Other sources of information and support



��DOEM   LL-11, Risk Management�http://www.qed.qld.gov.au/policies/doem/legalleg/legalleg.htm 



Commercial Activities in Schools, Principal of each school.



Community Use of School Facilities, Facilities Service Center



��Contracting/

employing� TC "Contracting/" \f C \l "3" �



��This relates to the areas covered in this unit as a capital works program.



For the topic of signing a contract on behalf of the Association, refer to:



Unit 1  Effective Teamwork for P&C Executives, Section 2

Unit 2  The Operations of the P&C, Section 2

all relevant Sources of Information and Support in these sections

information on Loans in this section (signing of contracts).



Other relevant issues:�

Trade Practices Act

Statutory Bodies/Financial Arrangements Act 1982

Queensland Government State Purchasing Policy����Other sources of information and support



��All the above items, including contacts, provided in Unit 2  The Operations of the P&C, Section 1

Trade Practices Act�http://www.qed.qld.gov.au/policies/doem/legalleg/legalleg.htm �

The Magnificent Seven - A seven step guide for schools & P&Cs undertaking commercial operations, available from a Community Participation Officer

Legal Advisory Unit (includes Trade Practices), 

     freecall 1800 631 601

DOEM FR-08, Purchasing Procedures http://iwww.qed.qld.gov.au/policies/doem/finanres/finanres.htm





��Activity 3



��Return to the work you did for Activities 1 and 2.  Review your plan and revise (if necessary) considering the information discussed in this section.  



Include a list of:

 

sources of funds you might consider

information needed for the budget

factors to be considered in terms of risk management.





��



�

�





��Check� TC "Check" \f C \l "3" ��

Checklist

�

Yes�

No����

Do you know which state legislation and policy will impact on the project (if applicable)?



Do you know which Education Queensland requirements will impact on the project or initiative?



Do you need to contact other government authorities?



Are there any community organisations or groups you might involve in the project or initiative?



Are you continuing to develop the School/ Association Resource File?

�����



���

Answer Key� TC "Answer Key" \f C \l "3" �



���Activity 3�The response to this activity will depend on the individual circumstances relating to both the school community and the project/initiative.  Having read Section 3, you will be aware of the information which applies to your community and initiative/project.���Section 4� TC "Section 4" \f C \l "1" �





Maintaining the Project/Initiative� TC "Maintaining the Project/Initiative" \f C \l "2" �









Introduction� TC "Introduction" \f C \l "3" �



��The new facility is completed; the resources have been purchased; or the view of the school community has been formulated into a policy.  What now? 



Firstly, you are to be congratulated.  “You”, in this case, are the Executive team, members of the sub-committees, members of the Association, Principal and staff, students, members of the community, supporting organisations ie the school community.



What better way to enjoy your success and thank all those who contributed than to plan a celebration, an opening of the facility, a display of the new purchases or a launch of the policy. 



This can also be a means by which you promote your success and inform the community of the changes and opportunities offered at the school.  It is also an opportunity to advertise a new facility eg school tennis courts available for hire.



So go ahead!  This may involve some work, but the result should be fun and worth enjoying.  “You” should feel proud.  Using all the strategies you are familiar with by now, enjoy.





��Other sources of information and support



��Unit 3  Involving your School Community.(particular reference to Section 3)

Community Participation Officer

School Community Liaison Officer

Class Parent Representatives

Planning an Event or Opening http://www.nexus.edu.au/Publicat/OtherPublications/event.�html 

Celebration Ideas for Schools http://www.dse.nsw.edu.au/community/C2.0/sesq/ideas.htm 





��Ongoing functions� TC "Ongoing functions" \f C \l "3" �



�

�Some initiatives or projects might have aspects that require ongoing management, such as:



informing the school community of school policy, including new arrivals (publication of a school handbook)�

providing updates on proposed amendments to policy�

reports to the school community on the success of a major school activity�

continuation or establishment of a sub-committee to manage the new facility.



Note:  Sub-committees CANNOT have a constitution separate from that of the Parents and Citizens Association (Department of Education Manual).





��Project jointly developed with a local authority� TC "Project jointly developed with a local authority" \f C \l "3" �



��The DOEM provides information on departmental policy, procedures, practices, instructions and guidelines concerning joint development of facilities (SC-02).  All P&C associations involved in a joint project should obtain a copy of this document and a copy of the agreement with the local authority.



The Parents and Citizens Association for the school concerned is usually the principal contractor in the provision of such facilities and when this is the case, the P&C Association should also be a party to the agreement.



The agreement will include all issues relating to the use, maintenance and management of the facility and include such issues as provision for:



school use�

access for community groups when the facility is not required for school use�

management of the facility�

charges for community use of facility�

procedures for determining membership and conducting meetings of a management committee�

allocation of maintenance responsibilities and�

allocation of responsibility for insurance for property and public liability.





��Other sources of information and support



��DOEM available as CD 4.1 from schools or http://www.qed.qld.gov.au/policies/doem/�

District Office�

Facilities Service Centre�





��School swimming clubs� TC "School swimming clubs" \f C \l "3" �



��The DOEM provides information on departmental policy, procedures, practices, instructions and guidelines concerning School Swimming Clubs (SC-04).



Members of a school swimming club sub-committee (of a P&C) must be members of that P&C and any officers of the Swimming Club Sub-Committee must be elected and approved by the P&C Association.



All P&C associations which have a School Swimming Club should have a copy of the DOEM.  It includes a sample contract which a P&C might use to enter into a contract with swimming coaches.



The DOEM covers all areas including:



accountabilities

operations

establishment of sub-committees of P&C associations

safety

financial arrangements and audits

hiring of pools

insurance

checklists relating to all aspects of the swimming club.



Here are examples of the procedures and guidelines contained in the document:



The Principal must endorse all use of the school pool before and after school hours on week days, weekends and during school vacations.



Where school swimming club sub-committees already exist with ‘constitutions’ separate from the constitution of the Parents and Citizens Association, arrangements by negotiation must be made either:�

(a)	to rearrange the existing ‘constitution’ into a 

charter of operations that permits the School Swimming Club to continue as a Parents and Citizens Association sub-committee (refer to paragraph 1.1 in the Schedule section); or�

(b)	to dissociate the Swimming Club from the

Parents and Citizens Association and reconstitute it as a separate incorporated association (refer to paragraphs 2.13 to 2.14).



School Swimming Club sub-committees should prepare forward estimates for income and expenditure before the start of the swimming season.  The Parents and Citizens Association must approve all proposed budgets.



Disbursement of School Swimming Club profits may be made at the discretion of the Parents and Citizens Association.



The Principal and the Parents and Citizens Association should negotiate the conditions for hiring the swimming pool.





��Other sources of information and support



��DOEM available as CD 4.1 from schools or http://www.qed.qld.gov.au/policies/doem/

Community Relations Unit

Legal Advisory Unit (Freecall 1800 631 603)

District Office

The Principal







���

Outside school hours care and vacation care� TC "Outside school hours care and vacation care" \f C \l "3" �



��The DOEM provides information on Departmental policy, procedures, practices, instructions and guidelines concerning School Age Care Programs (SC-08)



The Parents and Citizens Association may manage, or appoint a sub-committee to manage the School Age Care Program.  Where a sub-committee is created by a Parents and Citizens Association to operate as the management committee, it must conduct its activities in full accord with the provisions of Section 48 of the Education (General Regulation) 1989 in relation to the establishment and operation of sub-committees.



All P&C Associations which sponsor an Outside School Hours Care Program should have a copy of this document.  It also includes a copy of the Memorandum of Understanding prepared by the Principal and signed by sponsor group, in this instance, the P&C Association.  The Memorandum of Understanding details the use of the school premises.





The original copy of this memorandum will be retained by the Principal and copies passed to the Management Committee and the Manager, Facilities Service Centre.





The document covers all areas including:



financial assistance

procedures for establishment

hiring charges

insurance 

complaints.



Here are examples of the procedures and guidelines contained in the DOEM:



The Parents and Citizens Association is accountable for the acceptance and management of any funds received in respect of the school age care program.�

The sub-committee operating the program should report to the Parents and Citizens Association at every general and annual general meeting of the Association.�

The Coordinator and Assistant engaged to conduct the School Age Care Program are employees of the Parents and Citizens Association.�

Funds received or raised for the School Age Care Program must be used solely for that purpose.�

The School Age Care Program is to be organised on a non-profit making basis and charges for services must be fixed at a level to cover costs to ensure that the program is self funding.





��Other sources of information and support



��Outside School Hours Care Handbook, C’wealth Department of Health and Family Services ( as below) including a list of contacts for information on various issues



DOEM available as CD 4.1 from schools or http://www.qed.qld.gov.au/policies/doem/�

State Department of Families, Youth and Community Care, GPO Box 806, BRISBANE QLD 4001, phone (07) 3224 4479 or the relevant regional office or�

Commonwealth Department of Health and Family Services, 340 Adelaide Street, GPO Box 9848, BRISBANE QLD 4001, phone (07) 3360 2555, or the relevant regional office�

Community Relations Unit





��Activity 4



��Surprise!!!



In honour of your having completed the last section of the final unit of the P&C training manual and because of the task that might be facing you, namely a special initiative or major project, you are off the hook. NO activity!!!



��������



�

�





��Check� TC "Check" \f C \l "3" ��

Checklist

�

Yes�

No����

Do you have all the relevant documents and an accompanying list of contacts for your initiative or project?



Do you have an expandable and updateable School/Association Resource File?

�����



���



����Congratulations!  You have completed Unit 4  Special Initiatives and Major Projects.  You should now be aware of the requirements for planning and implementing a special initiative or major project.



You will have noticed that throughout this resource, other units have been referred to.  These will further enhance your skills in managing your role in the P&C Association.



The other units are:



���

Unit 1	Effective Teamwork for P&C Executives

���

Unit 2	The Operations of the P&C 

���

Unit 3	Involving the School Community

��

�Attachments� TC "Attachments" \f C \l "1" �





Suggested readings including web sites



Facilities Service Centres







�SUGGESTED READINGS INCLUDING WEB SITES





Special Note:  Readings and Web Sites with interstate or international origins may include some strategies that do not comply with Queensland State Legislation and/or Education Queensland Policy.





Community Development in the Market Economy, 1999, Jeremy McArdle.



Department of Employment, Training and Industrial Relations  http://www.detir.qld.gov/au/internet.htm 



Fundraising for Your Organization 

http://www.gov.on.ca/OMAFRA/english/rural/facts/88-011.htm  



Fundraising For Schools, How to Raise Money and Cut Costs for your School, Cathy Hope, 1994.



Fund-raising Idea Bank �http://www.fund-raising.com/ideabank.html 



Grassroots Fundraising �http://www.home.gil.com.au/~pnash/funds/fundrais.htm



Outside School Hours Care Handbook, Children Services Program, Commonwealth Department of Health and Family Services.



Program Planning for Organisations 

http://www.gov.on.ca/OMAFRA/english/rural/facts/96-007.htm 



Rural Development Handbook�http://www.gov.on.ca/OMAFRA/english/rural/facts/88-01.htm



The SMALL Project Book, 1997, The Thomsett Company.



13 Steps to Establishing a School Age Care Program, 1996, Queensland  Children’s Activities Network (QCAN) Phone, (07) 3870 8633



 



�FACILITIES SERVICE CENTRES





Facilities and Service Branch has recognised the importance of ensuring ready access to its services.



The Facilities Service Centres (FSCs) are a one-stop shop to provide schools with advice and assistance for managing their assets. 



FSCs will be able to help schools with:



project management - coordinating major and minor building works



asset management - making the best use of the buildings and equipment



utilities management - providing strategies for the efficient use of energy, telecommunications and water



risk management - identifying and treating risks related to assets in your school



disaster management - making sure that the school can continue to operate after critical incident



cleaning management - getting the best results from school cleaning resources 



security management - developing ways to identify and manage security issues in the school







Central Queensland FSC

Rockhampton

Phone:  (07) 4938 4641

Fax:      (07) 4938 4920



�North Queensland FSC

Cairns

Phone:   (07) 4052 3141

Fax:       (07) 4052 8834



��South-East Queensland FSC

Brisbane

Phone:   (07) 3407 7610

Fax:       (07) 3407 7616�South-West Queensland FSC

Toowoomba

Phone:   (07) 4688 4471

Fax:       (07) 4688 4479��
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�SOURCES OF SUPPORT

Education Queensland



The Principal of the School�As outlined in the functions of the Association, the Principal works closely with the Executive and the membership to achieve the Association’s objectives. As a member of this team (the Principal and the Executive), the Principal can provide information, clarify an issue, and refer the Executive to other relevant units within Education Queensland.

��District Offices

There are thirty-six district offices located throughout the State, each providing services to approximately forty schools and their communities











Contact with the district office should be initiated by the school principal



(A list of district offices follows).�Each district is headed by a District Director whose key roles are school leadership, accountability and performance management. Schools and district office staff work together to determine the education services that their district office will provide.



The district offices provide services and/or advice relating to staffing, specialist education, curriculum, leadership and management, financial management, performance measurement, and community participation. DistictvOffice staff who can support P&C Associations include:

the Community Participation Officer (referred to below),

the Participation Officer (referred to below),

the Senior Finance Officer and Senior Internal Auditor who are able to provide assistance and training with financial operations, and 

the Senior Personnel Officer who can assist with issues related to the employment of staff.

District boundaries are not intended to be a physical barrier and, where schools have formed local clusters for sporting, cultural, or professional development activities, these networks should continue to operate.

.��Community Participation Officer

(CPO)

District Office

�The Community Participation Officer can assist in the: 

Promotion of the inclusion of school community as partners in the education of state school students; and 

Development of networks across and within districts to assist schools. 

��Community Participation Unit and Participation Officers  (see list of District Office)



�The Community Participation Unit performs various functions including those that promote participation in the school community of Aboriginal and Torres Strait Islander parents and community members eg conducting workshops.

Participation Officers also provide current educational information to Aboriginal and Torres Strait Islander communities 

��Parent Liaison Officer (Drought) in 

Schools of Distance Education

�The Parent Liaison Officer (Drought) can assist in providing support to families experiencing increased difficulties educating their children (through schools of distance education) due to sustained drought conditions.

��Education Views

Phone: (07) 3237 1368

Fax: (07) 3237 0551

http://www/qed.qld.gov.

au/home/map.htm�The School Principal receives copies of this fortnightly publication which communicates to all school community members policies, strategies and ideas being proposed, discussed, or practised throughout Central Office, the districts and the schools in 

Queensland.����� DISTRICT OFFICES 





Community Participation Officers are located in each District Office.  Participation Officers are located in those District Offices marked ** and provide support to more than one district.  (Numbers after each district refer to the district group.)



District�Address�Phone Number �Fax Number��Bayside �School Road 

Capalaba  QLD  4157�3245 6722�3245 6741��Bundaberg �PO Box 3008

Bundaberg  QLD  4670�4152 3877�4153 1212��**Cairns�PO Box 6094

Cairns MC  QLD  4870�4052 3133�4052 8769��**Cape and Gulf�PO Box 2268 

Cairns  QLD  4870�4031 3544

�4031 3238��Chinchilla�PO Box 493

Chinchilla  QLD  4413�4662 8331�4668 9043��Coopers Plains�PO Box 6139

Acacia Ridge  QLD  4410�3323 1600�3323 1655��Corinda �PO Box 73

Corinda  QLD  4075�3379 0500�3379 2882��Darling Downs�PO Box 1638

Toowoomba  QLD  4350�4631 3600�4631 3625��Emerald �PO Box 576

Emerald  QLD  4720�4983 8600�4983 8623��Fraser-Cooloola�PO Box 142

Maryborough  QLD  4650�4123 7333�4123 7345��Geebung�PO Box 3376

Stafford DC  QLD  4053�3350 7800�3350 7827��Gladstone�21 Dawson Hwy

Gladstone  QLD  4680�4971 3600�4971 3699��Gold Coast North�PO Box 2818

Southport  QLD  4215�5583 6222�5531 4055��Gold Coast South�PO Box 117 

Burleigh Heads QLD 4220�5576 3653�5535 4525��**Ipswich�Private Mail Bag 2

Ipswich  QLD  4305�3280 1800�3280 1423��Isis Burnett�PO Box 1200

Maryborough  QLD  4650�4121 8600�4121 8666��**Logan Beaudesert�PO Box 5009

Eagleby  QLD  4207�3287 5533�3807 4943��Longreach�PO Box 343

Longreach  QLD  4730�4658 4599�4658 4529��Mackay Hinterland�PO Box 760

Mackay  QLD  4740�4951 6900�4951 6924��Mackay North �PO Box 3267

North Mackay  QLD  4741�4951 6800�4951 6824��Mooloolaba�PO Box 5058

Maroochydore  QLD  4558�5478 0211 �5478 0216��Mt Gravatt �PMB 250

Mansfield  DC  4122�3849 0929�33498507��**Mt Isa�PO Box 1267

Mt Isa  QLD  4825�4744 5444�4743 2098��Murrumba Downs�Ogg Road 

Murrumba Downs QLD  4503�3886 4333�3886 4380��**Nambour�PO Box 745

Nambour  QLD  4560�5470 8900�5470 8909��**Rockhampton�PO Box 138

Rockhampton  QLD  4700�4938 4661�4938 4921��**Roma�PO Box 456

Roma  QLD  4455�4622 9711�4622 2559��Roma (Charleville Centre )�PO Box 641 

Charleville  QLD  4470�4654 3010 �4654 2152��South Burnett �PO Box 197

Kingaroy  QLD  4610�4162 2722�4162 4619��Stafford �PO Box 1 

Kelvin Grove DC QLD 4059�3352 9600�3352 9525��Tablelands-Johnstone�2 Whiting Street 

Atherton  QLD  4883�4091 3388�4091 4957��Toowoomba �PO Box 38

Toowoomba  QLD  4350�4688 4499�4688 4498��**Torres Strait �PO Box 117

Thursday Island  QLD 4875�4069 1282 �4069 1734��Townsville Burdekin�PO Box 276

Thuringowa Central  QLD 4817�4773 7155�4773 1117��**Townsville North and West�PO Box 5179 TMC Townsville  QLD  4810�4722 1100�4721 1939��Warwick�Palmerin and Albert Streets 

Warwick  QLD  4370�4661 0500 �4661 0525��West Moreton�PO Box 874 

Ipswich  QLD  4305�3280 1666�3280 1199��



�GLOSSARY

What is it?



Aboriginal Student Support and Parent Awareness (ASSPA) Committees�The Committees are formed by parents/caregivers of Indigenous students to work together to promote increased involvement in schools and preschools, increase awareness of what is happening in schools and preschools, encourage participation of Indigenous students in preschool education programmes and to encourage schools and preschools to establish a welcoming and supportive environment for both Indigenous students, their families and communities.

 ��Class Parent Representative�This volunteer role assists the teacher in communicating with the class parents/caregivers, to provide communication between the parents/caregivers, School Community Liaison Officer, P&C, Principal and staff, and to promote community involvement in the school. The tasks might vary between schools and classes in the same school.

��Department of Education Manual (DOEM)�This manual contains departmental policy, advice for use by State schools and departmental officers in Queensland, The manual is regularly updated to include all current information.

http://www.qed.qld.gov.au/policies/pol.htm

��School Community Liaison Officer (referred to also as PLO or SBPW)�This paid or volunteer position assists schools in establishing and coordinating parent involvement in schools. The strategies used vary between school communities, but generally focus on those which facilitate communication between home and school, promoting activities that increase parental knowledge of school activities, and strengthen school community relationships.

��Parent Talk�This is a Newsletter published by the QCPCA twice per term. Each P&C is sent two copies. It contains information of interest to P&C associations, schools and parents.

��Queensland Association of School Tuckshops (QAST)�This is a non-profit, community-based organisation developed to assist tuckshop workers and school communities to provide great tasting, healthy foods while making a profit. Members include convenors, P&C Associations, principals, staff, food manufacturers and other community members and groups interested in the health and well being of students.

Phone:  (07) 3260 4123		Fax:  (07) 3260 4120

��Queensland Council of Parents and Citizens Association (QCPCA)�This is a community organisation which represents the interests of Parents and Citizens associations throughout Queensland. It provides representation at district, state and federal levels and service and support to all P&C associations, parents, staff, principals and members of Education Queensland.

PO Box 21, Albion, QLD  4010

Phone: (07) 3262 3400      	Fax:  (07) 3862 3511

Email:  qcpca@b022.aone.net.au

http://www.qcpca.cjb.net/��

�ACRONYMS

What does it mean?



ADG�Assistant Director General��AGM�Annual General Meeting��AOP�Annual Operation Plan��ASSPA�Aboriginal Student Support and Parent Assistance��BMU�Behaviour Management Unit��CPO�Community Participation Officer��CPU�Community Participation Unit (MACATSIE)��CRU�Community Relations Unit��DETYA�Commonwealth Department of Education,Training & Youth Affairs��DO�District Office��DOEM�Department of Education Manual��DD�District Director��EPU�Equity Programs Unit��ESL�English as a Second Language��GATE�Gifted And Talented Education��HOD�Head Of Department ��HRE�Human Relations Education��ICPA�Isolated Children’s Parents Association��KLA�Key Learning Area��LOTE�Language Other Than English��LBOTE�Language Background Other Than English��MACATSIE�Ministerial Advisory Council on Aboriginal & Torres Strait Islander Education��NAIDOC�National Aboriginal and Islander day of Commemoration��NESB�Non-English Speaking Background��OSHC/ASHC�Outside School Hours Care/After School Hours Care��PD&T�Professional Development & Training��PLOD�Parent Liaison Officer, Drought��PO�Participation Officer��QAST�Queensland Association of School Tuckshops��QCPCA�Queensland Council of Parents and Citizens Associations��SFO�Senior Finance Officer (District Office)��SIO�Senior Internal Auditor (District Office)��TRS�Teacher Relief Scheme / Supply Teacher��SAR�School Annual Report��SBM�School Based Management��SCLO/PLO/

SBPW�School Community Liaison Officer/Parent Liaison Officer/

School Based Parent Worker��SEU�Special Education Officer��SIAS�School Improvement Assistance Scheme��VET �Vocational Education Training���



P&C Association

Smithtown State School



Code of Conduct







For all Volunteers including Parents and Citizens Association Members, Committee Members and Parent Representatives.





This Code of Conduct has been adopted to aid all members of our school community to work as a well-ordered group that promotes interest and facilitates development to further improve Smithtown State School.



A harmonious working environment is essential to the effective conduct of our school’s volunteer contribution and job satisfaction. To this end, we have agreed to the following:�

Personal privacy is of paramount concern to all. Information gathered or obtained as a result of our roles as volunteers in our school community is to be ONLY passed onto the relevant school authority WITH the permission of the person disclosing the information.�

Courtesy and respect is to be observed by all.�

Discussion is health; personal attacks are destructive and to be avoided.�

CONSTRUCTIVE criticism is always welcomed.�

DISCRIMINATION on racial, ethnic, or religious grounds is FORBIDDEN, as is any form of sexual discrimination and/or harassment.�

All cash handling must comply with the P&C Constitution and P&C Accounting Manual 1999.



	We do have separate functions but we all strive to work as a team.







FIVE STEPS FOR PROBLEM SOLVING



Define the problem�

Establish the criteria for a solution�

Think of possible solutions�

Evaluate possible solutions�

Choose a solution
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