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PREAMBLE

The College Parents and Friends (P&F) Framework has been designed to provide a clear structure to:

« establish operating guidelines

« define the scope and responsibilities of the P&F

« support accountability, effectiveness and alignment with broader College governance and financial
practices.

GUIDING PRINCIPLES

When parents/ guardians get involved in school life and the broader community, it fosters connections
and strengthens the partnership between home and school.

The P&F is designed to bring the Beaconhills College community together and is guided by the
College values of Respect, Compassion and Integrity. These principles underpin the actions, policies
and approach of the P&F and associated groups.

In fulfilling its role, the P&F works in the best interests of the College community including students,
families, staff and the College Board; and does so in alignment with College policies, procedures and
management guidance.

PURPOSE

The purpose of the P&F is to:

- foster a sense of community, connectedness and belonging

« encourage parents and guardians to become involved in College life

« support the College in the organisation of activities that enhance student experience and
community spirit

« raise funds to benefit student and services programs and capital projects

« support volunteerism and College events

« provide constructive feedback on College related matters when invited by College leadership.

TERMS OF REFERENCE

In accordance with College policies and procedures, the P&F supports the College by:

« organising social and community-building events

« supporting fundraising for College initiatives, including Beacon of Hope campaigns

« encouraging parent volunteerism and active engagement in College life

- facilitating the establishment and activities of “Friends of” volunteer groups

« promoting inclusion and celebrating the diversity of the College community

« collaborating with the College on the ongoing development and maintenance of buildings and
facilities, in the best interests of students.

Last review: December 2025 Current as at: 16/12/2025 2.41PM Australian Eastern Daylight Time — Next review: December 2026

Policy Owner: Head of Engagement Approved by: College Board Policy area: Parents and Friends

The most current copy of this framework is found in electronic form. Printed copies may not be current. Page | 2




g/ Y . Beaconhills College
% Beaconhllls College Parents and Friends Framework

SCOPE AND ELIGIBILITY

All parents and guardians of current students (Early Years to Year 12) are eligible to be members of
the P&F. Membership automatically ceases when their child or children are no longer enrolled at the
College. All members participate on a voluntary basis.

GROUP STRUCTURE

The College will have a total of two Parents and Friends groups with one at each campus (Pakenham
and Berwick).

Each group would ideally be comprised of 10 members as outlined below.
Friends of volunteer groups would help support the P&F.

P&F members would also be eligible for appointment to the Beacon of Hope Foundation Board, if they
met the relevant criteria.

MEMBERSHIP

Members are appointed from among the parent/guardian community.
Terms are for two years and may be renewed.

Roles include:
1. Chair
a. Leads meetings effectively, ensuring they run to time and follow the agenda.
b. Facilitates constructive discussion and encourages participation from all members.
c. Acts as a conduit between the P&F and College leadership (e.g. Campus Principal, Head of
Citizenship and Service, Head of Engagement).
d. Represents the P&F at College functions and community events.
e. Ensures P&F activities align with the College’s vision, mission and values.

2. Deputy Chair
a. Assists the Chair with leading meetings and P&F activities.
Stands in for the Chair at meetings or events when needed.
Helps coordinates event planning, fundraising, and community activities.
Encourages patrticipation and teamwork among members.
Supports good communication between the P&F, parents/guardians, and the College.
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3. Secretary
a. Prepares and shares meeting agendas (with the Chair) and records meeting minutes.
b. Distributes information to members and keeps accurate records of decisions.
c. Handles incoming and outgoing correspondence for the P&F.
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d. Helps ensure the P&F follows its framework, policies, and agreed processes.
e. Maintains a record of membership and attendance.

4. Treasurer
a. Keeps clear, accurate financial records.
Provides regular financial reports to the P&F and the College.
Works with the Chair and P&F members to plan budgets for events and projects.
Helps ensure fundraising activities meet legal and policy requirements.
Ensures all activities follow fundraising and purchasing and procurement policies.
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5. General Members (ideally up to six, with defined event roles as required)
a. Attend and contribute to P&F meetings.
Share ideas for events, fundraising and community engagement initiatives.
Help organise and run events throughout the year.
Promote P&F events and encourage others to get involved.
Support the Chair, Deputy Chair, Secretary, and Treasurer when needed.
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Note: Staff will not hold P&F roles. College staff attend in a supportive, liaison capacity to advise and
connect with relevant departments and sections.

MEMBERSHIP AND APPOINTMENT PROCESS

At the beginning of each year, the College invites parents/guardians to express their interest in joining
the P&F. This invitation is shared through College communication channels, including newsletters,
email, the parent portal and College website.

- Parents/guardians may nominate themselves for a role by submitting an Expression of Interest (EOI).

« Existing committee members are welcome to renominate.

« The Executive Principal (or their delegate) reviews all nominations to ensure alignment with the
College’s values, policies, and any necessary compliance requirements (e.g. Working with Children
Check).

« In contested roles, the Executive Principal (or their delegate) will decide the appointment, ensuring
alignment with the College’s needs, and strategic priorities.

The P&F welcomes all parents/guardians, values diversity, and encourages participation from the whole
College community. The appointment process is designed to be friendly, transparent, and supportive of
those stepping into volunteer roles for the first time.

CESSATION OF MEMBERSHIP

Members who wish to resign are encouraged to notify the Secretary in writing.
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REGISTER OF MEMBERS

The Secretary shall keep, and maintain, the Register of P&F Members containing:
« Name and email address
« The date on which each member’s details were entered in the Register.

MEETINGS

General Meetings are held once a year interm 1.

Providing proposed date, time and location of the General Meeting to the College at least four weeks
in advance assists in College planning.

The purpose of the General Meeting is to:
« confirm prior minutes

« receive Chair and Treasurer reports

« announce P&F committee members.

P&F meetings should be held once per term. Notice and agenda to be circulated at least one week in
advance.

College facilities will be made available for meetings; hybrid meetings are encouraged to support
participation.

RECORD-KEEPING

Secretary maintains records and takes minutes with a focus on action items and accountability.

FINANCIAL MANAGEMENT

All finances are managed by the College finance department. No external accounts may be held.

The Treasurer must liaise with the College to ensure all activities follow fundraising, and purchasing and
procurement policies. The Treasurer provides annual financial reports and updates as required.

INSURANCE

The College’s insurance covers authorised P&F activities and registered volunteers.

The Chair must liaise with the College to ensure appropriate cover is in place for all proposed events.
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BEHAVIOURAL EXPECTATIONS

All members agree to uphold the College’s Parent Code of Conduct.
Additionally, all members should be:

« respectful and inclusive

« actinthe interests of the College
« maintain confidentiality if needed
« avoid conflicts of interest.

The Executive Principal may impose consequences for breaches of the Parent Code of Conduct which
could include:

« removal from the committee

- refusing entry to College grounds or a co-curricular event/activity

- directing a parent/guardian to communicate with staff only through a nominated representative

« involving other authorities, where appropriate

« requesting mediation with relevant parties

« in extreme cases, terminating the enrolment agreement of the child of the parent/guardian.

GRIEVANCES AND DISPUTES

All formal grievances and disputes will be managed in accordance with the College’s Complaints
Resolution Policy.

STAFF RESPONSIBILITY

The P&F operates under the oversight of the Executive Principal. The Executive Principal may delegate
some authority to a member of the senior leadership team, such as campus principals, Head of
Citizenship and Service, Head of Engagement or member of the engagement team as delegated by
the Head of Engagement.

Other staff in charge of activities such as the Director of Performing Arts, heads of section and teaching
staff members may attend meetings and act as a point of contact for the P&F.

Staff do not chair, minute or set agendas for meetings but will communicate relevant information about
upcoming events, fundraising activities and other College priorities.
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COMMITMENT TO CHILD SAFETY

Beaconhills College has a commitment to creating and maintaining a child safe and child-friendly
organisation, where children and young people are safe and feel safe.

The Child Safe Policy can be found here. It informs our College community of everyone’s obligations
to act safely and appropriately towards children and guides our processes and practices for the safety
and wellbeing of students across all areas of our work.

The Child Safe Policy applies to all adults in the College, including the P&F and associated groups.

IMPLEMENTATION

The Parents and Friends Group Framework will be reviewed every two years. The Framework and
terms of reference will be distributed annually to each campus P&F group for feedback and updates.

Information about the P&F, its purpose, activities, and membership will be available on the parent portal
and the College website with a direct link from the newsletters.

RELEVANT LINKS

Volunteer registration induction

Child Safe Policy
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