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PALM BEACH CURRUMBIN HIGH SCHOOL PARENTS AND CITIZENS 
ASSOCIATION  CONSTITUTION 

 
1. NAME 

 
The name of the Association is The Palm Beach Currumbin State High School Parents and Citizens 
Association (‘the Association’). 
 
2. OBJECTIVES 

 
The objectives of the Association are to promote the interests, and facilitate the development and further 
improvement of the Palm Beach Currumbin State High School (‘the School’). 
 
3. FUNCTIONS 

 
In pursuit of the Association’s objectives, the functions of the Association are: 
 
(a) to foster general community interest in educational matters; 
 
(b) to endeavour to bring about closer co-operation between the parents of students attending the 

School, other members of the community and the staff and students of the School; 
 
(c) to provide advice and recommendations to the Principal of the School on issues and concerns in 

respect of students and the general operation and management of the School; 
 
(d) to provide or assist in the provision of financial or other resources or services for the benefit of 

students of the School; 
 
(e) to participate in any committee or other body comprising members of the School and wider 

community, which will contribute to the general benefit of students attending the School; 
 
(f) to assist a State Preschool Centre and a Special Education Unit of the School (if these exist at 

the School); 
 
(g) to perform any other functions as the Minister may determine 
 
4. GENERAL POWERS 

 
In pursuit of the Association’s objectives and subject to resolution passed by a majority of members at a 
duly constituted  meeting, the powers of the Association are: 
 
(a) to establish sub-committees as the Association considers necessary for specific purposes; 
 
(b) to conduct within the premises of the School a canteen or  tuckshop or other amenity of the 

School  where such an amenity is of benefit to the School community; 
 
(c) to affiliate with, subscribe to or assist an association or organisation which has objects similar to 

those of the Association, where such association or organisation prohibits the distribution of its 
income and property among its or the Association’s members; 

 
(d) to print and publish newsletters, books or leaflets in pursuit of the Association’s objects, with due 

regard for copyright or other intellectual property rights of any party; 
 
(e) to employ, dismiss or suspend employees as may be necessary for the purposes of the 

Association, subject to relevant industrial awards or employment agreements; 
 
(f) to pay any person or supplier for goods or services provided to , or on behalf of, the Association; 
 
(g) to invest and deal with the money of the Association, in any financial institution approved by the 

Minister; 
 
(h) to award Life Membership to members of the Association for long and meritorious service to the 

Association; 
 
(i) to remove a person as a member or officer or both, subject to the provisions of this Constitution; 
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(j) to seek contributions, donations or sponsorship from members or other persons; 
 
(k) to sell, improve, develop, exchange, dispose of, and otherwise deal with property in the general 

control of the Association as approved by the Minister, subject to any conditions approved by the 
Minister; 

 
(l) to elect parent members to the school council at a meeting designated for that purpose by a 

documented process as described in schedule 1 of this document; 
 
(m) to facilitate consultation with parents of the school community if and when required by the school 

council; and 
 
(n) to facilitate communication between the school council, or its members, and parents of the school 

community. 
 
5. SPECIAL POWERS 

 
In pursuit of the Association’s objectives and subject to resolution passed by a majority of members at a 
duly constituted meeting, the special powers of the Association are: 
 
(a) with the prior approval of the Minister, to borrow money from a person or financial institution; and  
 
(b) with the prior approval of the Minister, to enter into any agreement which has as its objects the 

provision of equipment, amenities, or facilities for the benefit generally of the students attending 
the School; and 

 
(c) with the prior approval of the Minister, establish, maintain and operate a school building fund in 

line with the following rules. 
 
Fund Rules: 
(a) the Association may seek to apply for endorsement as a deductible gift recipient under 

Subdivision 30-BA of the Income Tax Assessment Act 1997 (Cth) (or as amended from time to 
time or under any legislative provision enacted in substitution for those provisions) to establish, 
maintain and operate a school building fund; 

 
(b) the public will be invited to contribute gifts of money or property to the fund; 
 
(c) the Association must maintain a separate bank account for the fund; 
 
(d) the Association must credit monetary gifts and proceeds of sale on gifted property to the fund. For 

example: Interest earned on the school building fund bank account must be credited back to that 
account. 

 
(e) the Association must not credit to a fund money or property that is not intended for the fund; 
 
(f) the fund shall be controlled or administered by a sub-committee; 
 
(g) the Association must use the school building fund solely for the acquisition, construction or 

maintenance of a building used, or to be used, as a school or college by: 
 

(i) the School; 
(ii)  the State of Queensland; 
(iii)  a public authority; or 
(iv)  a society or association which is carried on otherwise than for the purpose of profit or 

gain to the individual members of the society or association. 
 
(h) the Association may use the money in a fund to pay for the reasonable costs of managing the 

fund. Examples of the cost include bank fees and charges, stationery costs and accounting and 
audit fees relating expressly to the gift fund; 

 
(i) the Association must not distribute directly or indirectly any portion of a fund to its members; 
 
(j) if the Association issues a receipt for a gift to a fund the Association must ensure that the receipt 

states: 
 

(i)  the name of the fund; 
 (ii)  the Australian Business Number of the Association; 
 (iii)  the fact that the receipt is for a gift, 
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 (iv)   the amount of gifts of money; 
 (v)  a description of any gifts of property; and 
 (vi)   the date of the gift. 

 
(k) At the first occurrence of: 
 

(i)  the winding up of a fund; 
(ii)  the revocation of the Association’s endorsement as a deductible gift recipient for a fund 

under Subdivision 30-BA of the Income Tax Assessment Act 1997 (Cth); or 
(iii)  the dissolution of the Association; 

any surplus assets of the fund must be transferred to: 
 

(iv) with the prior approval of the Minister – a fund of another parents and citizens 
association; 

(v)  with the prior approval of the Minister – a fund, authority or institution: 
to which tax deductible gifts can be made under Subdivision 30-B of the Income Tax 
Assessment Act 1997 (Cth), despite anything to the contrary in this Constitution. 

 
(l) the Australian Taxation Office shall be notified of any changes made to the Association’s 

constitution that affect the Building Fund’s rules or dissolution or winding up provisions. 

 
6. MEMBERSHIP 
 
Eligibility 

(a) Parents of students attending the School and any other persons ages 18 years or over, who are 
interested in the welfare of the School, are eligible to be members of the Association. 

 
(b) The Principal of the School is a member of the Association. 
 
(c) Members of the staff of the School are eligible to be members of the Association. 
 
(d) Members may be granted life membership of the Association. 

 
Application 
(a) Membership of the Association is annual and subject to the completion of the Association’s 

registration form. See schedule 2 of this Constitution for an example Membership registration 
Form and Life Membership Registration Form 

 
(b) Membership of the Association lapses at the Annual General Meeting of the Association and is 

renewable each year by completion of the Association’s registration form. 
 
(c) Persons applying for membership at the Annual General Meeting need not be present to have 

their application considered. 
 
(d) Persons applying for membership at a General Meeting must be present at the meeting of the 

Association at which their application is considered. 

 
Register 
(a) A Register of Members will be maintained, containing: 
 

(i)  the member’s name and address; 
(ii)  the date on which membership commenced; 
(iii)  the date on which membership ceased; 
(iv)  a statement that the member is either: 

• a parent of a student attending the School; or 
• if the member is not a parent, 18 years of age or over; 

(v)  details of life members including the date life membership was bestowed and the 
reasons. 

 
(b) The Register of Members will be available at each meeting of the Association for the purpose of: 

(i) confirmation of membership and  
(ii) recording of new members (Annual General Meeting/General Meeting). 

 
Membership Fees 

Members of the Association are not required to pay a membership fee. 
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Resignation 
A member may resign from the Association at any time by giving notice in writing to the Secretary of the 
Association. 

 
Removal of Member 
(a) A member may be removed form the Association on each of the following grounds: 

(i)  the member is convicted of an indictable offence; 
(ii)  the member, without reasonable excuse, contravenes the Education (General 

Provisions) Act 1989 or the Association’s Constitution; 
(iii)  the member, engages in conduct that is injurious or prejudicial to-  

• promoting of the interest of the School; or 
• facilitating the development and further improvement of the School; or 
• the good order and management of the School.  

 
(b) If the Association considers a ground exists to remove a member, the Association must give the 

member written notice that –  
(i)  states that the Association considers a ground exists to remove the member; and 
(ii)  states the ground for the removal; and 
(iii)  outlines the facts and circumstances forming the basis for the ground; and 
iv)  invites the member to show, within at least fourteen (14) days, why the member should 

not be removed. 

 
(c) The Association must consider all written representations made within the stated time. 

 
(d) Voting on this issue will be by secret ballot and determined by a majority of votes of the members 

present. 

 
(e) The Secretary must inform the member of the Association’s decision to remove the member by 

written notice. 

 
(f) The written notice must be given to the removed member within fourteen (14) days after the 

Association makes its decision and must state: 
(i) the reasons for the decision; and 
(ii) the date on which the Association’s decision to remove the member takes effect; and 
(iii) that the person can make a submission to the Minister; and 
(iv) the Minister’s name and address; and 
(v) the way in which the submission may be made. 

 
(g) The decision takes effect on the day the notice is given to the removed member, or on the day of 

effect stated in the notice, whichever is later. 

 
(h) If the ground for the removal of a member is that the member is convicted of an indictable 

offence, removal does not take effect until –  
(iv) the end of the time to appeal against the conviction; and 
(v) if an appeal is made against the conviction, the appeal is finally decided; and the 

removal has no effect if the conviction is quashed on appeal. 

 
Submissions Against Removal of Member 
(a) A removed member can make a submission against their removal as a member to the Minister. 

 
(b) If a removed member makes a submission to the Minister, the submission must –  

(i) be given to the Minister within fourteen (14) days of the notice of removal being given to 
the removed member, or a later time if the Minister allows a later time for the giving of 
the submission; and 

(ii) be in writing; and 
(iii) include an address in Australia to which notices for the removed member may be sent; 

and 
(iv) state the grounds for the submission and the facts relied on; and 
(v) include a copy of the notice of removal from the Association. 

 
(c) A person who has been given notice of their removal as a member and resigns from the 

Association may not make a submission to the Minister. 
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7. VOTING 

 
(a) The Association will exercise a power or perform a duty by majority vote of the members present 

at a duly constituted meeting of the Association. 
 
(b) Life members and those members whose names appear in the current Register of Members are 

entitled to vote at any duly constituted meeting of the Association. 
 
(c) The President of the Association or the person presiding at any meeting of the Association has a 

deliberative vote and, in the event of an equality of votes, a casting vote. 

 
Financial Interest 

(a) A member who has direct or indirect financial interest in an issue considered by the Association, 
executive committee or subcommittee, which could conflict with the proper performance of the 
member’s duties, must disclose the nature of the interest to the meeting as soon as practicable 
after the relevant facts come to the member’s knowledge. 

 
(b) Unless the Association, executive committee, or subcommittee directs, the interested member 

must not  be present when the issue is considered, or take part in a decision about the issue. 
 
(c) The interested member must not be present when the Association, executive committee or 

subcommittee considers whether or not the member is to be present when the nature of the 
interest is considered. 

 
(d) If there is another member who has a direct or indirect financial interest in the issue, the other 

member must not be present when the Association, executive committee or subcommittee is 
considering whether or not the first member is to be present when the issue is considered. 

 
(e) If a member is not present at a meeting of the Association, executive committee, or subcommittee 

for considering an issue, or for deciding whether or not a member who has an interest can 
properly perform his/her duties, the remaining members are a quorum for the meeting. 

 
8. OFFICERS 

 
Members of the Association will elect at each Annual General Meeting of the Association: a President; at 
least one Vice-President; a Secretary; a Treasurer; and such additional officers as may be determined by 
the Association. 
 
(a) The officers of the Association hold office in an honorary capacity. 
 
(b) The office of Treasurer may not be held by either the President or the Secretary. 
 
(c) The Principal of the School may not hold a position as an officer. 
 
(d) All Officers’ positions become vacant at the Annual General Meeting. 
 
(e) Former officers are eligible for re-election. 
 
(f) The Secretary of the Association will, after each Annual General Meeting, notify the Director 

General of Education of the names and addresses of the officers elected. 
 
(g) No employee of the Association is eligible to hold office. 
 
(h) Only one member of any family may hold a position at any one time. 

 
Election 
The election of officers of the Association will be conducted in the following manner: 
 
(a) any two members of the Association may, as proposer and seconder, nominate any other 

member to serve as an officer; 
 
(b) Nominations may be taken from members present at the Annual General Meeting; 
 
 
(c) if a nominee is unable to be present at the Annual General Meeting, a nomination in writing and 

signed by the proposer, the seconder, and the nominee may be lodged with the Secretary of the 
Association prior to the Annual General Meeting; 
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(d) officers will be elected to office by majority vote of the members present; 
 
(e) a position which is not filled at the Annual General meeting may be filled by election from 

nominees at the next General Meeting of the Association. The person elected will hold office until 
the next Annual General Meeting of the Association; 

 
(f) a former officer, or other member of the Association, may be elected to act as an officer until such 

time as a vacancy is filled. 

 
Vacancies 
(a) The office of an officer becomes vacant if the officer – 

(i) dies; or 
(ii) resigns by signed notice. The President gives the signed notice to a Vice-President, 

Secretary or Treasurer. Other officers give the signed notice to the President; 
(iii) Is absent from three (3) consecutive meetings of the Association, of which the member 

has been given notice, without the Association’s leave and without reasonable excuse. 
 
(b) The Association may fill any vacant office at a General Meeting of the Association, that person 

will hold office until the Annual General Meeting. 

 
Removal of Officer 
(a) An officer may be removed from the Association as a member or officer on each of the following 

grounds: 
(i) the officer is convicted of an indictable offence; 
(ii) the officer, without reasonable excuse, contravenes the Education (General Provisions) 

Act 1989 or the Association’s Constitution: 
(iii) the officer, without reasonable excuse, fails to perform the duties of office in a competent 

manner; 
(iv) the officer, engages in conduct that is injurious or prejudicial to – 

• promoting of the interests of the School; 
• facilitating the development and further improvement of the School; or 
• the good order and management of the School. 

 
(b) If the Association considers a ground exists to remove an officer, the Association must give the 

officer written notice that –  
(i) states that the Association considers a ground exists to remove the officer; and 
(ii) states the ground for the removal; and 
(iii) outlines the facts and circumstances forming the basis for the ground; and 
(iv) invites the officer to show, within at least fourteen (14) days, why the officer should not 

be removed. 

 
(c) The Association must consider all written representations made within the stated time. 
 
(d) Voting on this issue will be by secret ballot and determined by a majority of votes of the members 

present. 
 
(e) The Secretary must inform the officer of the Association’s decision to remove the officer by written 

notice. 
 
(f) The written notice must be given to the officer within fourteen (14) days after the Association 

makes its decision and must state: 
(i) the reasons for the decision; and 
(ii) the date on which the Association’s decision to remove the officer takes effect; and 
(iii) that the removed officer can make a submission to the Minister; and 
(iv) the Minister’s name and address; and 
(v) the way in which the submission may be made. 

 
(g) The decision takes effect on the day the notice is given to the removed officer, or on the day of 

effect stated in the notice, whichever is later. 
 
(h) if the ground for the removal of an officer is that the officer is convicted of an indictable offence, 

removal does not take effect until –  
(i) the end of the time to appeal against the conviction and 
(ii) if an appeal is made against the conviction, the appeal is finally decided; and the 

removal has no effect if the conviction is quashed on appeal. 

 



 

 
7 

Submissions Against Removal of Officer 
(a) A removed member can make a submission against their removal as an officer to the Minister, 

 
(b) If a removed officer makes a submission to the Minister, the submission must –  

(i) be given to the Minister within fourteen (14) days of the notice of removal being given to 
the removed officer, or a later time if the Minister allows a later time for the giving of the 
submission; and 

(ii) be in writing; and 
(iii) include an address in Australia to which notices for the person may be sent; and 
(iv) state the grounds for submission and the facts relied on; and 
(v) include a copy of the notice of removal from the Association. 

 
(c) A person who has been given notice of their removal as an officer and resigns from the 

Association may not make a submission to the Minister. 

 
Authority of executive committee in matters of urgency 
(a) The executive committee of the Association comprises the President, Vice-President (or Vice-

Presidents), Secretary and Treasurer. 

 
(b) The executive committee may exercise a power or perform a duty on behalf of the Association in 

matters of urgency only, providing a majority of the members of the executive committee agrees 
to do so. 

 
(c) In order to exercise a power or perform a duty on behalf of the Association in matters of urgency, 

every effort must be made to consult with all officers of the executive committee, and a majority of 
the officers must agree to act. 
 

(d) When voting on matters of urgency, all officers of the executive committee have an equal vote. 
 

(e) Full particulars of actions taken by the executive committee in matters of urgency will be tabled as 
soon as practicable at the next General Meeting of the Association, or at a Special Meeting called 
for that purpose. 
 

9. SUB-COMMITTEES 
 
(a) The Association may establish sub-comittees for specific purposes, consistent with the objectives and 

functions of the Association. 
 

(b) Sub-committees will operate under the general supervision of, and will be subject to conditions 
imposed by, the Association, which may include ratification of specific decisions. 
 

(c) Only members of the Association are eligible to be members of a sub-committee and will be appointed 
by the Association. 

 
(d) Members of the sub-committee may recommend the appointment of a Chairperson, Secretary and, if 

funds are to be raised or expended, a Treasurer. Any recommendation made by the sub-committee is 
subject to the approval of the Association. 

 
(e) Officers of the Association are eligible to hold positions on sub-committees. 

 
(f) The position of Treasurer of the sub-committee may not be held by either the Chairperson or the 

Secretary of the sub-committee. 

 
(g) If a sub-committee is authorised by the Association to raise and expend funds, the Treasurer of 

the sub-committee must- 
(i) take charge of amounts received by the sub-committee; and 
(ii) keep a proper record of receipts and expenditure of the sub-committee; and 
(iii) ensure amounts received by the sub-committee are deposited promptly in an account 

with a financial institution in the name of the sub-committee, or in another account, as 
directed by the Association. 

 
(h) The position of Chairperson, Secretary or Treasurer of a sub-committee may not be held by an 

employee of the Association. 

 
(i) If a sub-committee has been authorised by the Association to raise or expend funds, the 

Association will determine the operating funds of the sub-committee. 
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(j) If a sub-committee is authorised to operate a bank account in its own name, the account will be 
held at the same bank as the Association. The account will be operated by any two of the 
Chairperson, Secretary and Treasurer of the sub-committee. 

 
(k) All income of the sub-committee in excess of its approved operating funds will be transferred to 

the Association as and when the Association determines. Funds raised by the sub-committee for 
a particular purpose approved by the Association will be used by the Association for that purpose. 

 
(l) Each sub-committee of the Association will report progress in writing to every General Meeting of 

the Association, or as determined by the association. If the sub-committee is authorised by the 
Association to raise or expend funds, then the Treasurer of the sub-committee will present a 
written financial statement with the progress report. The financial statement is subject to audit. 

 
(m) Timing of meetings of the sub-committee will be determined by a majority of its members , in 

accordance with its purpose and are subject to any directives by the Association. 
 
(n) Matters arising at meetings of a sub-committee may be resolved by a majority of votes of 

members present. The Chairperson of the sub-committee, or the person presiding at the meeting, 
has a deliberative vote and in the event of an equality of votes, a casting vote. 

 
(o) At any meeting of a sub-committee a majority of members constitutes a quorum. 
 
(p) If a quorum is not present, the meeting will adjourn to a date determined by its members. 
 
(q) The tenure of sub-committees is at the discretion of the Association. 
 
10. MEETINGS  

 
(a) The Secretary, or nominee, will record all proceedings of any meeting of the Association by way 

of full and accurate minutes. The Chairperson of that meeting, or the Chairperson of the next 
meeting, will sign the minutes of the meeting verifying accuracy. 

 
(b) The President of the Association will be Chairperson for each meeting of the Association, or in 

the absence of the President, a Vice-President will be Chairperson. In the absence of the 
President and Vice-President, a member elected by those present at the meeting will be 
Chairperson for that meeting. 

 
General Meetings 
(a) General Meetings of the Association will be held usually once each month on a day as 

determined  by resolution of the Association. 
 
(b) If it is decided by the officers of the Association that the General Meeting of the Association will 

be held on a different day to that decided by the resolution of the Association under a) above, 
then the Secretary will give not less than seven (7) days notice of the meeting to all members in a 
manner determined by the officers. 

 
(c) The quorum for a General Meeting of the Association is five (5) members. 
 
(d) No business of the Association will be transacted at any General Meeting unless a quorum of 

members is present. 
 
(e) If a quorum is not present the meeting will be cancelled, in which case the officers may determine 

a date for the meeting and the Secretary will give not less than seven (7) days notice of the 
meeting date. 

 
(f) Where a quorum lapses during a meeting, then the meeting will terminate. All unfinished business 

will be placed on the agenda for the next General Meeting. Any matters of urgency may be 
considered by the executive committee. 

 
(g) All matters considered to be business of the General Meeting can be placed on the agenda by 

notifying the Secretary prior to the meeting. 
 
(h) The order of Business at a general meeting of the Association is: 

(i) apologies; 
(ii) confirmation of the minutes of the previous meeting; 
(iii) business arising from the minutes; 
(iv) correspondence – inward and outward; 
(v) business arising from the correspondence; 



 

 
9 

(vi) confirmation of officers’ decisions (if any); 
(vii) Association Treasurer’s report and financial statement, and any business arising from 

Treasurer’s report; 
(viii)  sub-committee reports and financial statements, and any business arising from sub-

committee reports; 
(ix) Other reports; 
(x) motions on notice; 
(xi) general business; 
(xii) applications for membership and recording of new members. 

 
Special Meetings 

(a) The Secretary of the Association will give at least seven (7) days notice of intention to convene a 
Special Meeting of the Association 

 
(b) The purpose for which the meeting is convened will be the only business of the meeting. 
 
(c) The business of the Special Meeting will not be transacted unless a quorum is present. 
 
(d) The quorum for a Special Meeting of the Association is six (6) members. 
 
(e) If a quorum is not present the meeting will be cancelled, in which case the officers may determine 

a date for the meeting and the Secretary will give not less than seven (7) days notice of the 
meeting date. 

 
(f) If a quorum lapses during the meeting, the meeting will terminate, in which case the officers may 

determine a date for the meeting and the Secretary will give not less than seven (7) days notice 
of the meeting date. 

 
(g) A Special Meeting may be convened to address: 

(i)  proposed amendments to the Association’s Constitution, prior to the Annual General 
Meeting; 

(ii) proposed removal of a member of the Association; 
(iii) proposed removal of an officer of the Association; 
(iv) proposed dissolution of the Association; 
(v) business as determined by resolution of members of the Association at a General 

Meeting of the Association 
(vi) business initiated by the officers or upon written request to the Secretary of a majority of 

Association members. 
 
Annual General Meeting 
(a) The Annual General Meeting of the Association will be held within three (3) months of the close of 

the Association’s financial year. 
 
(b) The date of the Annual General Meeting of the Association will be determined at the General 

Meeting held prior to the end of the Association’s financial year. 
 
(c) The secretary will give fourteen (14) days notice of the intention to convene the Annual General 

Meeting in a manner determined by the officers. 
 
(d) All matters considered to be the business of the Annual General Meeting can be placed on the 

agenda by notifying the Secretary prior to the meeting. 
 
(e) The quorum for the Annual General Meeting of the Association is six (6) members. 
 
(f) No business of the Annual General Meeting will be transacted unless a quorum of members is 

present. 
 
(g) If a quorum is not present the meeting will be cancelled, in which case the officers will determine 

a date for the meeting and the Secretary will give not less than fourteen (14) days notice of the 
meeting date. If at that meeting a quorum is not present, those members present will be the 
quorum. 

 
(h) Where a quorum lapses during a meeting, the meeting will be adjourned to a later date as 

determined by the officers. 
 
(i) The order of business at the Annual General Meeting is: 

(i) welcome to members and introduction of any special visitors; 
(ii) apologies; 
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(iii) confirmation of minutes at the previous Annual General Meeting; 
(iv) business arising out of the minutes; 
(v) receipt and adoption of the Association’s audited annual financial statement and 

Treasurer’s report (to include all financial sub-committee’s audited financial statements); 
(vi) receipt and adoption of the President’s Annual Report; 
(vii) ALL MEMBERSHIPS LAPSE; 
(viii) applications for membership (to include renewals); 
(ix) election of officers; 
(x) confirmation of continuing sub-committees of the Association (including appointment of 

members of sub-committees); 
(xi) appointment of the Association’s Auditor; 
(xii) general business. 

 
11. FINANCIAL YEAR 

 
The financial year of the Association is the period of twelve (12) months ending 31

st
 December of each 

year. 
 
12. FINANCE 
 

(a) The funds of the Association will be lodged in an account with the Commonwealth Bank of 
Australia (James Street, Burleigh Heads). The account may be operated by any two (2) of the 
President, Vice-President, the Secretary and the Treasurer. 

 
(b) Responsibility for the collection and disbursement of money rests with the President, Secretary 

and Treasurer. 
 
(c) All moneys raised by and on behalf of the Association will be handed to the Treasurer of the 

Association, to be lodged in the name of the Association. The Treasurer shall keep a proper 
account of receipts and expenditure. 

 
(d) Money raised for a particular purpose shall be used for that purpose. 
 
(e) All moneys received by the Association will be used: 

(i) firstly, for defraying expenditure lawfully incurred by the Association; and 
(ii) secondly, towards the objects and functions of the Association. 

 
(f) The cheque account of the Association will be operated by signature of any two (2) officers of the 

Association. 
 
(g) Except for payment of wages, allowances, or petty cash, cheques will be crossed ‘Not Negotiable’ 

and marked ‘Account Payee Only’. 
 
Expenditure 

(a) No expenditure, except as a matter of urgency as approved by a majority of the executive 
committee, may be incurred without prior approval of the Association. 

 
(b) All accounts must be submitted for approval of payment at a General Meeting or Special Meeting 

of the Association. 
 
(c) The Secretary or Treasurer may be provided with a petty cash fund. 
 
(d) The petty cash fund of the Association will be $200.00. The Secretary or Treasurer will maintain a 

record of expenditure from the petty cash fund, with receipts. The Secretary or Treasurer will 
submit a report of expenditure to the General Meeting of the Association. 

 
(e) All payments, other than from the petty cash fund, will be made by cheque. 
 
(f) All moneys received will be receipted and banked as soon as possible. 
 
(g) Proper books and accounts will be kept and maintained, showing correctly the financial affairs of 

the Association. 
 
Investments 

The Association may invest funds in the name of the Association, with any financial institution approved by 
the Minister. 
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13. AUDIT 
Appointment of Auditor 

 

(a) An Auditor for the Association will be appointed at the Annual General Meeting, or where this is 
not practicable, at a General Meeting or a Special Meeting convened for that purpose. 

 
(b) The Director-General of Education is to be notified of the Auditor’s name, address and 

qualifications within twenty-eight (28) days of the Auditor’s appointment. 
 
(c) The appointed Auditor may not be a member of the Association, without the prior approval of the 

Director-General of Education. 
 
(d) The appointed Auditor will be either: 

(i) an accountant in public practice; or 
(ii) a qualified accountant; or 
(iii) a person with the necessary commercial skills and experience to examine the books and 

accounts of the Association. 
 
(e) Where an Auditor is appointed other than on an honorary basis, the Auditor’s fees will be 

determined prior to appointment. 
 
Annual Audit  
(a) As soon as possible after the end of the financial year, but prior to the Annual General Meeting, 

the Treasurer will submit to the Association’s Auditor all records of the Association and its sub-
committees, which include: 
(i) minutes of meetings; 
(ii) records of income; 
(iii) records of expenditure; 
(iv) records of assets and liabilities; 
(v) such other records, as the Auditor considers necessary. 

 
(b) The audited financial statement will be presented for adoption at the Annual General Meeting of 

the Association 
 
(c) The Secretary will forward a copy of the audited financial statement, adopted at the Annual 

General Meeting, to the Director-General of Education. 
 
14. HANDING OVER OF ACCOUNTS 
 

(a) The Treasurer of the Association, or of a sub-committee, will hand to the successor in office all 
records and accounts of the Association, or sub-committee, as soon as that successor has been 
appointed. 

 
(b) If a Treasurer of the Association, or of a sub-committee, resigns during the term of office, the 

Association should arrange for an audit of the records and accounts of the Association or sub-
committee to be carried out before handing these to the new Treasurer. 

 
(c) If a Secretary of the Association or sub-committee resigns during the term of office, the 

Association should arrange for the Treasurer to inspect the petty cash fund account before 
handing that account to the new Secretary. 

 
(d) The accounts will be handed over following audit. 
 
15. DISTRIBUTION OF INCOME AND ASSETS 
 

(a) The income and property of the Association will be applied: 
 

• firstly, to defray expenditure lawfully incurred by the Association; and 
• secondly, towards the objectives and functions of the Association. 

 
(b) No portion of the Association’s funds will be distributed, paid, or transferred directly or indirectly to 

members of the Association. 
 
16. RECORDS 
 

The Association will provide for the safekeeping of all records of the operations and business of the 
Association for a minimum period of seven (7) years. 
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17. DISSOLUTION 

 
(a) The Association will be dissolved if: 

(i) the School has closed; or 
(ii) the number of members is two or less; or 
(iii) if seventy-five percent of the members present at a Special Meeting, convened to 

consider the question, resolve to dissolve the Association. 
 
(b) Upon  dissolution of the Association, all funds and property under the general control of the 

Association will be handed to the Principal’s supervisor to be dealt with as directed by the 
Minister. 

 
18. AMENDMENT OF CONSTITUTION 
 

(a) Members may resolve to amend this Constitution at an Annual General Meeting or Special 
Meeting of the Association. 

 
(b) The Secretary will forward a copy of the amended Constitution to the Director-General or 

nominee of the Director-General for approval. 
 
(c) The amendment is effective from the date of approval by the Director-General or nominee of the 

Director-General. 
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 m

a
k

e
 a

 m
a

rk
, 

fo
r 

e
xa

m
p

le
 a

 c
ro

s
s

 ‘
x’

, 
in

 t
h

e
 s

p
a

c
e

 p
ro

vi
d

e
d

 b
e

s
id

e
 t

h
e

 n
a

m
e

 o
f 

e
a

c
h

 
c

a
n

d
id

a
te

 t
h

e
y 

d
e

s
ir

e
. 

E
a

c
h

 v
o

te
r 

c
a

n
 m

a
rk

 c
a

n
d

id
a

te
s

’ 
n

a
m

e
s

 i
n

 t
h

is
 w

a
y 

w
it

h
 t

h
e

 t
o

ta
l 

n
u

m
b

e
r 

o
f 

m
a

rk
e

d
 n

a
m

e
s

 e
q

u
a

l 
to

 t
h

e
 n

u
m

b
e

r 
o

f 
p

o
s

it
io

n
s

 a
va

ila
b

le
. 

F
o

r 
e

xa
m

p
le

, 
if

 t
h

re
e

 (
3

) 
p

o
s

it
io

n
s

 a
re

 a
v

a
ila

b
le

, 
th

e
n

 a
 v

o
te

r 
s

h
o

u
ld

 m
a

rk
 t

h
re

e
 (

3
) 

c
a

n
d

id
a

te
s

’ 
n

a
m

e
s

 o
n

 t
h

e
 



  
1
5
 

b
a

llo
t 

p
a

p
e

r.
 F

e
w

e
r 

o
r 

m
o

re
 t

h
a

n
 t

h
re

e
 (

3
) 

m
a

rk
s

 w
o

u
ld

 m
a

k
e

 t
h

e
 b

a
llo

t 
in

va
lid

. 
S

im
ila

rl
y,

 i
f 

vo
ti

n
g

 b
y 

a
 s

h
o

w
 o

f 
h

a
n

d
s

, 
e

a
c

h
 v

o
te

r 
w

o
u

ld
 

b
e

 r
e

q
u

ir
e

d
 t

o
 r

a
is

e
 h

is
 o

r 
h

e
r 

h
a

n
d

 t
h

re
e

 t
im

e
s

 a
n

d
 o

n
ly

 t
h

re
e

 t
im

e
s

 t
o

 i
n

d
ic

a
te

 s
u

p
p

o
rt

 f
o

r 
d

e
s

ir
e

d
 c

a
n

d
id

a
te

s
. 

 1
6

. 
T

h
e

 r
e

tu
rn

in
g

 o
ff

ic
e

r 
c

a
n

 a
p

p
o

in
t 

a
s

s
is

ta
n

ts
, 

w
h

o
 a

re
 n

o
t 

c
a

n
d

id
a

te
s

 n
o

r 
s

c
ru

ti
n

e
e

rs
, 

to
 h

e
lp

 w
it

h
 t

h
e

 c
o

u
n

ti
n

g
 o

f 
vo

te
s

. 
If

 v
o

ti
n

g
 b

y 
s

e
c

re
t 

b
a

llo
t,

 t
h

e
 b

a
llo

t 
b

o
x 

is
 t

o
 b

e
 o

p
e

n
e

d
 a

ft
e

r 
th

e
 p

e
ri

o
d

 f
o

r 
vo

ti
n

g
 h

a
s

 f
in

is
h

e
d

 a
n

d
 t

h
e

 b
a

llo
t 

p
a

p
e

rs
 a

re
 t

o
 b

e
 e

x
a

m
in

e
d

 a
n

d
 

c
o

u
n

te
d

. 
S

c
ru

ti
n

e
e

rs
 m

a
y 

b
e

 p
re

s
e

n
t 

a
t 

th
e

 t
im

e
, 

b
u

t 
n

o
t 

c
a

n
d

id
a

te
s

, 
a

n
d

 s
c

ru
ti

n
e

e
rs

 c
a

n
 r

e
q

u
e

s
t 

to
 s

e
e

, 
b

u
t 

s
h

o
u

ld
 n

o
t 

to
u

c
h

 o
r 

h
a

n
d

le
 

b
a

llo
ts

 p
a

p
e

rs
 i

n
 a

n
y 

w
a

y.
 S

c
ru

ti
n

e
e

rs
 c

a
n

 a
ls

o
 a

s
k

 t
h

e
 r

e
tu

rn
in

g
 o

ff
ic

e
r 

w
h

e
th

e
r 

a
 p

a
rt

ic
u

la
r 

v
o

te
 i

s
 a

 v
a

lid
 v

o
te

. 
 1

7
. 

T
h

e
 c

a
n

d
id

a
te

(s
) 

w
it

h
 m

o
re

 v
o

te
s

 t
h

a
n

 t
h

e
 o

th
e

r 
is

 (
a

re
) 

to
 b

e
 d

e
c

la
re

d
 t

o
 h

a
v

e
 w

o
n

 t
h

e
 e

le
c

ti
o

n
. 

In
 t

h
e

 e
ve

n
t 

o
f 

ti
e

d
 v

o
te

s
, 

th
e

 r
e

tu
rn

in
g

 
o

ff
ic

e
r 

w
ill

 s
e

le
c

t 
th

e
 a

p
p

ro
p

ri
a

te
 n

u
m

b
e

r 
o

f 
w

in
n

in
g

 c
a

n
d

id
a

te
s

 b
y 

lo
t 

fr
o

m
 t

h
o

s
e

 w
h

o
 t

ie
d

 f
o

r 
vo

te
s

. 
 1

8
. 

D
o

c
u

m
e

n
ts

 u
s

e
d

 f
o

r 
th

e
 e

le
c

ti
o

n
, 

in
c

lu
d

in
g

 b
a

llo
t 

p
a

p
e

rs
, 

ta
lly

 s
h

e
e

ts
 a

n
d

 v
a

lid
 v

o
te

s
 m

u
s

t 
b

e
 s

to
re

d
 f

o
r 

a
 p

e
ri

o
d

 o
f 

fi
ve

 (
5

) 
ye

a
rs

 o
r 

th
e

 
tim

e
 s

p
e

c
if

ie
d

 i
n

 t
h

e
 L

ib
ra

ri
e
s
 a

n
d
 A

rc
h
iv

e
s
 A

c
t 

1
9
9
8
. 

 1
9

. 
T

h
e

 r
e

tu
rn

in
g

 o
ff

ic
e

r 
d

e
c

la
re

s
 t

h
e

 r
e

s
u

lt
 o

f 
th

e
 e

le
c

ti
o

n
 b

y 
n

o
ti

fy
in

g
 t

h
e

 S
e

c
re

ta
ry

 o
f 

th
e

 P
a

re
n

ts
 a

n
d

 C
it

iz
e

n
s

 A
s

s
o

c
ia

ti
o

n
 w

it
h

 a
 s

ig
n

e
d

 
a

n
d

 d
a

te
d

 s
ta

te
m

e
n

t.
 T

h
e

 s
ta

te
m

e
n

t 
m

u
st

 i
n

d
ic

a
te

 t
h

e
 n

u
m

b
e

r 
o

f 
vo

te
s

, 
in

 f
ig

u
re

s
 a

n
d

 w
o

rd
s

, 
th

a
t 

e
a

c
h

 c
a

n
d

id
a

te
 r

e
c

e
iv

e
d

 a
n

d
 s

p
e

c
if

y 
w

h
ic

h
 c

a
n

d
id

a
te

s
 h

a
v

e
 b

e
e

n
 e

le
c

te
d

. 
T

h
e

 s
ta

te
m

e
n

t 
m

a
y 

b
e

 c
o

u
n

te
rs

ig
n

e
d

 b
y 

s
c

ru
ti

n
e

e
rs

, 
if

 p
re

s
e

n
t.

 S
im

ila
rl

y 
th

e
 P

re
s

id
e

n
t 

o
f 

th
e

 
P

a
re

n
ts

 a
n

d
 C

it
iz

e
n

s
 A

s
s

o
c

ia
ti

o
n

 m
u

s
t 

in
fo

rm
 t

h
e

 s
c

h
o

o
l 

c
o

u
n

c
il 

o
f 

th
e

 e
le

c
te

d
 p

a
re

n
t 

re
p

re
s

e
n

ta
ti

ve
s

. 
 S
p
e
c
ia
l 
P
ro
v
is
io
n
s
 

(a
) 

If
 t

h
e

 e
le

c
ti

o
n

 h
a

s
 t

o
 b

e
 p

o
s

tp
o

n
e

d
 d

u
e

 t
o

 u
n

fo
re

s
e

e
n

 c
ir

c
u

m
st

a
n

c
e

s
, 

fo
r 

e
xa

m
p

le
 f

lo
o

d
 o

r 
b

u
s

h
 f

ir
e

s
, 

th
e

n
 a

n
y 

s
te

p
s

 t
a

k
e

n
 t

o
 c

o
n

d
u

c
t 

th
e

 e
le

c
ti

o
n

 u
p

 t
o

 t
h

e
 p

o
s

tp
o

n
e

m
e

n
t 

a
re

 s
ti

ll 
va

lid
. 

 (b
) 

In
 s

o
m

e
 c

a
s

e
s

 t
h

e
 o

n
ly

 w
a

y 
th

a
t 

a
 b

a
llo

t 
c

a
n

 b
e

 c
o

n
d

u
c

te
d

 i
s

 v
ia

 p
o

s
ta

l 
vo

te
, 

fo
r 

e
xa

m
p

le
, 

a
t 

s
ch

o
o

ls
 o

f 
d

is
ta

n
c

e
 e

d
u

c
a

ti
o

n
. 

P
o

s
ta

l 
vo

ti
n

g
 m

ig
h

t 
re

q
u

ir
e

 l
o

n
g

e
r 

p
e

ri
o

d
s

 o
f 

tim
e

 f
o

r 
vo

te
rs

 t
o

 m
a

k
e

 t
h

e
ir

 v
o

te
. 

T
h

is
 s

h
o

u
ld

 n
o

t 
in

v
a

lid
a

te
 t

h
e

 r
e

s
u

lt
. 

T
h

e
 r

e
tu

rn
in

g
 o

ff
ic

e
r 

s
h

o
u

ld
 s

ta
te

 t
h

e
 f

in
a

l 
d

a
te

 f
o

r 
a

c
c

e
p

ta
n

c
e

 o
f 

p
o

s
ta

l 
vo

te
s

 i
n

 t
h

e
 p

u
b

lic
 n

o
ti

c
e

 o
f 

th
e

 e
le

c
ti

o
n

, 
if

 t
h

is
 i

s
 t

h
e

 m
e

th
o

d
 t

o
 b

e
 u

s
e

d
. 

 (c
) 

If
 t

h
e

 e
le

c
ti

o
n

 i
s

 h
e

ld
 a

t 
a

 m
e

e
ti

n
g

, 
th

e
 d

u
ra

ti
o

n
 o

f 
th

e
 m

e
e

ti
n

g
 c

a
n

 b
e

 e
xt

e
n

d
e

d
 t

o
 s

e
v

e
ra

l 
d

a
ys

 w
it

h
 p

e
ri

o
d

s
 o

f 
a

d
jo

u
rn

m
e

n
t,

 a
s

 s
ta

te
d

 
in

 t
h

e
 p

u
b

lic
 n

o
ti

c
e

, 
to

 e
n

a
b

le
 a

s
 m

a
n

y 
e

lig
ib

le
 v

o
te

rs
 a

s
 p

o
s

s
ib

le
, 

to
 v

o
te

. 
 (d

) 
A

 p
e

rs
o

n
 e

lig
ib

le
 t

o
 v

o
te

, 
o

r 
e

lig
ib

le
 t

o
 b

e
 a

 c
a

n
d

id
a

te
, 

in
 t

h
e

 e
le

c
ti

o
n

 m
a

y 
m

a
k

e
 a

 s
u

b
m

is
s

io
n

 t
o

 t
h

e
 M

in
is

te
r 

c
o

n
te

s
ti

n
g

 t
h

e
 r

e
s

u
lt

 o
f 

th
e

 
e

le
c

ti
o

n
 o

n
 t

h
e

 f
o

llo
w

in
g

 g
ro

u
n

d
s

: 



  
1
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•

 
th

e
 e

le
c

ti
o

n
 w

a
s

 n
o

t 
h

e
ld

 o
n

 t
h

e
 d

a
te

, 
tim

e
 o

r 
a

t 
th

e
 p

la
c

e
 s

ta
te

d
 i

n
 t

h
e

 p
u

b
lic

 n
o

ti
c

e
; 

•
 

n
o

m
in

a
ti

o
n

s
 w

e
re

 c
lo

s
e

d
 b

e
fo

re
 t

h
e

 t
im

e
 o

r 
d

a
te

 s
ta

te
d

 i
n

 t
h

e
 p

u
b

lic
 n

o
ti

c
e

; 
•

 
c

o
n

d
it

io
n

s
 e

s
ta

b
lis

h
e

d
 b

y 
th

e
 r

e
tu

rn
in

g
 o

ff
ic

e
r 

u
n

re
a

s
o

n
a

b
ly

 p
re

v
e

n
te

d
 a

n
 e

lig
ib

le
 p

e
rs

o
n

 f
ro

m
 n

o
m

in
a

ti
n

g
 a

s
 a

 c
a

n
d

id
a

te
; 

o
r 

•
 

c
o

n
d

it
io

n
s

 e
s

ta
b

lis
h

e
d

 b
y 

th
e

 r
e

tu
rn

in
g

 o
ff

ic
e

r 
u

n
re

a
s

o
n

a
b

ly
 p

re
v

e
n

te
d

 a
n

 e
lig

ib
le

 p
e

rs
o

n
 f

ro
m

 v
o

ti
n

g
. 

 A
n

y 
s

u
b

m
is

s
io

n
 a

g
a

in
s

t 
th

e
 e

le
c

ti
o

n
 s

h
o

u
ld

 b
e

 m
a

d
e

 i
n

 w
ri

ti
n

g
 t

o
 t

h
e

 M
in

is
te

r 
s

ta
ti

n
g

 a
ll 

n
e

c
e

s
s

a
ry

 d
e

ta
ils

. 
 

-D
e
c
la

ra
ti

o
n

 F
o

rm
 A

tt
a
c
h

e
d

- 
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D
E

C
L

A
R

A
T

IO
N

 F
O

R
M

 T
O

 B
E

 C
O

M
P

L
E

T
E

D
 B

Y
 

 

C
A

N
D

ID
A

T
E

S
 F

O
R

 E
L

E
C

T
IO

N
 T

O
 A

 S
C

H
O

O
L

 C
O

U
N

C
IL

 
 

A
N

D
 P

E
R

S
O

N
S

 C
O

N
S

E
N

T
IN

G
 T

O
 B

E
C

O
M

E
 A

P
P

O
IN

T
E

D
 M

E
M

B
E

R
S

 O
F

 A
 S

C
H

O
O

L
 C

O
U

N
C

IL
 

 
A

 p
e

rs
o

n
 i

s
 i

n
e

lig
ib

le
 t

o
 b

e
 a

n
 e

le
c

te
d

 p
a

re
n

t 
m

e
m

b
e

r,
 e

le
c

te
d

 s
ta

ff
 m

e
m

b
e

r 
o

r 
a

p
p

o
in

te
d

 m
e

m
b

e
r 

o
f 

a
 s

c
h

o
o

l 
c

o
u

n
c

il 
if

 t
h

e
 p

e
rs

o
n

 h
a

s
 b

e
e

n
 

c
o

n
v

ic
te

d
 o

f 
a

n
 i

n
d

ic
ta

b
le

 o
ff

e
n

c
e

, 
u

n
le

s
s

 t
h

e
 M

in
is

te
r 

g
iv

e
s

 a
p

p
ro

v
a

l,
 i

n
 a

c
c

o
rd

a
n

c
e

 w
it

h
 t

h
e

 E
d

u
c

a
ti

o
n

  
(G

e
n
e
ra

l 
P

ro
v
is

io
n
s
) 

A
c

t 
1

9
8

9
 f

o
r 

th
a

t 
p

e
rs

o
n

 t
o

 b
e

 e
le

c
te

d
 o

r 
a

p
p

o
in

te
d

 t
o

 t
h

e
 c

o
u

n
c

il.
 

 Y
O

U
 M

U
S

T
 C

O
M

P
L

E
T

E
 T

H
IS

 F
O

R
M

 I
F

 Y
O

U
: 

 •
 

w
is

h
 t

o
 s

ta
n

d
 a

s
 a

 c
a

n
d

id
a

te
 f

o
r 

e
le

c
ti

o
n

 a
s

 a
 p

a
re

n
t 

o
r 

s
ta

ff
 m

e
m

b
e

r 
o

f 
a

 s
c

h
o

o
l 

c
o

u
n

c
il;

 o
r 

•
 

w
is

h
 t

o
 b

e
c

o
m

e
 a

n
 a

p
p

o
in

te
d

 m
e

m
b

e
r 

o
f 

a
 s

c
h

o
o

l 
c

o
u

n
c

il.
 

 S
T

E
P

 1
. 

H
a

v
e
 y

o
u

 e
v
e
r 

b
e
e
n

 c
o

n
v
ic

te
d

, 
in

 Q
u

e
e
n

s
la

n
d

 o
r 

e
ls

e
w

h
e
re

, 
o

f 
a
n

y
 o

f 
th

e
 f

o
ll

o
w

in
g

 o
ff

e
n

c
e
s
: 

 •
 

o
ff

e
n

c
e

s
 d

e
fi

n
e

d
 i

n
 t

h
e

 C
ri

m
in

a
l 

C
o

d
e

 c
h

a
p

te
r 

2
2

 (
O

ff
e

n
c

e
s

 a
g

a
in

s
t 

M
o

ra
lit

y)
, 

c
h

a
p

te
r 

3
2

 (
A

s
s

a
u

lt
s

 o
n

 F
e

m
a

le
s

 –
 A

b
d

u
c

ti
o

n
),

 c
h

a
p

te
r 

3
3

 
(O

ff
e

n
c

e
s

 A
g

a
in

s
t 

L
ib

e
rt

y)
 o

r 
c

h
a

p
te

r 
3

4
 (

O
ff

e
n

c
e

s
 R

e
la

ti
n

g
 t

o
 M

a
rr

ia
g

e
 a

n
d

 P
a

re
n

ta
l 

R
ig

h
ts

 a
n

d
 D

u
ti

e
s

)?
 

   
  

  
  

  
  

Y
E

S
 

 
 

 
 

 N
O

 
 

(P
le

a
s
e
 t

ic
k
 t

h
e
 a

p
p

ro
p

ri
a
te

 b
o

x
) 

 •
 

o
ff

e
n

c
e

s
 d

e
fi

n
e

d
 i

n
 t

h
e
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