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Parents must cooperate closely with the teachers of the schools to which they entrust their children to be 
educated; moreover, teachers in fulfilling their duty are to collaborate very closely with parents, who are to 

be heard willingly and for whom associations or meetings are to be established and highly esteemed.

Canon 796–2

We acknowledge and pay our respects to the traditional custodians – the Aboriginal 
and Torres Strait Islander people, past, present, and emerging who long before us 

lived, loved and raised their children on this land.

We reflect on the millions of footprints that have travelled the Dreaming pathways and 
our own loved ones who have gone before us.





Background

The importance of communication between parents and 
carers and the staff in their children’s school cannot be 
understated.

Since 1981, parents in the Diocese of Maitland-
Newcastle have had an active diocesan parent 
organisation to represent their voice.

The Federation of Parents and Friends Association 
(Federation) is the peak diocesan parent body and 
links our local Parents & Friends Associations (P&F 
Associations) in the Diocese. Its aim is to promote and 
foster school parent organisations.



Why Have Parent and Carer Groups in  
Our Catholic Schools?

Our Catholic schools are places that understand, respect and value the dignity of each 
child and their family. As part of their nature and purpose, Catholic schools in the Maitland-
Newcastle Diocese commit to fostering partnership between parents and staff in the 
education of their children.

&DWKROLF�VFKRROV�DFNQRZOHGJH�DQG�GHHSO\�VXSSRUW�WKH�UROH�RI�SDUHQW�DQG�FDUHUV�DV�ÀUVW�
educators and seek to partner with families to ensure each child is nurtured to their potential.

Parent and carer groups established within schools offer an opportunity for families, school staff 
and Clergy to gather, explore, discuss, imagine, implement, support, encourage and journey 
WRJHWKHU�DV�ZH�ZRUN�LQ�FRPPXQLW\�IRU�WKH�EHQHÀW�RI�WKH�FKLOGUHQ�DQG�\RXQJ�SHRSOH�HQUROOHG�
in our schools.
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A New Constitution and Model

In 2020, the P&F Associations Constitution was 
reviewed to ensure it reflects the current needs and 
dynamics of family and school life, including a focus on 
family engagement in student learning to strengthen the 
partnership that exists between home and school. 

Uppermost in discernment was ensuring any new 
Constitution and new model supported improved 
outcomes for students and allows parents and carers to 
be authentically engaged in their child’s education.

As a result, an alternate model to a traditional P&F 
Association, called a Parent Engagement Group 
(PEG), was also developed as an option for school 
communities. Voting to endorse these changes took 
place at the 2020 AGM and were ratified by Bishop Bill 
in December 2020. 

Our school communities now have a choice and can 
decide whether they have:

1. 	� A formally constituted Parents and Friends 
Association (P&F)

OR

2. 	 A Parent Engagement Group (PEG)

Both options allow for parents and carers to gather 
and work in partnership with their child’s school to 
share the work and decision making in the education 
of their child.

What’s the Difference Between a 
P&F and a PEG?

PARENTS AND FRIENDS ASSOCIATION (P&F)

P&F Associations are the formal, traditional model 
for parent groups in schools. In our Diocese, P&Fs 
are governed by the Parents & Friends Association 
Constitution, a ‘rule book’ which provides direction on 
how to run a P&F meeting and guidance for members 
who nominate and are elected to Executive roles.

Each P&F Association elects parent or carer members 
to act in the following roles:

	f 	President

	f 	Vice President

	f 	Treasurer

	f 	Secretary.

Each P&F Association also elects two (2) Federation 
Delegates to be their representatives at the diocesan 
peak parent body – the Federation of P&F 
Associations.

The P&F Association Constitution 2020 is included in the 
Appendices of this handbook and can also be found 

on the CSO website: 

https://www.mn.catholic.edu.au/families-
communities/pf/

THIS CONSTITUTION REPLACES THE PREVIOUS 
CONSTITUTION AND IS TO BE USED BY ALL SCHOOL P&F 

ASSOCIATIONS.

PARENT ENGAGEMENT GROUP (PEG)

The PEG is a new option for schools where the P&F 
Association model is not regarded by the school 
community as a viable option.

Some schools may choose to adopt the Parent 
Engagement Group model (PEG) rather than have a 
constituted P&F Association. This may be because the 
formation or continuation of a P&F Association has been 
problematic, or the school community would prefer to 
adopt a model that does not include the election of 
Executive from its membership.

This model focuses on supporting authentic family 
engagement in student learning to strengthen the 



SETTING UP OR CONTINUING A P&F 
ASSOCIATION

If the school community decides to set up or continue 
with their P&F Association, they need to ensure they 
review the current Constitution at Appendix 1 and 
complete and return the Adoption of Constitution 
form following the first meeting in 2021 or the AGM – 
whichever meeting is first.

SETTING UP A PEG

If, following appropriate consultation, the community 
chooses to dissolve their P&F Association and establish 
a PEG, the following steps should be taken:

1.	� A resolution proposed at a P&F Association 
meeting by at least two members of the 
P&F Association should be circulated to the 
community with details of a Special General 
Meeting called for the purpose of dissolving the 
P&F Association and implementing a PEG. A 
period of 21 days’ notice in writing (using the 

school usual channels of communication) of 
this meeting should be given to the community. 
(Ref: Section 23 – Parents and Friends 
Constitution 2020).

2. 	� Any funds remaining in the P&F Association 
account following the dissolution of the 
Association and the payment of any expenses 
or liabilities accrued by the P&F Association are 
normally transferred to the school account. 

School communities may choose to adopt a 
Memorandum of Understanding allowing residual 
funds to be transferred to a separate school account for 
the purpose and use of the PEG. 

These funds will be able to drawn down by the Principal 
following agreement at a PEG meeting and given they 
are only used for the purposes outlined in the P&F 
Association Constitution i.e. for the purposes outlined 
in Section 4 of the Parents and Friends Association 
Constitution 2020. 

Choosing the Right Parent Group for Your School

The school community determines whether their needs are best served by implementing a Parents & Friends 
Association (P&F) or a Parent Engagement Group (PEG).

This may be best achieved by arranging a meeting of parents and carers and inviting the parish priest so that 
together all stakeholders can identify the needs of the community and make a collaborative decision regarding the 
most appropriate group. 

The following diagram is designed to assist the meeting decision-making process. 

Does your school have a functioning P&F Association?

Does your school want to continue to hold P&F Association 
meetings or strengthen the Association?

Great! 
A new Constitution was 

voted on during the 2020 
AGM, it is included in this 

document

Great! 
A new Constitution was 

voted on during the 2020 
AGM, it is included in this 

document

No problem! 
Your school community 
can adopt the Parent 

Engagement Model (PEG)

Does your school community want to reinvigorate your  
 P&F Association?

Yes

Yes Yes No

No

No problem! 
Your school community 
can adopt the Parent 

Engagement Model (PEG)

Note: Your current P&F 
Association will need to be 

appropriately dissolved. 
The Constitution offers 

guidance for this.

No
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1.	 APPLICATION

This Constitution is intended to apply to the Parents and 
Friends Associations in the schools in Catholic Diocese 
of Maitland-Newcastle.

2.	 DEFINITIONS

In this document, unless the context requires otherwise:

(a)	� Annual General Meeting means a General 
Meeting held in accordance with clause 8.2.

(b)	 �Association means the unincorporated 
Association of ____ (Insert name of school) _____
Parents and Friends Association.

(c)	 �Bishop means the Roman Catholic Bishop or, if 
there is no Bishop the appointed representative, 
of the Diocese.

(d)	� Catholic Schools Office means the Trustees 
of the Roman Catholic Church for the Diocese 
of Maitland-Newcastle trading as the Diocese of 
Maitland-Newcastle Catholic Schools Office (ABN 
79 469 343 054).

(e)	� Conflict of interest - occurs when a person’s 
personal interests conflict with their responsibility 
to act in the best interests of the charity. Personal 
interests include direct interests, as well as 
those of family, friends, or other organisations a 
person may be involved with or have an interest 
in (for example, as a shareholder).It also includes 
a conflict between a board member’s duty to 
[charity] and another duty that the board member 
has (for example, to another charity). A conflict of 
interest may be actual, potential or perceived and 
may be financial or non-financial. These situations 
present the risk that a person will make a decision 
based on, or affected by, these influences, rather 
than in the best interests of the charity. Therefore, 
these situations must be managed accordingly.

(f)	 �Diocese means the Catholic Diocese of 
Maitland-Newcastle (ABN 91 605 046 457). 

(g)	 �Minutes means the written record of a meeting 
of the Association.

(h)	 �Parents means Parents, carers, guardians, kin of 
the child in the Catholic school.

(i)	 �Parish means the Catholic parish within which 
the School is located.

(j)	 �Parish Priest means the priest of the Parish or 
their appointed representative.

(k)	� President means the President of the 
Association.

(l)	 �Principal means the principal of the School or 
their appointed representative.

(m)	 �Review means a review of a financial report 
conducted in accordance with the Australian 
Charities and Not-for profits Commission Act 
2012. 

(n)	 �Reviewer means an individual or entity who 
undertakes a review of a financial report in 
accordance with the Australian Charities and 
Not-for-profits Commission Act 2012.

(o)	 �School means the school to which the 
Association relates.

(p)	 �School plans includes but is not limited to 
Strategic Plans, School Improvement Plans (SIP), 
School Action Plans.

(q)	� Secretary means the Secretary of the 
Association.

(r)	 �Special General Meeting means a General 
Meeting held in accordance with clause 8.3

(s)	 �Treasurer means the Treasurer of the 
Association.
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3.	 INTERPRETATION

In this Constitution, unless the context indicates a 
contrary intention:

(a)	� corresponding meanings - a word that is 
derived from a defined word has a corresponding 
meaning.

(b)	� documents - a reference to this Constitution or 
another document includes any document which 
varies, supplements, replaces, assigns or novates 
this Constitution or that other document.

(c)	� gender - words importing one gender include all 
other genders.

(d)	� headings - headings and the table of contents 
are inserted for convenience only and do not 
affect interpretation of this Constitution.

(e)	� legislation - a reference to any legislation or 
provision of legislation includes all amendments, 
consolidations or replacements and all 
regulations or instruments issued under it.

(f)	� month - a reference to a month is a reference to 
a calendar month.

(g)	� references - a reference to the background, a 
party, clause, paragraph, schedule or annexure 
is a reference to the background, a party, clause, 
paragraph, schedule or annexure to or of this 
Constitution.

(h)	� replacement bodies - a reference to a body 
(including an institute, association or authority) 
which ceases to exist or whose powers or 
functions are transferred to another body is a 
reference to the body which replaces it or which 
substantially succeeds to its power or functions.

(i)	� singular - the singular includes the plural and 
vice-versa.

(j)	� year - a reference to a year is a reference to 
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(f)	� acting as a mechanism for representing Parents 
when it is appropriate to do so;

(g)	� supporting Parents in their involvement in their 
children’s learning at home and School;

(h)	� providing opportunities for Parents to gain 
insights into the life of the School, current 
developments in education and Catholic 
education in particular; and 

(i)	� undertaking any other activities in furtherance of 
the above. 

5.	 LIMITATION

(a)	� The Association has no legal identity separate 
from the School. It is a consultative body 
established under the auspices of the Principal, 
who is responsible for carrying out the policies 
and directives of the Bishop, the Diocese and the 
Catholic Schools Office.

(b)	� The Association has no authority in the day-to-
day operation or management of the School. 

(c)	� The Association must seek the consent of the 
Principal who may consult with the Parish Priest 
for activities of the Association. In circumstance 
where the activity impacts the property of the 
parish, the Principals must consult with the Parish 
Priest. Consent must be in writing or recorded in 
the Minutes.

(d)	� The Association has no capacity whatsoever to 
enter into contracts in its own name.

(e)	� The Association must not distribute any income 
or assets, directly or indirectly to its members.  

(f)	� Clause 4(e) does not prevent the Association 
from doing the following things, provided they are 
done in good faith (fairly and honestly), following 
a resolution of the members and recorded in the 
Minutes:

(i)	� reimbursing a member for goods and services 
they have actually provided at fair and 
reasonable rates or rates more favourable to 
the Association;

(ii) 	� reimbursing a member for expenses they have 
properly incurred;

(g)	� All expenditure must be in keeping with Diocesan 
procurement policies particularly with regard to, 
but not limited to, Modern Slavery.

(h)	� Funds must only be used for the purposes of 
the Association as set out in clause 4.2.

(i)	� Fund raising must only be undertaken 
after consultation with the Principal.  All 
correspondence regarding fundraising must 
be co-signed by the Principal.

6.	 MEMBERSHIP

6.1	 Ordinary Members 

All Parents of students attending the School are 
the ordinary members of the Association.  

6.2	 Ex-officio Members 

The Principal (or their delegate) and the Parish 
Priest/s (or his appointed representative) of 
designated “feeder” parishes are ex-officio 
members of the Association. Ex-officio members 
do not have voting rights.

6.3	 Life Membership 
The Association may resolve at an Annual 
General Meeting to confer the honour of life-
membership on any person who has made an 
outstanding contribution to the Association 
over a period of at least 7 years.  Life Members 
are entitled to attend and speak at ordinary 
association meetings but are not entitled to vote 
at the meetings unless they are also ordinary 
members of the Association. 
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7.	 QUORUM

(a)	� The quorum for all meetings shall be determined 
by the student population. Refer to the following 
scale:

Student 
Population

Quorum

0–90 �4 members including at least  
2 Executive members

91–200 �5 members including at least  
2 Executive members

201+ �6 members including at least  
2 Executive members

(b)	� Ex-officio members do not form part of the 
quorum. 

8.	 ORDINARY ASSOCIATION MEETINGS

8.1	 Ordinary Association Meetings

(a)	� The Executive is to organise an ordinary 
association meeting at least once every school 
term.

(b)	 (i)    �The Association may hold their ordinary 
association meetings by using technology 
(such as video or teleconferencing) that is 
agreed to by the Principal.

	  (ii)  �Anyone using this technology to attend the 
ordinary association meeting is taken to be 
present in person at the meeting.

(c)	� Notice of the meeting is to be given to all 
members and shall indicate the need for 
members to send agenda items in writing, to 
the Secretary before the date of the Ordinary 
Association meeting.

(d)	� A quorum for all meetings shall be determined in 
accordance with clause 7.

(e)	� A period of 15 minutes is to be allowed for 
the quorum to be present before an ordinary 
association meeting is cancelled.

(f)	� All ordinary association meetings shall be 
conducted in accordance with standard meeting 
procedures.  In the case of a tied vote, the 
President (or the President’s nominee) is not 
entitled to a casting vote.

The recommended order of business is as follows, 

	f Acknowledgement of Country 

	f Opening prayer 

	f Record of attendance and apologies

	f Declaration of conflicts of interest

	f 	Confirmation and acceptance of the Minutes of the 
previous meeting

	f Business arising from the Minutes of the previous 
meeting 

	f 	Correspondence:  incoming & outgoing

	f 	Business arising out of the Correspondence 

	f 	Reports including from the Principal (or their 
delegate), the President and a statement of accounts 
from the Treasurer

	f 	Business deferred from the previous meeting 

	f 	Motions proposed

	f 	Other general business 

	f Matters for future consideration

	f 	Conclusion

8.2	 Annual General Meeting 

(a)	� The first or the last ordinary Association meeting 
of the calendar year will be the Annual General 
Meeting of the Association. The date to be 
determined by the Principal. 

(b)	 (i) �The Association may hold an Annual General 
Meeting or a Special General Meeting at two 
or more venues using any technology that 
is agreed to by the Principal and gives the 
members as a whole a reasonable opportunity 
to participate, including to hear and be heard.

(ii) �Anyone using this technology to attend the 
Annual General Meeting or a Special General 
Meeting is taken to be present in person at the 
meeting.

(c)	� Notice of the Annual General Meeting and any 
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resolutions to be put to members must be given 

to members and the auditor or Reviewer no less 

than 21 days before the meeting. 

(d)	� Members cannot appoint proxies to vote at the 

Annual General Meeting.

(e)	� The business of an Annual General Meeting may 

include, in addition to the ordinary business of an 

ordinary association meeting:

(i)	� the presentation of the annual report, the 

annual financial reports and the annual 

Auditor or Reviewer’s report; and 

(ii)  ��the appointment or reappointment of auditors 

or Reviewers; and

(iii)  �discussion of and voting on any resolutions to 

be put to members; and

(iv)  �the office of executive members shall be 

declared vacant and the members shall elect 

members for the executive in accordance 

with clause 9.3.

8.3	 Special General Meeting

(a)	� A Special General Meeting can be called on the 

authority of the executive or on written request to 

the executive by at least 10 members.

(b)	� A Special General Meeting must be held within 

28 days of the request being appropriately given, 

if that 28-day period expires on a date which is 

not within a school term, within 14 days of the 

commencement of the next school term.

(c)	� At least 7 days’ notice of the Special General 

Meeting shall be given to all members of the 

Association including Ex-Officio members. The 

object of the meeting is to be clearly stated 

and only this agenda may be discussed at the 

meeting. 

9.	 EXECUTIVE MEMBERS

9.1	 Composition of Executive Members

(a)	� There shall be a minimum of 2 and a maximum of 
6 executive members. 

(b)	� Ex-officio members of the Association are also 
ex-officio members of the executive and have no 
voting rights

9.2	 Executive Members 

(a)	 The Executive shall include:
	 (i)	  the President; 

	 (ii)  the Secretary; 

	 (iii)  the Treasurer; and 

	 (iv)  �any other Executive Members as resolved by 
the Association at an Annual General Meeting 
from time to time.  

(b)	� Catholic Schools Office and other Diocesan 
officers, the Principal and the spouse of the 
Principal are not eligible to be elected as 
Executive Members. 

(c)	� Conflicts of Interest should be discussed and 
minuted prior to their election and at all ordinary 
association meetings.

9.3	 Election of Executive Members

(a)	� Executive Members are elected by the members 
of the Association at the Annual General Meeting.

(b)	� Any candidate for the Executive must be 
nominated and seconded by the members of 
the Association.  If there are a greater number of 
candidates than required for a particular position, 
an election is to be held by secret ballot and shall 
be decided by a simple majority.  

(c)	� The returning officer for any election is the Principal 
(or the Principal’s delegate) or the Parish Priest.

(d)	� Other than the Ex-officio Executive Members in 
clauses 9.1(b), members of the Executive shall 
have a term of 1 year and retire at the following 
Annual General Meeting, but are eligible for re-
election subject to clause 9.3(e). 
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(e)	� Other than the Ex-officio Executive Members in 
clauses 9.1(b), members of the Executive must 
not serve in the same position for a consecutive 
period exceeding 3 years.

(f)	� Any casual vacancy on the Executive shall be 
filled by an election by the members of the 
Association at any ordinary association meeting. 
The person elected to fill a casual vacancy shall 
retire at the following Annual General Meeting 
and is eligible for re-election. For the avoidance 
of doubt, the time the person fills in the casual 
vacancy will not be taken into account when the 
period in clauses 0 or (e) is calculated. 

(g)	� At the Annual General Meeting or one of the 
ordinary Association meetings or at a PEG 
meeting as appropriate, the members shall 
elect up to two (2) delegates to represent the 
Association at the meetings of the Federation of 
P&F Association.

(h) 	� The names, email address and telephone 
number of all Executive Members, including 
Federation Delegates of the Association shall be 
forwarded to the Family Engagement Officer at 
the Catholic Schools Office within fourteen (14) 
days of holding the election at the AGM and the 
holding of an election to fill a vacancy or elect a 
Federation Delegate as outlined in Clauses 9.3(f) 
and (g) above. 

10.	 CESSATION OF OFFICE 

A person ceases to be an Executive member when he 
or she: 

(a)	� gives written notice of resignation as an Executive 
member to the Secretary and Principal and the 
vacancy shall take effect at the time expressed 
in the notice (provided the time is not earlier than 
14 days after the date of delivery of the written 
notice to the Secretary);

(b)	 dies;

(c)	�
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11.3	 Duties of Executive Members 

Members of the Executive must: 

	 (i)	  �
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14.	 THE TREASURER

14.1	 Duties of the Treasurer

(a)	 The Treasurer is responsible for:

(i)	  �ensuring that all the financial dealings of the 
Association are carried out in accordance with 
this constitution;

(ii)  �
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must not make any payments without the 
resolution of the members at an ordinary 
association meeting and recorded in a carried 
motion in the Minutes to approve such payments.

17.3	 Financial Records

(a)	� The Executive must ensure that financial records 
are properly maintained.

(b)	� The Association shall, by resolution at the Annual 
General Meeting, appoint a certified accountant, 
who is not a member of the Executive or their 
immediate family member, to audit or Review the 
Association’s financial records, including but not 
limited to books, accounts, receipts and income 
and expenditure statements.  

(c)	� A copy of the auditor or Reviewer’s report and 
the annual financial reports will be presented at 
the Annual General Meeting.  

(d)	� The auditor or Reviewer’s report will be filed at 
the School with other Association records as 
soon as practicable. 

(e)	� The Association’s financial year will run from 1 
January to 31 December each year.

18.	� DISPUTE RESOLUTION AND DISCIPLINARY 
PROCEDURES

18.1	 Dispute Resolution 

(a)	� The dispute resolution procedure in this clause 
applies to disputes (disagreements) under this 
constitution, in relation to Association business 
and between members of the Association.

(b)	� Those involved in the dispute must try to resolve 
it between themselves within 14 days of knowing 
about it.

(c)	� If those involved in the dispute do not resolve it 
under clause 18.1(b), they must within 10 days:

(i)  tell the Executive about the dispute in writing;

(ii)  �agree or request that a mediator be 
appointed; and

(iii)  �attempt in good faith to settle the dispute by 
mediation.

(d)	� The mediator must be chosen by agreement of 
those involved or 	where those involved do not 
agree:

(i)	 for disputes between members not on the 	
	 Executive, a person chosen by the executive, 	
	 or

(ii)  �for disputes involving members of the 
Executive, a person chosen by the Bishop or 
the President of the Newcastle or New South 
Wales Law Societies. 

(e)	� A mediator chosen by the Executive under this 
clause: 

(i)	  �may be a member or former member of the 
Association;

(ii)  �must not have a personal interest in the 
dispute; and

(iii)  �must not be biased towards or against 
anyone involved in the dispute.

(f)	� When conducting the mediation, the mediator 
must:

(i)  �allow those involved a reasonable chance to 
be heard;

(ii)  �allow those involved a reasonable chance to 
review any written statements;

(iii)  �ensure that those involved are given natural 
justice; and

(iv)  not make a decision on the dispute. 

18.2	 Disciplining Members

(a)	� In accordance with this clause, the Executive may 
resolve to warn or suspend a member from the 
Association if the Executive consider that:

(b)	� the member has breached this constitution; or 

(c)	� the member has refused or neglected to comply 
with Association by-laws, School codes of 
conduct or policies and procedures; or
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(d)	� the member’s behaviour is causing, has caused, 
or is likely to cause harm to the Association or 
another member of the Association. 

(e)	� At least 14 days before the Executive meeting 
at which a resolution under clause 18.2 will 
be considered, the Secretary must notify the 
member in writing:

(i)  �that the Executive are considering a resolution 
to warn or suspend the member;

(ii)  �that this resolution will be considered at 
an Executive meeting and the date of that 
meeting;

(iii)  �what the member is said to have done or not 
done;

(iv)  �the nature of the resolution that has been 
proposed; and

(v)  �that the member may provide an explanation 
to the Executive, and details of how to do so.

(f)	� Before the Executive pass any resolution under 
clause 18.2, the member must be given a chance 
to explain or defend themselves by:

(i)	  �sending the Executive a written explanation; 
and/or

(ii)  speaking at the Executive meeting.

(g)	� After considering any explanation the Executive 
may:

(i)  take no further action;

(ii)  warn the member;

(iii)  �suspend the member’s rights as a member 
for a period of no more than 12 months;

(h)



	�







 	Parents and Friends Association  
		  (insert name of the Association)

held on:  	
		  (insert date of Association’s Annual/Special General Meeting)

Adoption of Constitution

		

	  
	Chair of Meeting (print name)		  Signature

	  
Elected President (print name)	 Signature

	
Ex-officio (Parish Priest (print name)	 Signature

	
Ex-officio (Principal) (print name)	 Signature

 
Date:  
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P&F ASSOCIATION 
GENERAL MEETING PROCEDURES

1.	 OPEN MEETING

	f The President declares the meeting open and 
the Secretary records the time in the Minutes.

	f The President welcomes all members present 
and introduces and acknowledges new 
members to the meeting.

	f Attendance of all members present either 
in person or through the use of technology 
shall be recorded in an Attendance book. 
Apologies shall also be noted in the 
Attendance book.

	f Call if there are changes/additions to the 
Agenda.

2.	� MINUTES OF THE LAST MEETING TO BE 
ACCEPTED

	f The Secretary reads or circulates the Minutes.

	f Member moves that the Minutes be accepted 
as a true and accurate record of the meeting.

Moved by 

Seconded by 

All those in favour? 

All those against? 

Carried Yes  /  No

3.	� BUSINESS ARISING FROM PREVIOUS 
GENERAL MEETING

	f Minor matters brought forward from previous 

meeting can be dealt with here, but if they 

require lengthy discussion they are best held 

over to General Business.

4.	 CORRESPONDENCE

	f Inward and Outward Correspondence 

	f Have secretary read out or summarise 

correspondence.

	f If further discussion is required on any of the 

correspondence suggest it be deferred to 

General Business.

	f All inward/outward correspondence must be 

received by a motion.

Moved by 

Seconded by 

All those in favour? 

All those against? 

Carried Yes  /  No
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5.	 REPORTS

a) Principal’s Report       

b) Treasurer’s Report

Moved by 

Seconded by 

All those in favour? 

All those against? 

Carried Yes  /  No

c)  �Sub-committees: Fundraising / Canteen / 
Uniform etc.

d)  Federation Delegate Report 

Moved by 

Seconded by 

All those in favour? 

All those against? 

All reports must be received at the meeting. This 
can be done individually or all together except 
for the Treasurer’s Report – this is to be moved 
separately.

6.	 AGENDA ITEMS

Items that have been listed on the Agenda for 
discussion are dealt with.

7.	 GENERAL BUSINESS

a)  �General Business arising from previous 
meeting.

b) Motions on notice.

c)  �General Business from correspondence or 
reports for discussion

d)  �Any other matters members request to be 
included. 

8.	 MEETING CLOSED

There being no further matters for discussion 
the Chairperson advises the date for the next 
meeting and declares the meeting closed. 

Note: It is preferable to include items of a 
substantial nature on the agenda for the 
next General Meeting so that adequate 
time is allowed for consideration.   
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1. 	 APPLICATION

These guidelines apply to Parent Engagement Groups 
established in catholic schools in the Diocese of 
Maitland-Newcastle.

2. 	 DEFINITIONS

In this document, unless the context requires otherwise:

a)	� Bishop means the Roman Catholic Bishop or, if 
there is no Bishop the appointed representative, 
of the Diocese.

b)	� Catholic Schools Office means the Trustees 
of the Roman Catholic Church for the Diocese 
of Maitland-Newcastle trading as the Diocese of 
Maitland-Newcastle Catholic Schools Office (ABN 
79 469 343 054).
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c)	� ensuring funds raised by the PEG are acquitted 
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Consent must be in writing or recorded in the 
Minutes.

d)	� The PEG has no capacity whatsoever to enter 
into contracts in its own name.

e)	� The PEG must not distribute any income or 
assets, directly or indirectly to its members. 

f)	� All expenditure must be in keeping with Diocesan 
procurement policies particularly with regard to, 
but not limited to, Modern Slavery.

g)	� Funds must only be used for the purposes 
of the PEG as set out in clause 4.2 of 
the Parents and Friends Association 
Constitution 2020. 

h)	� Fundraising must only be undertaken 
after consultation with the Principal. All 
correspondence regarding fundraising must 
be co-signed by the Principal.

5. 	
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d)	� Meetings of the group should be held regularly. 
They may be held each month during the school 
term or once a Term. This decision should be 
made at the Inaugural PEG meeting and agreed 
to by the majority.

e)	� The PEG operates using a structured meeting 
with a published agenda (see following agenda 
template).

f)	� Note/Minute taking is to be managed by the 
Principal or a volunteer to be identified for this 
purpose. The Principal will maintain and store 
copies of Minutes. Copies of the Minutes shall be 
made available to the community.

g)	� Notification of the meeting should be provided 
through the usual channels of school 
communication allowing at least 7 days’ notice of 
the meeting. A yearly calendar may be produced 
to identify dates for PEG meetings.

h)	� Meetings may be held using technology in 
circumstances where a face-to-face meeting 
is not possible, or it is the preference of the 
Principal and community. Anyone using this 
technology to attend the meeting is taken to be 
present in person at the meeting.

i)	�
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1. 	 OPEN MEETING

2. 	 ACKNOWLEDGEMENT

3. 	 PRAYER 

	� (INAUGURAL MEETING – CO-CONSTRUCT 
GROUP OPERATING NORMS TO ENSURE 
EMPOWERMENT OF ALL)

4. 	 APOLOGIES

5. 	 PRINCIPAL’S REPORT

6. 	 PEG FINANCIAL REPORT

7. 	 ANY PROJECT GROUP REPORTS

8. 	� EDUCATIVE COMPONENT (INFORMED BY 
PARENT/CARER COMMUNITY)

	� The Educative Component is intended to 
be an opportunity for parents and carers to 
engage more deeply in their child’s learning. A 
presentation about an aspect of the curriculum 
such as Stage 3 Math work, supporting early 
reading or what is happening in Stage 4 Science 
or an opportunity to review and discuss policy 
and procedures implemented at the school can 
be included based on the community’s needs. 
This supports parents and carers to partner with 
the school regarding decisions impacting their 
child as well as learn more about outcomes 
taught and ways they can support their child’s 
learning at home.

9. 	 AGENDA ITEMS

10. 	�
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Welcome

Leader	 
Our Schools need the support of all parents. 
Each one has his or her unique contribution to 
make; some special quality that can help build 
a community that really cares for children. Let 
us pray that all parents will experience a sense 
of warmth and welcome, and that there will be 
a rich sharing of ideas, talents and enthusiasm 
as together we go about our work of helping our 
children to grow and learn. 

All

Lord Jesus, you are with us now. 

Help us recognise your presence in each other. 

May friendship flourish here. 

Fill us with a deep sense of peace. 

Inspire us to listen with attention and patience to each other, 

to share with courage and generosity, and to welcome the 

ideas of all. 

May this meeting of ours strengthen our friendship, build our 

community and increase our confidence in ourselves and our 

school. 

Amen. 

Above all, hold unfailing your love for one another since love 

covers a multitude of sins. Practise hospitality ungrudgingly to 

one another. 

1 Peter 4: 8-9.

Bridges

Leader	 
The Catholic school is at its best when it is a 
vital part of the parish community, sharing in the 
Church’s work of spreading the Good News. Let 
us do all we can to strengthen the links between 
our parish, our school and our homes. Let us pray 
that our children will feel at home in the Catholic 
community and see their Faith as something that 
gives meaning to their lives. 

All

Lord Jesus, help us to become builders of bridges.  

Bridges that will link our parish and our school, our teachers 

and our parents, our hopes for our children and the realisation 

of these hopes. 

And, above all, help our children to see the relevance of their 

Faith, and ours, to their everyday lives. 

May this meeting of ours unite us in our vision and strengthen 

us in our purpose. 

Amen. 

Put on them, as God’s chosen ones ... compassion, kindness, 

lowliness, meekness and patience ... and above all these, put 

on love which binds everything together in perfect harmony. 

And let the peace of Christ rule in your hearts. 

Colossians 3: 12-15
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Recognition

Leader	 
We all know the power of praise and recognition 
in the building of self-esteem. Children, parents, 
teachers – we all flourish when our contributions 
are acknowledged. Let us begin this meeting by 
praying for the many generous people who help to 
build up and maintain our educating community. 

All

Lord Jesus, we thank you for our children; they are your gift and a 

constant reminder of your love. 

We thank you for our partners - the teachers - who, along with us, 

‘touch eternity’. 

We thank you for the school secretaries whose very presence 

makes school more like a home. 

And we thank you for each other and for the work each has done 

in building our community. 

Bless this meeting of ours where we celebrate our many strengths 

and plan our continuing work in your service. 

Amen 

I have called you by your name,

You are mine.

Behold, I have carved you

In the palm of my hand.

Isaiah 43:1; 49:16

Example

Leader	 
Children learn so much from watching their 
parents and teachers. This can be a somewhat 
frightening thought, yet, when we think about it, 
they are learning many more good things than bad 
from being with us. Let us resolve to show them 
more clearly what our deepest beliefs and values 
look like when they are acted upon. And let us 
pray for the strength to teach our children, and 
each other, by example as well as words. 

All

Lord Jesus, we have long seen you as offering the great example 

of how life should be lived. 

Help us to be models for our children. 

May they see us as people who are loving and forgiving, peaceful 

and just, compassionate and generous, prayerful, full of fun and 

full of hope. 

May this meeting of ours be inspired by the ideals we hold and 

the hopes we have for the future of our school. 

Amen 

He took a child and put him in the midst of them, and taking 
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Values

Leader



	



	 




