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Introduction, Objectives and Statement of Purpose 
 

Charter Introduction 
 
This document sets out the operating terms of reference, practices and guidelines of the Hunter Valley Grammar 
School Parents & Carers’ Association. 
 
Glossary of Terms 
 
The following terms are used in this document: 
“Charter” means this document detailing the operating terms of reference, practices and guidelines of the Hunter 
Valley Grammar School Parents & Carers’ Association. 
“Executive” refers to the Executive Leadership Team of the school, comprised of the Principal, Business 
Manager, Deputy Principal-Head of Junior School, Deputy Principal – Head of Senior School, the Director of 
Teaching and Learning and the Director of the Early Learning Centre. 
“HVGS” refers to Hunter Valley Grammar School. 
“Organising Committee” refers to the organising committee of the PCA and related sub-committees. 
“Parents” or “Carers” refers to a Parent or Caregiver of current students at HVGS. 
“PCA” refers to the Hunter Valley Grammar School Parents & Carers’ Association. 
“Principal” means the Principal of HVGS or their appointed representative. 
“School” refers to Hunter Valley Grammar School. 
 
Overview of the HVGS Parents & Carers’ Association 
 
The HVGS Parents & Carers’ Association (PCA) is comprised of parents and carers of current students 
attending Hunter Valley Grammar School and is supported in its day-to-day activities by an Organising 
Committee.  

 
Important note: 

• The PCA 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 School.  

• The PCA has no authority in the day-to-day operation or management of the School. The PCA must 
seek the consent of the Principal, who may consult with the Board for activities of the PCA. 

• The PCA has no capacity whatsoever to enter into contracts in its own name. 
• The PCA must not distribute any income or assets, directly or indirectly to its members.  

 
 

Statement of Purpose  
 
The purpose of the HVGS Parents & Carers Association (PCA) is to facilitate engagement, connection, 
volunteerism and parent voice in decision-making and problem-solving. The PCA works together with the 
school leadership team to advance the mission, values and strategy of HVGS. The HVGS PCA is an inclusive 
and supportive body that focuses on enhancing the environment and experiences of all community members 
so everyone can thrive. 
 
In representing the voice of parents and carers, the HVGS PCA aims to foster a culture of belonging, wellbeing 
and openness. The PCA is committed to recognising and celebrating the diversity of the school community and 
supporting the wellbeing of all. 
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The HVGS PCA utilises the talents of parents/carers to create opportunities for parents/carers to give back to 
the School. 
 
Objectives of the Parents & Carers’ Association   
 
The objectives of the HVGS Parents & Carers Association are:  
 
Connection: The PCA helps build strong connections within the School by: 

• Promoting friendship, connection, collaboration and inclusivity within the HVGS community in all work 
conducted by the PCA; 

• Providing and facilitating meaningful engagement in key community events; 
• Organising diverse social activities that bring parents/carers together; 
• Facilitating parent/carer volunteers to be the point of connection for new parents; and 
• Focusing on the collective needs of a diverse community rather than the individual needs of specific 

parents. 
 

Communication: The PCA facilitates the effective flow of communication between families and the School by: 
• Actively strengthening partnerships between parents, staff and leadership; 
• Providing a channel for the voice of the parent body; 
• Acting as points of connection and/or administrators for Facebook parent groups;  
• Facilitating, with the Executive Leadership Team, educational opportunities for the parent body on 

school policy, leading research and new trends. 
 
Community: The PCA helps build a strong, connected and flourishing community by: 

• Encouraging the active involvement of the parent community in school life; 
• Supporting fundraising activities aligned with the school’s strategy; 
• Creating opportunities for mentoring between parent groups; and 
• Building connections with the local Maitland community where possible. 

 
Collaboration: The PCA helps build a culture of collaboration within the School by: 

• Leveraging the expertise and talents of the parent community to support school initiatives; 
• Encouraging a culture of valuing and utilising the feedback of parents and carers in furthering the 

educational endeavours of the School; 
• Facilitating regular and consistent meetings of the Parents’ Association; 
• Enhancing school equipment and resources through the facilitation of fundraising events;  
• Offering volunteer opportunities that acknowledge the talents, energy and time of parents and carers 

at HVGS;  
 
Care: The PCA helps facilitate a caring community by: 

• Creating opportunities to build supportive, lifelong networks amongst parents and carers; 
• Promoting the wellbeing of all members of the school community; AND 
• Role modelling behaviours aligned with the School’s vision, mission and Values for Life. 

 
 
Values and Principles of the HVGS Parents & Carers’ Association 
 
An essential component of the HVGS community is parental involvement. By becoming involved in the HVGS 
PCA you help create a close and harmonious relationship between all members of our School community 
whilst fostering our School values of responsibility, integrity, respect, citizenship, courage, compassion, 
optimism, and gratitude. 
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The HVGS PCA: 
• Values all families and fosters a culture in which all families feel that they belong to HVGS. 
• Works as a team, respecting our fellow HVGS PCA members and values the diversity of opinions, 

experiences and ideas.  
• Demonstrates clear and honest communication, and transparent processes when making decisions 

related to the PCA. 
• Respects all HVGS students, their education, right to privacy and their educational environment and 

support. 
• Respects HVGS leaders, teachers and support staff, and the teaching and learning programs that are 

offered. 
• Respects and models the HVGS Values for Life. 
• Always demonstrates personal and professional integrity. 

 
It is expected that all members of the PCA abide by HVGS policies. 
 
 

Responsibilities and Membership 
 
Membership of the PCA is automatically granted to parents, or caregivers of current or past students of Hunter 
Valley Grammar School. All PCA members actively participating in PCA activities must have a current volunteer 
Working with Children Check.  
 

 
Structure of the PCA Organising Committee and Subcommittees  
 
The PCA requires an Organising Committee to facilitate the day-to-day operations of the PCA. This is a 
committee of volunteers elected by the PCA every twelve months. In addition, the PCA has the following 
subcommittees that are also run by volunteers:  

• Community Engagement; 
• Events; and 
• Inclusion; 
• any other subcommittee determined by the Organising Committee as desirable from time to time and 

approved by the Principal in writing. Grounds for which the Principal may refuse approval may include 
when subcommittees are not aligned with the PCA Charter and/or the values, vision and strategic 
direction of the School. 

 
The Organising Committee is made up of the following positions which are determined by the Organising 
Committee once members have been elected and in the first meeting of a newly elected Organising 
Committee: 

• Chair  
• Vice Chair 
• Secretary 
• Treasurer 
• at least 1 x Early Learning Centre (ELC) representative 
• at least 1 x Junior School representative 
• at least 1 x Senior School representative 
• Chairs of sub-committees 

 
The PCA is proudly committed to diversity, inclusion and representation of all genders and cultures within the 
HVGS community. The PCA strives to promote and encourage participation, inclusion and representation of 
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the broad and rich diversity of cultures, parents and carers in the HVGS community. Where possible, the 
Organising Committee should be representative of both gender and cultural diversity, and include 
representatives from the ELC, Junior School and Senior School. This should be made clear to parents through 
the election process.  
 
The Organising Committee meets at least once a term to plan for broader PCA meetings and for the work of 
different subcommittees. The Organising Committee can also schedule special meetings at more regular 
intervals, as reasonably necessary from time to time to carry out the functions of the Organising Committee.  
 
Subcommittees meet once a term separate from the Organising Committee. 
 
The Organising Committee meets once a term with the Principal to pro-actively plan for ways to support the 
broader parent community, students and staff. 
 
 
Organising Committee  
 
The role of the PCA Organising Committee is to: 

• Identify and use opportunities that promote the objectives of the PCA. 
• Ensure the PCA works collaboratively and co-operatively with the Principal.  
• Manage the PCA’s affairs, including working with the school to monitor any financial transactions in 

line with school policies. 
• Organise an appropriate induction process for any new members Organising Committee members.  
• Ensure open and inclusive communication with the broader parent community. 
• Facilitate PCA meetings with the broader parent community that are purposeful, respectful to all and 

representative of the diversity of parental voices. 
• Ensure all members of the organising committee act in good faith (fairly and honestly) in the best 

interests of the PCA and to further the objectives of the PCA. 
• Ensure all members of the organising committee adhere to school policies and procedures, including 

appropriate lines of communication and complaint management processes.  
• Ensure all members of the Organising Committee disclose actual or perceived conflicts of interest as 

they arise. 
 
The Organising Committee will initiate an annual review of the effectiveness of the PCA. The review will be 
conducted on a self-assessment basis, taking input, with the results of that self-assessment reported to the 
Principal and the Board as an annual retrospective. 
 
Election of the Organising Committee: 

• Membership of the PCA Organising Committee is to be determined via elections held during the PCA 
Annual General Meeting held at the start of Term 2 each year (AGM), with voting to take place via 
secret ballot.  

• Any person who is a parent or carer of a current student attending HVGS at the time of the election 
may be elected to the PCA Organising Committee.  

• Any member, who is present at the AGM, or has consented in writing to be elected, shall be eligible for 
election to the Organising Committee. 

• All members of the Organising Committee are eligible for re-election but cannot be on the Organising 
Committee for longer than three (3) years unless otherwise agreed by the majority of those present at 
the relevant AGM. 

• All members elected on the Organising Committee must maintain a current Working With Children 
Check at all times whilst on the Organising Committee and complete an induction process on their first 
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election to the Organising Committee, as determined by the Organising Committee from time to time 
(in consultation with the Principal). 

• The nomination process is as follows: 
o Nominations forms will be made available prior to the AGM. A completed nomination must be 

submitted to the Secretary by the published closing date.  
o Nominees will then be reviewed by the Principal. Following the endorsement by the HVGS 

Principal, the nominee will be added to the ballot. Grounds on which the Principal may refuse to 
provide endorsement of a nominee would include when the nominee has been unable to manage 
conflict of interest effectively, and/or the nominee has acted in ways that are not aligned with the 
PCA Charter and the values, mission and strategic direction of the school 

o In the event there are an insufficient number of candidates at the commencement of the AGM, 
nominations may be taken from the floor of the meeting. 

• If a PCA Organising Committee member is found in breach of this Charter, the HVGS Community 
Charter or any other relative policies, that member will be asked by the Organising Committee to 
resign from the PCA and will be required to consult with the Principal and Chair of the PCA about the 
possibility of future involvement. If the relevant member does not promptly resign, the Organising 
Committee can, with the approval of the Principal, remove the relevant member from the Organising 
Committee by a vote at a special meeting of the Organising Committee.  
 

 

Role of the Chair Role of the Vice Chair 

The key task of the Chair is to ensure that the needs 
and wishes of the PCA are given a voice and that good 
relationships are established and maintained with the 
Principal and school staff. The duties and 
responsibilities of the Chair are to: 

• provide leadership and direction for the PCA 
by working co-operatively and collaboratively 
with the Principal and other members of the 
Organising Committee;  

• Promote the objectives of the PCA with the 
broader PCA; 

• chair and convene all meetings of the PCA 
and Organising Committee; 

• prepare and distribute PCA meeting agenda 
prior to a scheduled meeting and ensure 
meetings run according to the agenda; 

• ensure PCA activities are sanctioned by the 
Principal; 

• work with the Treasurer to ensure financial 
accountability; 

• represent the PCA when necessary; 
• encourage parent engagement and actively 

recruit community members and volunteers 
from the HVGS Community through the 
promotion of the PCA, its aims and activities to 
new/existing parents at HVGS; 

• liaise with the head of all Subcommittees in 
the planning of events, activities and funds 
spent; 

The Vice Chair will support the Chair. The duties 
and responsibilities of the Vice Chair are to: 

• chair all PCA and Organising Committee 
meetings in the absence of the Chair;  

• share duties and responsibilities as 
agreed with the Chair; 

• collaborate with the Chair in the day-to-
day affairs of the PCA; 

• encourage parent engagement and 
actively recruit community members and 
volunteers from the HVGS Community 
through the promotion of the PCA, its 
aims and activities to new/existing 
parents at HVGS; 

• always maintain a collaborative 
approach; and 

• attend all meetings of the PCA and 
Organising Committee.   
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• provide an annual written report to members 
of the PCA at the AGM;  

• always maintain a collaborative approach; and 
• attend all meetings of the PCA and Organising 

Committee   

Role of the Secretary Role of the Treasurer 

The Secretary’s main functions are:  
• be responsive and accurate in communication 

and correspondence. 
• maintain effective records of meetings, 

including accurate minutes that are accessible 
to all parents. 

• ensuring meetings are effectively organised. 
• notify members of meetings (date, time, 

venue). 
• obtain reports from sub-committees; 
• always maintain a collaborative approach. 
• attend all meetings of the PCA and 

Organising Committee.   
 

The Treasurer works closely with the Principal 
and Business Manager to ensure any monies 
raised by the PCA are appropriately accounted 
for and comply with HVGS’ NFP status.  
 
This includes:  

• work with the HVGS Finance Team to 
ensure safe custody and stewardship of 
any funds raised by the PCA and 
receipted by the School; 

• the Business Manager and the Treasurer 
will work collaboratively to keep 
appropriate accounting records that may 
be audited on an annual basis; 

• any payments required will be made by 
the School on behalf of the PCA and 
must be approved by the Treasurer and 
the Principal or Business Manager;  

• Coordinate PCA fundraising endeavours 
and ensure HVGS fundraising policies 
and practices are complied with; 

• effectively manage any budget allocated 
to the PCA for events and be accountable 
to the Business Manager and Principal 
for the use of these funds; 

• present the financial report at each PCA 
meeting and an annual financial report for 
the AGM; 

• always maintain a collaborative 
approach; 

• attend all meetings of the PCA and 
Organising Committee.   

 
 
Subcommittees of the PCA 
 
Each subcommittee of the PCA will have its own Chair, who sits on the Organising Committee.  
 
The role of each Subcommittee Chair is to: 

• Work collaboratively with the other Organising Committee members and Subcommittee Chairs to 
develop a calendar of events and activities for the year in collaboration with the school’s Executive 
Leadership Team. 

• Identify opportunities for community engagement and parent education relevant to the purpose of the 
sub-committee. 
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• Liaise with the HVGS Advancement and Community Engagement team in relation to PCA and HVGS 
events and opportunities relevant to the sub-committee.  

• Where relevant to the subcommittee, work to deliver community-focused events (in conjunction with 
the HVGS Advancement and Community Engagement) that will increase community engagement and 
connection. 

• Where relevant to the subcommittee, manage Parents of PCA-led fundraising raffles and initiatives 
and provide suggestions as appropriate. 

• Always maintain a collaborative approach; and 
• Attend all meetings of the PCA and Organising Committee.   

 
Sub-committees must be agreed to at a PCA meeting and their task should be clearly defined in writing as part 
of the minutes of that meeting. All sub-committees shall report their operations in general PCA meetings.  
 
 
Role of the Principal in the PCA 

 
The HVGS PCA can only work well if it has a positive relationship with the Principal. The Principal is an ex-
officio member of the PCA, so the connection with the PCA is strong.  
 
Decisions made at PCA meetings must have the support of the Principal as they have ultimate responsibility 
for the School.   
 
Key aspects of the relationship between the Principal and the PCA: 

• Principal provides leadership, guidance and support to the School; 
• Collaborative and cooperative approach with the PCA; 
• Liaises with the PCA to assist with the delivery of that information for parents and carers where 

appropriate; 
• Regularly updates the HVGS Board on PCA activities and facilitate opportunities for connection, 

communication and collaboration between the PCA and HVGS Board, where appropriate. 
• Principal works closely with the PCA Organising Committee, including: 

o PCA to regularly update the Principal on PCA activities and for the Principal liaises with the PCA, 
as appropriate, on matters of parent/carer relevance while noting that open and transparent 
communication with the broader parent community is a goal of the School; and 

o PCA Secretary to provide the Principal with copies of all PCA meeting minutes. 
 

 
Governance – Meeting Protocols and Procedures  
 
PCA Meetings 
  

• The Organising Committee is to organise monthly PCA meetings during the school terms.  
• All parents and carers will be invited to attend each PCA meeting. 
• PCA meetings will be held at HVGS on Tuesdays at 6.30pm, or at such other times and locations as 

decided by the Organising Committee in consultation with the PCA.  
• Meetings may be held in person or online. 
• If a PCA member wishes to request an item be included for discussion on the agenda, the member 

must submit a written request to the Organising Committee at least 5 business days prior to the 
release of the agenda, unless otherwise permitted by the Chair of the Organising Committee.  
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• The Organizing Committee has discretion to assess and determine if agenda requests are to be 
included in the agenda. When exercising such discretion, the Organising Committee must consider a 
range of factors including: 
o priority of existing matters scheduled on the agenda; 
o whether the matter detailed in the request has already been recently considered by the PCA 

and/or has or will be addressed in the PCA’s recent, current of future activities;  
o whether the request relates to a matter of parent/carer relevance that is within the PCA’s scope or 

would be better addressed through the appropriate channels in the School; 
o whether the request is consistent with the objectives of the PCA. 

 
If the Organising Committee determines the agenda request will not be included on the next meeting’s agenda, 
the Organising Committee will provide a written response to the PCA member who made the request, including 
reference to the above factors (where relevant).  

 
Meeting Etiquette 
 
In the conduct of meetings, the following etiquette will be observed by members: 

• Only one person talks at a time. 
• All speakers are listened to in respectful silence. 
• No ‘side conversations’ are held. 
• Members shall listen to the discussion carefully in order to avoid making points that have already been 

made or asking questions which have already been answered. 
• When the presiding member indicates that the topic of discussion is closed, no further comments are 

made. 
• Members shall not use jargon or indecent language. 
• Members will ensure that all electronic devices (such as mobile phones) are silent and no calls are 

taken during the meeting unless declared prior to beginning of meeting. 
• Members shall stay calm and respectful, regardless of how difficult or challenging the topic.  

 
Community Consultation  
 

• The PCA will consult with its members via a range of mechanisms and will be guided, but not limited, 
by the results of the consultation in its decision-making. 

• The PCA will regularly invite parent feedback through School newsletters and communications. 
 
 
Amendments to the Charter 
 
Subject to clause 5.4(b), amendments to this Charter may be made as follows: 

• amendments may be proposed at any time by the Organising Committee of the PCA at any PCA 
meeting, and be adopted by formal vote at the AGM;  

• amendments may be made by the passing an appropriate motion at a special general meeting of the 
Organising Committee. 

 
Any amendments to the Charter: 

• must be approved in writing by the Principal. Grounds on which the Principal may refuse approval 
would be if the changes were not in alignment with the Purpose, Objectives and Charter of the PCA 
and/or the values, mission and strategic direction of the school; and 

• if requested by the Principal, may need to be submitted to the HVGS Board for approval.  
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Winding Up 
 
The PCA can be dissolved by the passing of a motion at a special General Meeting of the PCA that is 
specifically called for the purpose of providing an opportunity for the school community to discuss the 
dissolution of the PCA (Proposed Dissolution), provided that: 

• the Proposed Dissolution is proposed and signed by at least 10 (ten) PCA members and approved in 
writing by the Principal prior to the special General Meeting being called; 

• 21 (twenty-one) days’ notice in writing of the special General Meeting to vote on the Proposed 
Dissolution has been issued to members;  

• at least 30 (thirty) PCA members attend the special General Meeting; and 
• at least three quarters of the PCA members present at the special General Meeting and entitled to 

vote, vote in favour of the Proposed Resolution to dissolve the PCA.  
 

If the PCA is dissolved under clause 5.5 (a), the PCA’s funds will be dealt with as follows: 
• after all expenses and liabilities are paid, the remaining assets, records and funds of the PCA shall be 

handed over to the Principal to be used for the School. Where possible and considered appropriate by 
the Principal, the Principal must use the remaining assets in accordance with the written directions of 
the dissolved PCA, provided such directions require the assets to be used for the benefit of the School 
and are consistent with the PCA’s objectives as detailed in this Charter.    
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