
Role Descriptions 

President 

• Chair P & F meetings 
• Work with the Secretary on Agendas and Minutes of the meeting 
• Co-authorise with the Treasurer payment of all associated accounts and 

re-imbursements, donations etc. 
• Liaise with school Executive on matters concerning the P & F such as the 

RWVP and Safeguarding Children requirements for committee members, 
requests for funding from the school, dates, and approval for events,  

• Apply for Liquor licence for P & F events 
• Co-ordinate sub-group meetings for planning and organisation of 

specific events 
• Represent the P & F at events as required 

 

Vice President 

• Chair meetings if required 
• Work with P & F Executive on matters relating the P & F organisation, 

funding requests etc 
• Assist with planning and organisation of events 
• Represent the P & F as required 

Treasurer 

• Keep up to date accurate financial records which will be available for 
inspection at any time with reasonable notice. These records are 
recorded on an excel spreadsheet. 

• Present a Financial Report at each monthly meeting of the Collegiate 
P&F. 

• responsibility for organising cash floats along with Square and Eftpos 
machines from the school for any event held by the Collegiate P&F as 
well as banking any cash taken and liaising with the school to have the 
Square and Eftpos takings deposited into the Collegiate P&F bank 
account. 

 



• Organising any payments that the Collegiate P&F are required to pay 
directly. Any such payment requires two signatures, usually President & 
Treasurer. 

• liaising with the school accountant throughout the year for an update on 
the Collegiate P&F account held with the school. 

Each year the Treasurer is to contact the school to formally request the Parents 
annual contributions which are sent out with Term 1’s school fees. 

The Treasurer is to submit the financial records to the School Accountant 
annually for audit. 

Secretary  

The role of Secretary is very straightforward.  There are about 7 meetings plus 
the AGM for the whole year.  The Committee does not meet during school 
holidays.  The main tasks are: 

• prepare the agenda for each meeting (in conjunction with the 
President). 

• send Agenda out to Committee members and Elspeth Clifford - Deb 
Williamson's PA - (Elspeth.Clifford@collegiate.tas.edu.au) the week 
before the meeting.  Elspeth puts the documents on the P&FA page on 
the website and parent app. 

• have an Attendee List at the meeting for people to fill in in case you get 
new people and need their contact details. 

• take the Minutes of the meetings. 
• confirm draft Minutes with President and send out to Committee 

members for any amendments.  Provide Elspeth with a copy of the draft 
Minutes. 

• Notice of the AGM must be provided to the Community at least two 
weeks before the meeting which is held in November. 

Year group Parent representatives  

• Welcome new parents and provide them with details of the year group 
facebook page 

• Promote P &F meetings and events throughout the year group 
• Organise casual get togethers for parents and/or students in the year 

group 
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