
Individual office bearers: 
 

President 
The president is the spokesperson for the club and often represents the 

club at official functions. The president has an important role in generating 

enthusiasm and interest in the club.  She/he is the facilitator and often the 

mediator of the group.  The president of a club acts as chairperson of the 

meetings and it is his/her duty to make sure that meetings are conducted in 

an orderly fashion.  Good preparation and consultation before meetings 

with other office bearers, particularly the secretary, is essential to well-run 

meetings. 

Duties related to meetings: 

Every meeting: 

 Greet all new members and make sure they are properly introduced. 

 Negotiate the agenda then follow the agreed order.  (See also The 

Agenda in Meetings Section) 

 Sign minutes when the meeting endorses them as correct and initial 

any alterations in ink.  

 Try to encourage shy members to participate in debate by asking 

their opinions. 

 Make sure on contentious matters, as many shades of opinion as 

possible are expressed. 

 Make sure speakers are not interrupted and private discussion 

among members does not take place. 

 Make sure that all present are clear on the voting procedure. 

 Make sure all motions and amendments are put in clearly understood 

terms and related to the business of the meeting. 

 Make sure speakers keep to the point and keep their remarks to the 

content of the particular motion or issue. 

 If it is obvious that a vast majority are either for or against a particular 

issue try to curtail unnecessary debate by asking someone to put a 

view which is opposite to the majority opinion and then put the vote. 

 Try to maintain personally an unbiased attitude in debates.  (Vacate 

the chair if participating in debate, the vice-president should chair till 

the end of the debate.) 

 When action is agreed by the meeting ensure someone takes 

responsibility for that action. 



 Ensure agreed tasks are delegated fairly (don't leave all the action for 

the secretary). 

For the Annual General Meeting 

 Prepare an annual report of the club's activities.  This should be 

provided in writing to all present at the meeting and forwarded to the 

school council.  Speak ’to the report’ at the AGM, i.e. give those 

present a verbal outline of your report, elaborating as desired on 

particular aspects. 

After the AGM 

 Ensure that new office bearers are familiar with their new duties and 

meeting procedure.  Introduce new office bearers to the principal of 

the school and other key people in the school community. 

 

Other duties 

 Public speaking e.g.  Information sessions for new parents, School 

Presentation Night. 

 Write a regular column in the school newsletter (or delegate the task 

to someone else). 

 ’Okay’ letters written on behalf of the club expressing an opinion or 

making a complaint. 

 Along with other parents club representatives, meet regularly with the 

principal and other members of the school community. 

Secretary 
The main tasks of the Secretary are preparation of minutes and agenda 

and dealing with correspondence.  The secretary is also usually 

responsible for the practical arrangements relating to meetings e.g. 

ensuring adequate seating and refreshments. 

If at all possible minutes should be circulated to all members prior to the 

meeting.  The success of a meeting often depends on good organisation - 

this includes a well prepared agenda, preferably developed by the 

secretary and president working together and ratified or negotiated by 

members at the beginning of each meeting. 

Be prepared for meetings 

 Make sure that members are notified of date, time and place of 

meetings and arrive early yourself to ensure that the meeting room is 

ready. 

 Take along any files which may be required during the meeting 

including the minute book for queries about past decisions or action. 



 Make sure that you carefully read the correspondence prior to the 

meeting and pick out the essential information to present to the 

meeting.  

At the meeting 

 Record attendance and apologies.  

 Take notes of all essential matters and careful notes of motions and 

amendments - including movers and seconders.  

 During the meeting list all action arising from decisions made, the 

president should ensure that someone takes responsibility for the 

action, note that person's name in the minutes.  

 It is not necessary to read every word of every article of 

correspondence.  

 However all correspondence should be tabled or circulated.  

Important items should be listed along with any action arising.  

 The secretary may participate in discussion during meetings but not 

to the detriment of his/her ability to take accurate notes of 

proceedings.  

Points to note 

 Minutes should be concise and accurate, expressing only facts.  

They should be written up promptly after meetings.  They should be 

either written in ink in the minute book or typed and pasted in 

securely.  

 Minute books are an historical record and must be kept.  Those not in 

current use should be filed at the school along with letters and all 

financial records. 

 Keep a copy of all outward correspondence and file with the 

appropriate inward letter. 

 Make sure that a record is kept of names and addresses of all 

members.  

 The Club may choose to split the Secretary’s role into two e.g. 

Minutes Secretary and Correspondence Secretary 

At or after the AGM 

Hand over minute book up to date with minutes of last general meeting and 

minutes of annual meeting just held.  Hand over petty cash book, 

stationery, stamps etc.  Acquaint new secretary with expected duties (see 

also Section 2; Meetings).   

The incoming secretary should inform the Parents Victoria office of the 

contact details of the new Parents Victoria representative.  Relevant 

community bodies should also be informed of the change of secretary and 

president (e.g. Municipal Council). 



Treasurer 
Winters Flat Parents, Carers and Friends Club will fall under the School 

banking and auditing system.  Therefore all monies shall be given to the 

Business Manager and/or the Principal and shall not be taken home by any 

PCF member.  If there is a need to make payments, these shall also be 

arranged through the School office.  

Meetings 

 Make sure that the secretary is given a copy of the financial 

statement prepared for each meeting.  This statement and a report 

by the treasurer will form part of the club’s minutes.  

 All accounts should be presented to the general meeting (ordinary 

monthly meeting) of the club.  The treasurer should ensure that all 

accounts are paid promptly after authorisation by the meeting.  NB. 

No debts should be incurred by the club without authorisation of a 

general meeting of the club. 

Always 

 The treasurer must be aware of and operate within Department of 

Education regulations and guidelines. (See Section 5; Club 

Constitutions, Education Regulations and Advice). 

 Make sure that all cheques are drawn on the appropriate account, 

correctly filled out and signed by appropriate people, cheque butts 

should be filled out in detail as they are a record of payment made. 

 All payments, even for small amounts, should be made by cheque.  

This makes account keeping much simpler for the treasurer, it should 

make mistakes less likely and if they do occur, easier to identify.   

 Issue receipts for all monies received, including membership 

subscriptions. 

 All used cheque books should be retained at the school together with 

minute books, correspondence, annual financial statements, and 

account books.  

[Note: All financial records are required by law to be retained for seven 

years.] 

 

 

Annually 

 All account books and bank statements together with cheque books, 

pay in books and receipt books must be provided to the auditor.  It is 

a good idea to check with the auditor in advance to see if he/she 

requires any other information.  Ask the auditor for advice regarding 

the preparation of the annual statement. 



 A copy of the (signed) audited annual financial statement must be 

presented to the annual general meeting of the club.  The audited 

statement should be pasted in the minute book at the end of the 

meeting.  It will assist the progress of the annual meeting if each 

member has a copy of the financial statement.  A copy is required to 

be given to the school council along with the club's annual report. 

Treasurer after AGM 

Hand over account books, up to date and audited, receipt books, petty 

cash, etc.  Show new treasurer how accounts are operated and how books 

are kept.  Make sure the person knows which option the club is using for its 

funds. If appropriate, have available bank signature forms for registering 

change of signatories.  Inform the new treasurer of special dates to be 

remembered – e.g.  when Parents Victoria membership fees are due. 

[Note: Good record keeping enables a smooth changeover of office 

bearers.  The treasurer should maintain detailed financial records 

relating to fundraising events (for instance) in such a way as to 

enable a successor to copy the process or make variations as 

required]. 

 


