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Overview 
This handbook has been developed in conjunction with the Administration team at Lethbridge Primary School 
to support transparency, provide clear guidelines in alignment with the expectations of the school and the 
Department of Education Victoria.  

Role of Parents’ Club 

Parents Clubs foster closer links between parents, teachers and the principal, facilitate parental participation in 
their child’s school and work together with school staff and the School Council to ensure the best possible 
educational outcomes for the benefit of all students.  

Parent Clubs promote the welfare of, and provide support to, the school and its community. Parents are key 
partners in their child’s learning. By interacting with the school and other parents, parent club members can 
use their skills and experience to work collaboratively with others in supporting the school and its students and 
build a sense of community within the school.  

The role of a parent club is threefold: 

• To provide support, in various forms, for the school, its students and community, including raising funds 
for the benefit of the school 

• To work in cooperation with the principal, staff and school council in building effective partnerships 
between home and school 

• To encourage diversity by getting to know the parents of other children at the school, and to support the 
operation of the school.  

A parents’ club is not a sub-committee of the school council. Parents’ Clubs have no legal powers, functions or 
formally prescribed powers or duties and musty ensure they operate in accordance with the Regulations and 
have a ministerially approved Constitution. The club is not for profit or gain of its individual members.  

Lethbridge Primary School highly values the parents club and sees its formation and fundraising contribution 
as a significant opportunity to continue to improve the school facilities whilst providing new experiences for all 
children. The school is committed to ensuring 100% of all funds raised are used in a way that will directly 
benefit the children’s experience at Lethbridge Primary School.  

Office Bearers Responsibilities 
Parents’ Club Office Bearers’ Responsibilities  

As per the Lethbridge Primary School Parents’ Club Constitution, the LPC shall have as a minimum number of 
office bearers, a President, Secretary and Treasurer. All office bearer positions shall be declared vacant at the 
Annual General Meeting held in February and shall be open to any Register Member of the Parents’ Club.  

As per the Department of Education Victoria guidelines, in order to have an active Parents Club, a President, 
Secretary and Treasure must be appointed as office bearers. Should these roles not be filled by the close of the 
second meeting held each year, then the LPC will not be formed for that year.  

1. President is responsible for: 
• chairing monthly meetings and conducting these in accordance with democratic procedures which 

enable the participation of all parents in the school 
• working with the Secretary to set the agenda prior to each meeting 
• ensuring all correct LPC templates are used and submitted in accordance with these guidelines and 

those set out in the Department of Education guidelines.  
• working with the School to understand the set fundraising objective 
• always being a positive ambassador for the school 
• supporting communication between members and the school. 

 

2. Secretary is responsible for: 



 

 

• maintaining a file of Registered Members with the LPC and ensuring each member has completed a 
Registration Form annually 

• recording the attendance of members at each meeting in the minutes  
• recording the meeting minutes, actions and outcomes at each meeting 
• sharing the agendas, and meeting minutes with registered members, and the school. 

 

3. Treasurer is responsible for: 
• liaising with Lethbridge Primary School administration team after each meeting, keeping them 

informed of any activity and/or support that may be required.  
• ensuring LPC complies with all financial procedures as required 
• providing financial updates at the LPC meetings. 

 

Operational and Fundraising Guidelines 
1. Administration Requirements 

• New Member Registration 
Membership is open to any parent or guardian of a child attending the school or any other 
interested individual of the immediate school community.  
The annual registration form should be submitted to the club/association secretary on or before the 
annual general meeting of the club/association or at any general meeting of the club/association.  

 

• General Meetings 
General meetings are held monthly, unless otherwise agreed by a majority vote of Registered 
Members. The meeting date is advised to the Administration team so that it can be publicised in the 
school newsletter and via Compass. 
The President works with the Secretary to set the agenda prior to each meeting.  
The Secretary records the minutes at each meeting which includes attendance of members, action 
and outcomes of any items on the agenda. A date for the next meeting is also documented. 
A copy of the minutes is shared with the Administration team within one week of the meeting being 
held and all revenue and expenditure in relation to the Parents’ Club must be approved by the 
School Council in accordance with the school’s procedures.  
 

• Meeting Agenda Items 
The Parents’ Club agenda is confirmed by the Secretary and will be shared with the registered members prior 
to the meeting. Registered members of the Parents’ Club who wish to add items to the agenda must contact 
the Secretary at least one week prior to the scheduled meeting.  
Please note that only items on the agenda will be discussed during meetings. If time allows at the end of a 
meeting, members will have the opportunity to offer agenda items for the next meeting.  

 

• Event Ideas and other Suggestions 
An ongoing agenda item for fundraising and other event ideas will form part of each meeting. Ideas 
for fundraising or events for school improvement will be documented as part of the minutes shared 
with all registered members following the meeting.  
It is important that an idea is recognised as a thought or suggestion. Further collaboration between 
the Parents’ Club Office Bearers, School Principal, Administration Team and School Council are 
required to approve an event. This collaboration ensures Department of Education policies and 
procedures are followed. This also supports understanding to ensure suggested events are feasible 
for the school.  

 

• Gathering Information for an Event/Idea 
Registered members representing the school and Parents’ Club to gather further information 
connected to a suggested event or idea must only do so with positive endorsement from the Parents’ 
Club following collaboration between the Office Bearers, School Principal and Administration Team, 
and therefore preparing a proposal for School Council approval.  



 

 

 

• Annual General Meeting 
The Annual General Meeting is held in February. Two weeks’ notice is given to the school community 
of the meeting date. 
The purpose of the Annual General Meeting is to elect office bearers (President, Secretary and 
Treasurer) and invite member registration. Upon submitting a signed and completed Registration 
Form, a person becomes a Registered Member until the next Annual General Meeting.  

 

• Fundraising Activities 
The Parents’ Club may undertake fundraising activities, with the prior approval of the School 
Council.  
Once approval has been given, the event can be promoted via the school newsletter and Compass. 
Please discuss any requirements for promotional materials or order forms with the Administration 
team.  
It is recommended that each fundraising activity has an assigned leader to coordinate the event who 
is a registered member of the Parents’ Club.  
Should volunteer support be required, this can be promoted via the school newsletter and Compass. 
All volunteers are required to have a Working with Children Check. To apply please go to: 
https://service.vic.gov.au/services/working-with-children 
Once you have received your Working with Children Check card, please present it to the 
Administration team who will take a copy for the school’s records.  

 

2. Financial Requirements 

• Fundraising 
The Parents’ Club may undertake fundraising activities, with prior approval of the School Council, 
for the purpose of: 
- the establishment or augmentation of school funds; or 
- the establishment or augmentation of funds for a particular school purpose. 

 

3. Resolving Conflict 

Good communication and positive working relationships are important to promote understanding amongst 
club members, minimise conflict and achieve cooperative solutions. It is important that parents’ club member 
takes the time to get to know each other and to develop trust and helpful working relationships. 

There may be occasion where members of a parents’ club hold strong conflicting views or do not work 
cooperatively with other members. The club president (as chair) is responsible for managing any conflict or 
conduct issues that arise during the course of a meeting.  

Some strategies for the president dealing with difficult situations include: 

- using clearly understood protocols to ensure all members are heard (for example the parents’ 
club my adopt terms of reference) They may also create standing orders or business rules. The 
values listed in clause two of the constitution may be a useful starting point to develop a code of 
conduct 

- reminding members of the requirements of the registration form 
- dealing respectfully with all comments and contributions 
- ensuring everyone has a say in meetings and one individual does not dominate a discussion 
- bringing the discussion back to the club’s core objectives 
- anticipating matters that might result in conflict between member and introducing them in a 

way to minimise tension 
- being prepared to let an aggravated member express their view, but then being prepared to 

bring the debate to a conclusion. 

Refer to DE School Operations Guidance for Parents’ Clubs for further reading. 

The Respectful Behaviours within the School Community Policy also outlines the shared roles of parents, carers 
and school staff in creating a positive environment for learning.  

https://service.vic.gov.au/services/working-with-children
https://www2.education.vic.gov.au/pal/parent-clubs/policy
https://www.vic.gov.au/respectful-behaviours-within-school-community-policy


 

 

Processing for ordering/payment for goods 

and services 
1. Ordering via a school account 

Where possible, goods and services required for fundraising activities are to be purchased through 
businesses with whom the school has a current account.  
• Communicate order to with the Administration team, who will complete a school purchase order 

with the service provider.  
• Administration team will arrange payment using the service provider’s invoice.  

 

2. Ordering via a non-school account 

Alternatively, goods and services can be ordered via businesses with whom the school does not have an 
account. The business must have an ABN and be able to provide a GST invoice.  
• Communicate order to with the Administration team, who will complete a school purchase order 

with the service provider.  
• Administration team will arrange payment using the service provider’s invoice.  

 

3. Reimbursement 

Please use one of the above methods above for ordering goods. Please discuss the purchase of any goods 
or services required for fundraising activities with the school office, so that orders can be submitted 
through the school.  

 

4. Cash Handling 

• Cash takings must be counted by two people 
• A control receipt must be issued and signed by two people 
• Float collection form must be completed as required.  

 

5. Support from the Administration Team 

The Administration Team is here to help! If you are unsure of the expected process or have any 
questions, please check with the office staff who will be happy to assist.  

Responsible Food Handling 
Do Food Safely 

• Do Food Safely is a free, non-accredited, online learning program provided by the Department of Health 
Victoria and proudly supported by Queensland Health, South Australia Health and Tasmania Health.  

• Do Food Safely is designed to enable you to understand how to safely work with, and handle, food in 
commercial settings.  

• After reading through the seven topics and answering practice questions, you will be ready to do the 
assessment and gain your DoFoodSafely Certificate of Completion. 

• Online learning: https://dofoodsafely.health.vic.gov.au/index.php/en/ 

It is recommended that all volunteers working with food service in school complete the Do Food Safely training 
if they do not already have a Food Safety Certificate.  

 

 

https://dofoodsafely.health.vic.gov.au/index.php/en/


 

 

 

Lethbridge Primary School Parent’s Association/Club 

Meeting date: XXXXXXX 

 

TEMPLATE 

Chairperson:  

 

Present:  

 

Meeting opened:  

 

Agenda Items: 

1. 

2. 

3. 

4. 

 

 

 

 

5. Fundraisers/Events ideas and suggestions for upcoming agendas: 
 

 

 

 

 
 
Next meeting:  
 
Meeting closed at:  

 

 


