Engadine West Public School

P&C Association – Role Statements

Engadine West P&C President

Chair 8 General meetings per year.

Chair 8 Executive meetings per year.

Chair at least 4 Care Centre Management Committee meetings per year.

Chair at least 4 Canteen Committee meetings per year. 

Be named as the service provider for the Care Centre. 

Oversee all of the operations of the Care Centre.

Oversee all of the operations of the Canteen.

Oversee all of the operations of the Uniform Shop.

Attend School Presentations / Assemblies.

Take part in school merit selection panels. 

Represent the P&C in dealing with DEC and various other government departments. 

Treasurer

Attend 8 General meetings per year.

Attend 8 Executive meetings per year.

Attend at least 4 Care Centre Management Committee meetings per year.

Attend at least 4 Canteen Committee meetings per year. 

Liaise with Accounts Manager weekly, or as necessary for updates on 

accounting, and bookkeeping.

Authorise all EFT payments via NetBank, including fortnightly wages for the 

BASC and Canteen.

Sign cheques as needed.

Present bi annual audited accounts to the General P&C.

Liaise with EWPS to arrange payment for promised donations to the school.

Count and bank takings from P&C events.

Prepare staff contracts for BASC and Canteen.

Assistant Treasurer

Attend 8 General meetings per year.

Attend 8 Executive meetings per year.

Assist the Treasurer as needed. 

Vice President - Care Centre

Attend 8 General meetings per year.

Attend  8 Executive meetings per year.

Attend at least 4 Care Centre Management Committee meetings per year.

Attend 4 Care Centre Parent Meetings.

Liaise with Coordinator about all operational matters such as policies, quotes for repairs and maintenance, compliance matters, staff matters etc.

Vice President - Canteen 

Attend 8 General meetings per year.

Attend  8 Executive meetings per year.

Attend at least 4 Canteen Committee meetings per year. 

Liaise with Canteen Manager about all operational matters such as fundraisers, red light days, policies, quotes for repairs etc. 

Secretary

Minute 8 General meetings per year.

Minute 8 Executive meetings per year.

Minute at least 4 Care Centre Management Committee meetings per year.

Minute at least 4 Canteen Committee meetings per year. 

Distribute meeting minutes to all members via email.

Maintain the P&C website. 

Manage the membership register. 

Prepare agendas.

Collect, record and distribute correspondence. 

Uniform Coordinators

Attend 8 General meetings per year.

Attend  8 Executive meetings per year.

Open Uniform shop every fortnight.

Organise operational matters such as ordering uniforms, liaising with Claudine's, stocktaking, issuing receipts, Kindy Orientation etc. 

