
Summary of changes template 

Policy and Procedure Register updates – Summary of changes to the 
Parents and Citizens’ Association (P&C) procedure 

1. Reason for new/updated policy or procedure (select all that apply)

☐ Change to legislation/delegations  ☐  Audit/review recommendation  ☒  Due for review

☐ Change of policy/procedure requirements   ☐  Other
The procedure has been updated to: reflect the new procedure template; include human rights 
legislation; and provide information to support P&C Executive Committee members with conflict 
resolution and delivering an Outside School Hours Care (OSHC) service. 
2. Summary of changes
• Updated formatting and hyperlinks.
• Revised wording in the Purpose section.
• Moved content from the Overview to other applicable sections (e.g. Responsibilities or Process).
• Added references to human rights legislation and decision-making.
• Added a list of responsibilities for the Executive Committee.
• Undated reporting requirements for Independent Public Schools in line with current delegations.
• Added definitions for Amenity and Executive Committee.
• Added two new information sheets regarding conflict resolution and about the responsibilities as

an Approved Provider of an OSHC service.

3. Impacts to roles and responsibilities

3.1 Does the new/updated content change staff roles/responsibilities in any way? ☒   Yes ☐   No

3.2 If yes, select the type of change (select all that apply):

☒ Revised responsibilities ☒ New/additional responsibilities ☒ Removed responsibilities

Position title Summary of change Page # 

Principal Reflected the (existing) responsibility to authorise the hire of the premises 
and facilities at the state school for use by the Association in the 
Responsibility section (previously listed as part of the process for P&Cs, 
without acknowledging the principals role).  

2 

Principal Removed requirement to confirm that an auditor meets P&C Accounting 
Manual criteria. 

4 

P&C New responsibility to contribute to a positive school culture by working 
with the school community to manage conflicts (linking to new information 
sheet). 

2 & 5 

P&C New responsibility to act and make decisions in ways that are compatible 
with human rights. 

2 

P&C Reflected the (existing) responsibility to not exercise any authority over 
teaching staff, or over the control or management of the school in the 
Responsibility section (previously in the Overview). 

2 

P&C New responsibility to operate compliant school-based amenities to benefit 
the school community where applicable (reflecting current expectations 
for P&C operations). 

3 



 

P&C 
Executive 
Committees 

Clearly articulated responsibilities for P&C Executive Committee 
members, including their role as outlined in the model constitution, 
contributing to a positive school culture and a requirement to give four 
weeks’ notice if resigning from a position if the P&C operates an OSHC 
service.   

3 

P&C Amended the source document for auditor eligibility requirements from 
the Education (General Provisions) Regulation 2017 to the P&C 
Accounting Manual. 

5 

P&C Where the Association operates an OSHC service at the state school, 
dded new process to comply with applicable legislation and the Hosting 
outside school hours care services on state school sites procedure 
(linking to new information sheet). 

6 

4 Communication and support for implementation 

• Schools will be advised of updates to the procedure via a State Schools update message, the 
Bulletin Board and regional communication channels.  

• P&Cs Qld may also help to share information about the release of the new resources to their 
members.  

For further assistance, please contact:  

• Your closest regional office.   

 

https://education.qld.gov.au/contact-us/state-schools-regional-contacts
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Parents and Citizens’ Associations 
procedure 
Version: 6.0 | Version effective: 24/01/2022 

Audience 

All state schools, outdoor and environmental education centres, parents, and parents and citizens’ associations. 

Purpose 

This procedure outlines responsibilities and processes for forming, operating and dissolving a Parents and Citizens’ 
Association.   

Overview 

A Parents and Citizens’ Association (Association) may be formed for a state school to promote the interests of the 
school, facilitate its development and further improvement, and to achieve the best possible outcomes for students 
of the school.  

The Education (General Provisions) Act 2006 (Qld) (the Act) and the Education (General Provisions) Regulation 
2017 (Qld) (the Regulation) include provisions regarding the: 

• formation of an Association 

• application for membership, election of Executive Committee officers and removal of members and officers 

• objectives, functions, powers and liability of an Association 

• dissolution of an Association. 

The Act declares an Association to be a statutory body under the Statutory Bodies Financial Arrangements Act 
1982 (Qld) and therefore income tax exempt. The Australian Tax Office considers an Association to be a non-profit 
organisation and may endorse it as a deductible gift recipient to establish a school building fund. An Association 
may enter into and perform certain financial arrangements in accordance with the Statutory Bodies Financial 
Arrangements Act 1982 (Qld).  

An Association is specifically excluded from incorporation under the Associations Incorporation Act 1981 (Qld).  
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Responsibilities 

Principals 

• instigate the formation of an Association 

• provide approvals (at the principal’s discretion) as required under the Act and the Regulation (for example, 
Chapter 7 of the Act and Part 3 and 6 of the Regulation)  

• provide support and guidance to an Association 

• consider a business case from the Association to operate the school tuckshop or other amenity to benefit 
the school community, where applicable   

• authorise the hire of the premises and facilities at the state school for use by the Association or any of its 
sub-committees  

• monitor the Association’s compliance with its objectives, functions, and legislative and financial 
responsibilities. 

Parents and Citizens’ Associations 

• promote the interests of, and facilitate the development and further improvement of, the state school 

• foster community interest in educational matters  

• encourage closer cooperation between parents of students attending the state school, other members of 
the community, staff and students of the state school 

• contribute to a positive school culture by working with the school community to manage conflicts 

• act and make decisions in a way that is compatible with human rights a 

• if asked by the principal, provide fair and balanced advice and recommendations about issues relating to 
the students of the state school, and the general operations and management of the state school  

• assist in providing financial or other resources or services to benefit students  

• ensure the use of state school facilities is consistent with the Community use of state school facilities 
procedure and Part 3, Section 13 of the Regulation  

• perform any other functions, not inconsistent with the Act, as the Minister decides 

• comply with all its legislative requirements and obligations 

• comply with all financial requirements, obligations and procedures pursuant to any relevant legislation and 
the P&C Accounting Manual  

• comply with the Department of Education (the department) policies and procedures that apply to 
Associations 

• comply with the model constitution  

• determine if a community liquor permit is required under the Liquor Act 1992 (Qld) for a social function on 
school premises run by the Association where alcohol will be served 

• operate compliant school-based amenities to benefit the school community where applicable.  
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Parents and Citizens' Association Executive Committees 

• perform the functions of the Executive Committee roles, as outlined in the model constitution, efficiently and 
with integrity, recognising that the P&C has a role in supporting the best interests of every child enrolled at 
the school 

• contribute to a positive school culture and work with the school community to resolve issues or concerns 
while recognising and respecting personal differences 

• do not exercise any authority over school staff, or over the control or management of the school 

• securely maintain and store the Associations’ records and documents 

• if the Association is an Approved Provider for an Outside School Hours Care service, provide a minimum of 
four weeks' notice prior to resigning from the Executive Committee.  

Regional Directors 

• support principals, as required, with matters relating to an Association. 

Process 

Principals  

1. When forming an Association: 

• Call a meeting of eligible persons, to consider and decide on the formation of an Association for the state 
school –  

o when calling a meeting of eligible persons, principals should consider the Parent and Community 
Engagement Framework and ensure that all families have opportunities to be involved if they desire. 

• Progress to the Regional Director or delegate a request to waive the “Restriction on who may be a member 
of the Executive Committee”, if relevant. 

• Ensure all members of the Executive Committee and Association volunteers who are not parents of current 
students or registered teachers at the school, meet the appropriate Blue Card requirements as outlined in 
Blue card system – Information sheet parents and citizens associations (P&Cs)  
Note: The principal is automatically a member of the Association but may not be an office holder of the 
Association. 

2. Functions, operations and activities of the Association: 

• Approve the adoption of the model constitution and any amendments to the model constitution, by an 
Association and formally advise the Association of the approval.  

• Ensure that the Executive Committee members of the Association have access to the generic email 
accounts allocated to the Association, including the president and the secretary. 

• Provide school activity, major project and financial reports at meetings to keep the Association informed of 
the state school’s progress. 

• Monitor the Association’s compliance with its objectives and functions and its legislative and financial 
responsibilities and obligations, and refer ongoing concerns to the Regional Director. 

• Consider and approve the Association's business case to operate a school-based amenity.  
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• Approve and sign agreements with respect to the hire of the state school premises and facilities by the 
Association or any other persons, and obtain the correct approvals for arrangements entered into for 
Community use of state school facilities.  

• Obtain the approval of the Association for alcohol being taken onto the state school premises for 
consumption under a hire agreement of state school premises. 

• Allocate a space for secure storage of Association documents on school premises which may be hard 
copies of documents or electronic files. 

• Sight and retain copies for the school of key documents such as the P&Cs constitution, insurance policies 
taken out by the Association, individual workers compensation and personal indemnity insurance of 
contractors, approvals and consents as required under legislation and regulation, and audited financial 
records. 

3. By 31 May each year, receive from the Association: 

• The annual audited financial statements for the previous financial year, and the name and contact details 
for the incoming Executive Committee for that year.  

• Forward the above information to the Regional Director.  
Note: Confirm the annual financial statements were audited by a person who meets the criteria listed in the 
‘Appointing an Auditor’ section of the P&C Accounting Manual.  

Parents and Citizens’ Associations and Executive Committees 

1. After the formation of the Association:  

• Adopt the model constitution by a resolution passed by a majority of members present at an annual general 
meeting (AGM) or special meeting of the Association as soon as practicable.  

• Obtain the principal’s approval to adopt the model constitution, or amendment of the model constitution, in 
order for the Association’s constitution to have effect. 

• Establish and maintain a register of members of the Association. 
Note: All Association members must comply with the constitution.  
Note: A member of an Association does not incur civil liability for an act done, or omission made, honestly 
and without negligence under the Act. 

• Apply any money received by the Association (other than money received under an Agreement) at the 
direction of the Minister, firstly in paying expenses lawfully incurred by the Association and secondly, in 
achieving the objectives and performing the functions of the Association.  
Note: Associations have a financial year starting on 1 January and ending on 31 December. 

• Manage conflicts to achieve the best outcomes for students.  

2. Meetings of an Association: 

• Elect the Association Officers at each AGM and maintain an Executive Committee.  

• Hold the AGM of the Association for a financial year by 31 March each year. 

• Hold general meetings at least three times a semester at the times the Association decides.  
Note: This does not apply to an Association during the year in which it is formed.  
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• Where invited by the Principal, make decisions on the operation of the school tuckshop or other amenity. 
Where the Association wishes to operate an amenity, the offer is minuted at a P&C meeting and a business 
case is to be endorsed by the Association and approved by the principal. 

• Establish, and appoint members of, subcommittees if considered appropriate for purposes consistent with 
the objectives and functions of an Association, including subcommittees for special purposes, such as a 
swimming club or tuckshop. 

• Comply with all legislative requirements and obligations and the department policies and procedures that 
apply to Associations. 

• Comply with the P&C Accounting Manual. 

3. By 31 May each year: 

• Provide the principal with the Association’s annual audited accounts with appended certificates, auditor’s 
report, any management letters, P&C response, and a completed accountability compliance transmission 
report for the previous financial year. 
Note: The Association must ensure the accounts are audited for each financial year by a person who meets 
the criteria listed in the ‘Appointing an Auditor’ section of the P&C Accounting Manual.  

• Provide the principal with the name and contact details for the incoming Executive Committee that year. 

4. Agreements: 

• May enter into and perform certain financial arrangements in accordance with the Statutory Bodies 
Financial Arrangements Act 1982 (Qld).  

• The Association’s president may sign the Agreement for the Association, provided the Association has 
made a resolution to enter into the Agreement.  

• Either the principal and the Association together, or the Association with the prior written approval of the 
principal authorising the Association to enter into an Agreement, may enter into an Agreement.  

• Must deal with any money it receives under an Agreement as the principal directs or otherwise as the 
Association believes is appropriate and consistent with its objectives.  

• Must obtain the prior consent of the department's Deputy Director-General, Corporate Services, Assistant 
Director-General, Infrastructure Services, or Executive Director, Infrastructure Operations (or in the case of 
projects that are planned not to exceed a total of $50,000, the regional Infrastructure Manager), before the 
following activity is carried out: 

o the construction of improvements to the premises of the state school 

o the addition of a fixture to the premises of the state school 

o the purchase of furniture for the state school. 

• May employ persons it considers necessary to achieve the objectives of the Association. 

• Must enter into a hire agreement with the school for the use of the school premises and facilities by the 
Association (or any of its sub-committees). 

• Where the Association operates an OSHC service at the state school, comply with applicable legislation 
and the Hosting outside school hours care services on state school sites procedure.  

• Ensure the operation of a swimming club is consistent with the:  
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o Asset maintenance and school swimming pool operation procedure  

o Community use of state school facilities procedure  

o Curriculum activity risk assessment guidelines  

o P&Cs Qld’s P&C Guide.  

5. Insurance: 

• Purchase and maintain appropriate insurance to cover activities (recommended level $25 million) including 
public liability, volunteer workers/personal accident and general property coverage. Additional insurances 
will be required if the Association delivers OSHC or a swimming club.  

6. Legal advice: 

• An Association must obtain legal or financial advice at its own cost. The department may only provide legal 
advice to its employees and therefore cannot provide such advice to an Association, Association Officers, 
Association members or Association employees. 

Regional Directors 

1. After a state school has formed an Association: 

• Approve waiver of “Restriction on who may be a member of the Executive Committee”, if relevant. 

2. By 31 May of each year: 

• Receive from principals of state schools within the region a complete copy of the annual audited financial 
statements of Associations. 

• Receive from principals of state schools within the region the names and contact details for each 
Association’s incoming Executive Committee. 

New schools: 

• Following an announcement of a proposed new state school or a school being created by the 
amalgamation of two or more state schools, either the regional director, appointed project manager or 
appointed principal calls a public meeting of interested prospective parents and other adult members of the 
school community to form an interim Association to assist the school to determine necessary matters such 
as the Student dress code, the Student Code of Conduct and the Enrolment agreement.  

• The interim Association adopts the model constitution and remains in place until the first AGM of the new 
school. 

Dissolution of an Association: 

• An Association is dissolved if the school is closed, or the number of members is two or less, or if a 75% 
majority vote is passed at a special meeting of the Association.  
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Definitions 

Term Definition 

Amenity A school-based amenity, such as a tuckshop, swimming pool, bookshop, uniform 
shop and outside school hours care service, operating to benefit the school 
community. 

Eligible persons Means a person who under section 118 of the Act is eligible to be a member of an 
Association formed for the state school. 

Executive Committee Provides leadership and represents the Association under the Act and the 
Regulation. At each AGM, the members of the Association elect the following 
officers from its members— 

• the president of the association; 

• the vice-president, or vice-presidents, of the association; 

• the secretary of the association; 

• the treasurer of the association. 

Legislation 

• Associations Incorporation Act 1981 (Qld)  

• Collections Act 1966 (Qld)  

• Education (General Provisions) Act 2006 (Qld) Chapter 7  

• Education (General Provisions) Regulation 2017 (Qld) Part 3, Part 6  

• Education and Care Services National Law (Queensland) Act 2011  

• Education and Care Services National Regulations  

• Financial Accountability Act 2009 (Qld)  

• Human Rights Act 2019 (Qld)  

• Income Tax Assessment Act 1997 (Cwlth)  

• Liquor Act 1992 (Qld)  

• Statutory Bodies Financial Arrangements Act 1982 (Qld)  

• Statutory Bodies Financial Arrangements Regulation 2019 (Qld)  

Delegations/Authorisations 

• Director-General’s Delegations under the Education (General Provisions) Act 2006 (Qld)  

• Director-General’s Delegations under the Education (General Provisions) Regulations 2017 (Qld)  

• Minister’s Delegations under the Education (General Provisions) Act 2006 (Qld)   
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Policies and procedures in this group 

• Nil 

Supporting information for this procedure 

• Information Sheet for P&Cs - Conflict resolution  

• Information Sheet for P&Cs - OSHC  

Other resources 

• Asset maintenance and school swimming pool operation procedure  

• Community use of state school facilities procedure  

• Curriculum activity risk assessment guidelines   

• Fundraising policy  

• Hosting outside school hours care services on state school sites procedure  

• Loans sought by Parents and Citizens’ Associations procedure  

• P&C Accounting Manual  

• Purchasing and procurement procedure  

• Purchasing policies and procedures for P&C Associations  

• School councils procedure  

• Student dress code procedure  

• Student Resource Scheme (SRS) procedure  

Forms 

• Hire agreement  

• Model constitution  

Online materials 

• Australian Taxation Office  

• Blue card services – Information for P&Cs  

• Early Childhood Education and Care  

• Information sheet for P&Cs – Managing Conflict  

• Information sheet for P&Cs – Responsibilities as an Approved Provider of an Outside School Hours Care 
service  

• Information sheet for P&Cs - The Human Rights Act: Supporting best practice  

• Office of Liquor and Gaming Regulation – Information for community groups  

• P&Cs Qld  
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• P&Cs Qld’s P&C Guide  

• Parent and Community Engagement Framework  

• Parents and Citizens’ Associations  

Contact 

For further information, please contact your closest regional office.   

Review date 

4/01/2020   

Superseded versions 

Previous seven years shown. Minor version updates not included. 

3.0 Parents and Citizens’ Association – State Schools 

4.0 Parents and Citizens’ Association – State Schools  

5.0 Parents and Citizens’ Association – State Schools 

Creative Commons licence 

Attribution CC BY  

Refer to the Creative Commons Australia site for further information 
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All members of a school community have the right 
to be treated with respect.  
If conflict arises – within the P&C, between a P&C 
member and a member of the school community, 
or between a P&C and a school – all parties have 
an obligation to try to resolve the situation in a 
respectful way for the benefit of the school and its 
students.  

The Parent and Community Code of Conduct aims 
to communicate the conduct expected of parents, 
carers and visitors while they’re on state school 
grounds, at school activities, and interacting with 
others in the school community. 

P&C conflict – meetings  
The chair of a meeting (P&C president or 
someone appointed to preside under clause 18.1 
Presiding at Meetings of the model constitution) is 
responsible for managing conflict that arises at 
P&C meetings.  
The chair must: 

• remind members of protocols prior to and 
during the meeting 

• allow each member an opportunity to have 
their grievances heard and treated legitimately 

• maintain an objective view at all times and not 
take sides 

• ensure that each member’s comments and 
contributions are treated with respect. 

If a member continually speaks out of turn or 
intentionally dominates the meeting, the chair may 
wish to establish and/or use clearly understood 
protocols to ensure each member has an 
opportunity to express their views.  
If matters escalate, it is important for the chair to 
bring the discussion back to the P&C’s main 
objectives – to promote the interests of, and 
facilitate the development and further improvement 
of, the school. The chair should also remind P&C 
members of their code of conduct (Schedule 2 of 
the model constitution). 
Sometimes it may be appropriate to defer 
discussion to a future meeting of the P&C.  

 

P&C executive officers and the P&C 
The P&C executive committee should maintain 
transparent operations at all times.  
Matters discussed or decisions made by the 
executive committee under clause 14.3 Authority 
of Executive Committee in Matters of Urgency of 
the model constitution should be tabled at the next 
scheduled P&C general meeting.  
Where there is conflict within the executive 
committee, the committee must make every effort 
to work together. This can be assisted by refining 
the goals and the objectives of the P&C to ensure 
everyone’s focus is on achieving a shared vision.  
If the executive committee cannot come to an 
agreement on a matter, it should be referred to a 
P&C general meeting.  

Serious incidents 
If matters escalate and a P&C member acts 
inappropriately on state school grounds, it is 
important to remain calm and professional and 
advise the principal as soon as possible. 
Principals may choose to use their legislative 
powers to direct how a person is to behave while 
on school grounds, or prohibit them from entering 
the premises for a certain period of time.  
The Department of Education’s (DoE) Hostile 
People on School Premises, Wilful Disturbance 
and Trespass procedure supports principals to 
make these directions if necessary. 
The Online incident management guidelines for 
school leaders (for DoE employees only) also 
provides guiding information for principals and 
school leaders when dealing with online incidents. 

Removal of a member and/or officer from 
a P&C 
In exceptional circumstances, a situation may 
arise where there are ground/s for removal of a 
person as a P&C member or an officer of the P&C 
executive.  
Legislation prohibits the executive from unilaterally 
removing a member and/or officer. Rather, the 
P&C can consider the removal.  
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Such a course of action should only be considered 
as a last resort as it is not conducive to good 
school community relationships.  
Before commencing a removal process, advice 
should be sought from P&Cs Qld.   

The school and the P&C 
To achieve the best outcomes for students, 
schools and P&Cs must establish positive working 
relationships.  

The school and the P&C (cont) 
If there are issues of contention between the 
school and the P&C, the matter should be tabled 
and discussed at a P&C general meeting to 
determine an outcome. The matters tabled are to 
be factual, impartial, and not contain emotive 
statements. Where possible, options for a way 
forward should be included. 
If the issue cannot be resolved, the P&C may wish 
to put its concerns in writing to the principal, 
including a proposed outcome.  
Likewise, if the school has concerns about the 
P&C, these concerns should initially be discussed 
with the P&C and/or with the P&C’s executive 
committee.  
If a more formal approach is required, the school 
should put the concerns in writing to the P&C 
president and/or executive committee, including a 
proposed outcome or options for a way forward. 
The document should be factual, impartial and free 
of emotive statements. A mutually convenient time 
should be scheduled to further discuss the matter. 
If the matter cannot be resolved through this 
process, the principal may seek support or 
assistance from their supervisor. The principal's 
supervisor may arrange mediation if the issues are 
persistent and affect P&C functions.  
P&Cs may seek further support from P&Cs Qld or 
an external organisation if necessary. 
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Introduction 
• Schools may engage an OSHC Approved Provider as a 

viable, affordable and accessible service for the 
students and parents of the school and local 
community.  

• The school’s P&C can be offered an opportunity to 
operate the OSHC service on the school site.  

• Where the P&C is offered and agrees to operating the 
OSHC service, the offer is minuted at a P&C meeting, 
and the P&C prepares a business case outlining 
benefits, costs and risks and presents this to the school 
principal for consideration. 

• If the school principal declines the business case, 
tenders are invited from not-for-profit and commercial 
providers. 

 
Roles and responsibilities 
• As an Approved Provider of an OSHC, members of a 

P&C Executive Committee (consisting of the President, 
Vice-President/s, Treasurer and Secretary) have 
significant responsibilities for ensuring the P&C 
operates a compliant OSHC service.  

These responsibilities include: 
Legislative and policy compliance 
• Comply with the National Quality Framework (NQF) and 

other applicable legislation regarding the establishment 
and operation of the OSHC service, including the 
National Law, Anti-Discrimination Act 1991 (Qld), 
Human Rights Act 2019 and Working with Children 
(Risk Management and Screening) Act 2000 (Qld). 

• Comply with all requirements set out in the Department 
of Education’s Hosting outside school hours care 
services on state school sites procedure and any 
agreement between the P&C and the school for delivery 
of the OSHC service including the hire agreement 
maintenance, condition assessments and upgrades. 

• Ensure the OSHC service’s policies and procedures, 
including those required under regulation 168 of the 
Education and Care Services National Regulations 
(National Regulations), are adequate and implemented, 
including: 
o health and safety policy and procedure 

requirements reflecting the intent of the Smart 
Choices Strategy and Physical Activity and Nutrition 
Outside School Hours policies 

o that staff, educators and volunteers follow the 
policies and procedures; and 

o making copies of the policies and procedures 
readily available. 

The department provides guidance on developing 
policies and procedures under the National 
Regulations. 

 

Human resource management 
• Although all members of the Executive Committee are 

personally responsible for obligations under the 
National Law as the Approved Provider, the Approved 
Provider needs to identify which committee members 
are persons with management or control of the OSHC 
service. This may include one or several members of 
the Executive Committee who have responsibility for 
managing the delivery of the OSHC service. 

• All Executive Committee members must demonstrate to 
the Regulatory Authority (Queensland Department of 
Education) that they are fit and proper persons. Those 
members who are persons with management or control 
of the OSHC service must also demonstrate that they 
have the management capability to operate an 
education and care service. Evidence may relate to 
previous expertise, experience or qualifications in 
leadership, governance, administrative or management 
roles. 

• Ensure a Nominated Supervisor is appointed in 
compliance with the National Law. A Nominated 
Supervisor is a person who has consented in writing to 
be responsible for the day-to-day operations of the 
service.  

• Ensure a responsible person is present at all times 
when children are being educated and cared for at the 
OSHC service. The responsible person can be 
someone with management responsibility or control of 
the OSHC service, a Nominated Supervisor, or a 
person who has day-to-day charge of the service (such 
as an OSHC employee). 

• Ensure an Educational Leader is appointed in 
compliance with the National Law.  

• NB: School principals and school staff have no authority 
to operate an OSHC service. 

• Members of a P&C Executive Committee that operates 
an OSHC service must give a minimum of four weeks’ 
written notice prior to resigning from their position to 
ensure a properly constituted P&C forms the legal entity 
for the OSHC at all times. 

Facility compliance 
• The physical area for an OSHC service under the NQF 

must include a minimum of 3.25 square metres of 
unencumbered indoor space and 7 square metres of 
unencumbered outdoor space per child. The physical 
areas identified for use by an OSHC service will 
determine the number of children who may attend and 
be approved by the Regulatory Authority.  
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Outside Schools Hours Care service 
Information Sheet for Parents and Citizens’ Association (P&Cs) – Responsibilities as an Approved Provider 
of an Outside School Hours Care (OSHC) service 

Version 1.0 – Uncontrolled copy. Refer to the Department of Education Policy and Procedure Register at 
https://ppr.qed.qld.gov.au/pp/parents-and-citizens-associations-procedure 
to ensure you have the most current version of this document.  

 
 

Facility compliance (continued) 
• The OSHC service should have exclusive use of the 

agreed facilities during hours of operations identified in 
their agreement with the school as they form part of the 
service approved under the NQF. 

• The Agreement detailing the arrangements should be 
routinely monitored to ensure all parties are meeting 
their obligations. 

• Any changes to the OSHC facilities on school sites, 
including physical areas, may mean the OSHC service 
is not complying with the NQF. If changes must be 
made (e.g. the school requires use of an area usually 
dedicated to OSHC for a school function), the school 
must provide 14 days notice to the Approved Provider. 
The Approved Provider has 7 days to notify the 
Regulatory Authority of the change to ensure service 
continuity and the health, safety and wellbeing of 
children.  

 
Reporting requirements 
• Annually provide evidence of current blue cards issued 

by Blue Card Services for all staff to the school 
principal. 

• Notify the Regulatory Authority of a number of matters, 
including: 
o any appointment or removal of a person with 

management or control of the OSHC service within 
14 days of becoming aware of the event; and 

o any change relevant to whether the Approved 
Provider is a fit and proper person to be involved in 
the provision of OSHC within 7 days of the relevant 
event or the Approved Provider becoming aware of 
the relevant event. 

This includes when the members of the Executive 
Committee change at the annual general meeting. 

• Annually provide to the school principal copies of: 
o current service provider and service approval 

certificates issued by the Regulatory Authority 
o statement of public liability insurance for not less 

than $10 million 
o evidence of personal accident insurance for 

voluntary workers 
o evidence of workers compensation cover for all 

employees 
o general property insurance for buildings and 

equipment owned by the OSHC. 
 

• Notify the school principal of any identified non-
compliance, including notices issued to the provider by 
the Regulatory Authority, and change in status of the 
service under the National Quality Standard rating and 
assessment process. 

 
 

 
Financial management 
• Ensure compliance with the department’s P&C 

Accounting Manual. 
• Maintain public liability, personal accident insurance for 

voluntary workers, workers compensation cover for all 
employees and general property insurance for buildings 
and equipment owned by the OSHC. 

• Manage any income generated from the OSHC service, 
including recovery of outgoings, hire charges and co-
investment contributions by the school.  

• Ensure the P&C complies with relevant Family 
Assistance Law. A child care service provider approved 
under Family Assistance Law passes on Child Care 
Subsidy payments to eligible families to reduce the 
costs of child care. To be eligible to pass on Child Care 
Subsidy payments, the child care service provider and 
‘specified personnel’ (i.e. persons with management or 
control of the provider and persons responsible for the 
day-to day operations of the service) must be identified 
as fit and proper persons.  

 
Fostering community partnerships 
• Build a strong relationship with the school. Some useful 

advice can be found in My Time, Our Place: Promoting 
collaborative partnerships between school age care 
services and schools developed by the Queensland 
Children’s Activity Network (QCAN) in partnership with 
the Australian Primary Principals Association. 

• Manage the promotion and advertising of the OSHC 
service in accordance with the department’s Advertising 
procedure. 

 
Dissolution of a P&C  
• If the state school is closed, or the membership of the 

P&C is two or less, or if a resolution to dissolve the P&C 
is passed on a 75% majority vote of its members 
present and entitled to vote at a special meeting of the 
P&C,  the P&C is dissolved under section 122 of the 
Education (General Provisions) Act 2006 and can no 
longer continue operations in accordance with the P&C 
model constitution.  

• Under the department’s P&Cs procedure and 
supporting P&C model constitution, a P&C that 
operates an OSHC service at the school, must give a 
minimum of 7 days written notice to the Regulatory 
Authority prior to its decision to dissolve. 

 
More information 
• Further information regarding P&C roles and 

responsibilities can be found in P&Cs Qld’s P&C Guide. 
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