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1.WHAT IS A PARENTS AND
FRIENDS ASSOCIATION (P&F)?
The Prouille Parents and Friends Association, often simply referred to as P&F plays an
important role at Prouille Catholic Primary School by providing a link between parents, school,
parish and the broader community. The P&F encourages and promotes greater communication
and connection within the school community, working together to achieve a common goal. The
Prouille P&F is made up of a group of parents that have volunteered their time to help provide
parental support to the school community and our students. The P&F recognises and values
the role that parents and carers play in the education of their children.

2.WHAT IS THE AIM?

Building positive partnerships with the school, parish and the broader community

Make connections with all associated with our school to help grow and nurture a
community that is inclusive, faith filled, friendly and welcoming

Provide parental perspective to assist the principal in decision making

Organise fundraising activities that help provide our school with resources and
opportunities that will enhance the learning environment of our school

Appointing Catholic School Parents (CSP) representative (formally known as DCP) to
represent parents at diocesan level and with the Council of Catholic School Parents (NSW)

Provide opportunities for parents/carers to gain insights into school life 

Support parents/carers in their responsibilities and encourage involvement in their
children’s learning both at school and at home

Appoint a parish liaison to work with the parish community to develop effective
relationships to further support the faith development of students

We work towards achieving our aims by:

 

To work in collaboration with the school, families, parish and the broader community 
To help grow and strengthen partnerships within our community 
To help achieve positive outcomes for our children’s development and learning



3.WHAT ARE THE LIMITATIONS OF
THE P&F?

The authority and responsibility of the principal in making decisions relating to the school
and/or any activity using the school’s name 
The role of the parish Priest with regard to decisions involving school/parish property 
The established protocols of the school and parish

The P&F is an unincorporated association and has no legal identity separate from its members.
It is a consultative body and is subject in all respects to diocesan policy and directives.
The P&F has no authority in the day-to-day operation or management of the school and
therefore must recognise the need to act with respect for:

4.WHO CAN BE A MEMBER?

Any parents/carers of students attending the school
Members of the parish community
The principal and parish Priest who are ex-officio members of the association
School staff

Membership is open to the following:

Note: ex-officio members are members by right of the position they hold and have the same
rights as ordinary members, including voting. An invitation to all meetings should be extended
to all ex-officio members.

5.MANAGMENT OF THE P&F

President 
Secretary
Treasurer
Ex-officio members, principal and parish Priest
CSP- Catholic School Parents Representative (to be invited to executive committee
meetings)

Promote the aims of the P&F
Ensure that the P&F works together with the principal and parish Priest
Ensure the P&F's ongoing financial accountability
Organise regular general meetings of the P&F
Set up and supervise committees of the P&F as required 
Manage and organise the running of the P&F
Support and work in collaboration with the CSP

What is the executive committee?
The executive committee are the group that are responsible for the management of the P&F
and comprise of the following:

Role of the executive committee:



6.EXECUTIVE COMMITTEE 
ROLES AND RESPONIBILITIES 

Provides leadership and direction for the P&F
Promotes the aim of the P&F
Supports the executive committee
Presides at all meetings and ensures efficient running of meetings
Prepares the agenda in consultation with the executive committee
Ensures that minutes of the previous meeting are endorsed as being an accurate record
of what took place
Ensures correct functioning of all office bearers
Prepares and presents the annual president’s report of the P&F

To fulfil the role of president in their absence or when required
The role of the Vice-President may be viewed as a learning experience – it may provide
an opportunity to learn more about the P&F in general and the president’s role in
particular.
It may also be seen as a position for an ex-president whose time is now more limited.

Receives agenda items and organise meetings (including agenda, venue, meeting
notification etc)
Record the minutes of executive and general meetings
Manages day-to-day communications and records of the P&F
Distribute minutes, information and correspondence to P&F members as required
Maintain a record of P&F minutes, the P&F constitution and correspondence.

Ensure that members and the school community are notified of date, time and venue of
meeting
Organise Zoom link for the meeting and inform members
Receive agenda items and develop the agenda in consultation with the executive
committee
Advise the chairperson of any visitors and list apologies 
At the meeting The Secretary should:

record attendance (including those that attend via Zoom)
provide copies of the agenda for attendees
record all important discussions and decisions made
distribute important reports and other incoming material as required

After meetings the Secretary should: 
complete the minutes as soon as possible after the meeting and distribute a copy to
all members that attended
attend to all correspondence required by the meeting or chairperson

President

Vice President

Secretary

Role of secretary in preparation for meetings 



Start and finish times, a list of those present, apologies and date of next meeting 
A record of all decisions and motions (including names of movers and seconders)
A concise summary of reports given and discussions had at the meeting
Minutes need to be clearly documented in an accurate, objective and professional manner

MINUTES OF MEETINGS 
Meeting minutes are prepared and distributed by the secretary and should include the
following:

EXECUTIVE COMMITTEE 
ROLES AND RESPONIBILITIES 



Maintaining accurate records of expenditure and receipts
Bank all monies received intact and maintain clear and accurate financial records
Receive all monies and keep appropriate financial records of all such monies received
Issue a receipt for all monies received
Presents, at each general meeting, a statement of accounts showing current receipts and
expenditure and a bank reconciliation since the last meeting, together with the
outstanding balance, and shall present a bank statement for notation by the president
and secretary. 
Present an annual financial report of the P&F
Passes on records, in good order, to the incoming treasurer. 
Prepare and submit an annual financial statement as required by ACNC
Organise an annual audit of accounts as required by the constitution
Ensure that all expenses and invoices are paid in a timely manner

Keeping parents informed about CSP issues, events, and projects
Provides written and oral reports to the P&F Executive, and parents at relevant meetings,
and arranges for the distribution of newsletters and other communications to parents. 
Informs the CSP about parent concerns, issues, and provides feedback to the CSP on
behalf of the school when requested. 
Attends CSP Cluster meeting

Treasurer 
The treasurer is responsible for all the financial dealings of the P&F. It is the treasurers'
responsibility to ensure that all records are transparent, accurate and in good order. The
treasurer should have the appropriate skills and experience required to perform this role.
The P&F financial year runs from the 1st January - 31st December and it is the responsibility
of the treasurer that all regulatory financial reporting requirements are met. 

The treasurer is responsible for:

Catholic School Parents Representative (CSP)
Each P&F team in the Diocese has a parent representative on the CSP encouraging
consultation and discussion with a broad range of parents. 
The CSP is responsible for:

EXECUTIVE COMMITTEE 
ROLES AND RESPONIBILITIES 



Being aware of the church calendar and Prouille School/P&F calendar at beginning of
year so that both are informed/reminded of school events
Being aware of all Prouille school family class mass dates
Help communicate information to class parents about the class masses from school and
parish. The school (Prouille) is responsible for issuing a notice informing parents of class
masses, asking for attendance numbers and a morning tea plate to share from families
attending 
When a family class mass is to be held, it is the teacher’s responsibility to organise the
mass (readers, offertory procession etc).
Communicate/liaise with Holy Name Parish, Religious Education Coordinator (REC) and
class teachers to offer assistance if needed

To coordinate the P&F social event calendar and ensure that key P&F events are being
organised by liaising with the stage coordinators and providing support where required
To encourage class parents to organise a social event for their year group each term
Create social event sub-committees as required to support the organisation of P&F
events such as a welcome event, trivia night or family movie night
Report to the P&F on various sub-groups arranging the P&F social function
Liaise with the school principal to help organise parent volunteers for the Mother's Day
and Father's Day stalls.

Parish Liaison
The parish liaison role is an important role that helps to provide a link between the parents,
school and Holy Name Parish.

The parish liaison is responsible for:

Social Coordinator
The social coordinator is an important part of the P&F Committee in helping coordinate and
organise key social events on the P&F calendar. The aim of the social coordinator is to: 

7.NON-EXECUTIVE COMMITTEE 
ROLES AND RESPONIBILITIES 



NON-EXECUTIVE COMMITTEE 
ROLES AND RESPONIBILITIES 

Father's Day breakfast
Term 1- end of term lunch
Athletics carnival - cake stall

Mother's Day breakfast
Term 3- end of term lunch
Athletics carnival - sausage sizzle stall

Bake sale
Term 2- end of term lunch
Athletics carnival - canteen (snacks, ice blocks, drinks)

A lasting gift to the school in appreciation of their time here. To fund the gift the
stage 5-6 coordinators, organise a bake sale. Year 5 and 6 parents provide
baked goods to sell at a bake sale for the whole school to buy. Sales from this
go towards the purchase of a year 6 farewell gift to the school.

Organise a special lunch held at the school for year 6 students and their
teachers following the end of year mass held at Holy Name Parish.

Stage Coordinator/s
Stage coordinators are an integral part of the P&F committee and organise key P&F
activities throughout the year. They also providing additional support to the
committee as needed. Stage coordinators attend all P&F committee meetings.
Ideally, each stage has a minimum of two stage coordinators whose key
responsibilities are to organise the following:

Stage K-2:

Stage 3-4:

Stage 5-6:

It has been a Prouille tradition that our year 6 students are given a wonderful send
off for their final year at Prouille. To help make this possible the P&F rely on the
help of the stage 5-6 coordinators and the year 6 class parents.

Stage 5-6 coordinators and year 6 class parents help organise parent volunteers to
arrange the following:



Organising and sorting donations of second-hand uniforms from the school community
Maintaining and managing the stock
Organising a minimum of one second hand uniform sale day per term 
Liaise with school principal to arrange a suitable date for a uniform sale
Develop a flyer and communicate with the school community about upcoming sales or
requests for uniform donations

Organising parent volunteers and maintaining canteen roster 
Managing and ordering stock of ice blocks and chips
Communicating with parent volunteers about the Friday canteen

Second-hand Uniform Coordinator

The second-hand uniform coordinator is responsible for:
 

Canteen Coordinator 

The P&F provide a simple canteen that allows children to purchase a treat. The canteen is
run by parent volunteers every Friday. Items sold include chips and ice blocks. The canteen
coordinator is responsible for:

NON-EXECUTIVE COMMITTEE 
ROLES AND RESPONIBILITIES 



8.CLASS PARENTS 
Class parents play an important role in communicating information from the P&F to
parents. They also help support the Prouille community by organising simple social events,
welcoming new families and assist with morning tea for their class mass held at Holy Name
Parish. They are an important link between the P&F, parents and the school. 






CLASS PARENTS



9.PARENTS AND FRIENDS CONSTITUTION
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