2026 WHPS Parents’ Association Committee Roles & Responsibilities

President
· Approves meeting agendas, provides a report at and chairs monthly committee meetings
· Main contact for correspondence with the association and represents PA at school events
· Ensures matters are dealt with in an orderly, efficient manner. 
· Attends meetings with WHPS staff and PA committee members as required
· Attends the WHPS School Council meetings as co-opted council member (or delegates) and provides report on School Council meeting to PA committee 
· In liaison with the Secretary updates the password for the Google account and drive as required (minimum annually)
· Requires Police Record Check and Volunteer Category Working With Children Check (fee paid by WHPS)

Vice President
· Assist President and take over responsibilities if required
· Attend committee meetings and provide input and feedback on PA activities
· Requires Police Record Check and Volunteer Category Working With Children Check (fee paid by WHPS)

Secretary
· Works with committee members to prepare committee meeting agendas and distributes information to committee members a week prior to meetings and uploads them to the PA Google drive
· Prepares minutes of committee meetings, distributes them to committee promptly and uploads them to PA google drive. 
· Attends committee meetings and provide input and feedback on PA activities
· Follows up on actions items from committee meetings
· Prepares agendas and minutes for AGM and any extraordinary meetings
· Responds to any correspondence to the association, including regularly checking email account
· Prepares and distributes a committee contact list each year after the AGM
· Saves all relevant documents in PA Google drive
· Requires Police Record Check and Volunteer Category Working With Children Check (fee paid by WHPS)
· Manages PA annual calendar of activities

Treasurer
· Maintains accounts, tracks all PA financial activities (income and expenditure)
· Prepares and presents monthly financial reports to committee
· Prepares annual financial statements and annual budget
· Liaises with WHPS Business Manager
· Assists with completing budget forms for all PA events
· Attends committee meetings, provides a financial report at and provides input and feedback on PA activities
· Requires Police Record Check and Volunteer Category Working With Children Check (fee paid by WHPS)



Year Level Social Coordinator
· Organises year-level social activities
· Provides input into the central PA calendar of activities
· Attends committee meetings and provide input and feedback on PA activities
· Recruits year level representatives 
· Coordinates Year Level contact lists each year and assists Year Level Reps to send out contact lists to their year
· Assists Year Level Reps to organise social events throughout the school year
· Requires Volunteer Category Working With Children Check


General Members
· Assist the PA and WHPS staff in organising activities throughout the year
· Attend PA meetings and provide input and feedback on PA activities
· Require Volunteer Category Working With Children Check


