
 
 
 
 
 
 

ST MICHAEL’S COLLEGE P&F ASSOCIATION INC. 

MEETING MINUTES 

1. MEETING DETAILS 

Date Location Start Time End Time 

18/11/2025 SMC Boardroom and Online 7:02pm 7:44pm 

Attendees – in person 

Chris Allom, Sister Anne, Robyn Ingham 

Attendees – virtual 

Chloe Strickland, Rebecca Arnold, Jessica Hales, Tim Ingham, Lizzy Timms, Emily Beard, 

Apologies 

Nadia Cunningham, Melita Burchardt, Seona Pradella 

Minutes Taken By 

Chloe Strickland – Secretary 

Acknowledgment to Country, Welcome and Opening Prayer 

Acknowledgement to Country was read by Robyn, who also welcomed everyone to the 

meeting. Sister Anne opened the meeting in prayer. 

2. PREVIOUS MEEETING REVIEW 
A summary of discussions and action items from the previous meeting. Include status updates on action items 

from the previous meeting. 

I. Minutes from Previous Meeting 

• Minutes from previous meeting were distributed to those attending in person 

− Action items – N/A 

 

 



 
 
 
 
 
 

3. AGENDA 
A brief outline of the topics or agenda items for the meeting. 

 Agenda Items Presented By 

1.  Review Previous Action Items Robyn Ingham 

2.  Correspondence Robyn Ingham 

3.  President’s Report Robyn Ingham 

4.  Treasurer’s Report and Financial Statement Tim Ingham 

5.  Principal’s Report Chris Allom 

6.  Deputy Principal’s Report Chrissy Wellwood 

7.  Board Representative Report Kaylee Vass 

8.  Fundraising Report Melody Jonckheere 

9.  General Business All Members 

4. DISCUSSION POINTS 
Include a detailed discussion of each agenda item. Include key points, decisions, and information shared during 

the discussion. Include any presentations or visuals shared during the meeting. 

I. Correspondence 

• Incoming 

− Nil 

• Outgoing 

− Nil  

Business arising from Correspondence 

• Nil 

II. President’s Report 

• The annual President’s Report has been submitted and will be published in the program 

for Presentation Day to be held on 19/11/2024 

Business arising from President’s Report discussion 

• N/A 



 
 
 
 
 
 

III. Treasurer’s Report 

• The Treasurer’s Report and Financial Statement are attached for reference 

• The $3000 deposit for the fair rides has been paid 

• All funds have been transferred to a higher interest rate account 

Business arising from Treasurer’s Report discussion 

• N/A 

IV. Principal’s Report 

• The Principal’s Report is attached for reference 

• Chris will share information regarding parent feedback on staff part-time arrangements 

Business arising from Principal’s Report discussion 

• Chris will share information regarding parent feedback on staff part-time 

arrangements 

V. Deputy Principal’s Report 

• Chrissy was unavailable to attend the meeting 

Business arising from Deputy Principal’s Report discussion 

• Nil 

VI. Board Representative Report 

• Kaylee was unavailable to attend the meeting 

• The next board meeting is to be held on 19/11/2024 

Business arising from Board Representative Report discussion 

• Nil 

VII. Fundraising Report 

• Christmas Raffle 

− Feedback that some children have misplaced their raffle ticket booklets  

▪ Melody notes that there are more booklets available if required, collect from the 

office 

− There is an incentive to sell the most tickets (Crayola pack) 

• Guest Speakers 

− Two events have been booked through the College  

▪ Think U Know (adopt a cop) – Term 1 



 
 
 
 
 
 

▪ Science of Reading – late Term 1 

− The P&F are arranging the following: 

▪ Restorative Practices 

▪ Justin Coulson 

▪ iMkind movement 

▪ Parenting Children with ADHD  

− Decision made to set up Facebook group for people interested in being part of the 

guest speaker committee 

− Look to sell tickets to outside schools etc for higher cost speakers to recoup money 

• 2025 College Fair 

− There has been one applicant for the Fair Coordinator position 

− Re-distribute EOI 

− Include information in the next newsletter + email from Kerrie re: EOI for stall 

convenors 

• 2025 Calendar of Events 

− Term One 

▪ Beginning of the year event - end of term one due to temperature/risk of 
storms 

▪ Possibly a disco/movie night 
▪ Past 3 years has been a community bbq in the first two weeks which has been 

unmanageable  
▪ Colour Run (afternoon) same day as Easter parade (morning) 

− Term Two 
▪ Abbeystowe 
▪ Mothers Day stall 
▪ Fair 
▪ (T2 holidays - Medieval Tournament) 

− Term Three 
▪ Fathers Day stall 
▪ Trivia/bingo ? 
▪ Disco ? 

− Term Four 
▪ Christmas raffle 

Business arising from Fundraising Report discussion 

• Set up Facebook group for people interested in being part of the guest speaker 

committee  

• Re-distribute EOI for Fair Coordinator position 

• Include information in the next newsletter + email from Kerrie re: EOI for stall 

convenors 



 
 
 
 
 
 

VIII. General Business 

• Nil 

Business arising from General Business discussion 

• N/A 



 
 
 
 
 
 

10. ACTION ITEMS 
List action items and identified during the meeting. Include responsible parties assigned to each item, due dates for each item, and note action items carried forward from 

previous meetings. 

Action Item Owner Due Date Status Outcome 

Previous Action Items 

Liaise with BANTACS to arrange for audit to be 
undertaken – will advise of date for audit 
when confirmed 

Tim Ingham 17/03/2025 Ongoing 
Tim will ensure audit is 

conducted prior to AGM in 
March 2025 

Follow up on timeframe for speed signs being 
delivered 

Chris Allom 18/11/2024 Ongoing  

The P&F is required to develop a 
policy/procedure as to money management 
(counting and handling etc.)  

Shona Edmunds, Tim 
Ingham & Ben Taylor 

- Ongoing 

Jodie (Director of Finance) is 
developing a school process 

around cash handling which will 
feed into the P&F 

Place order for Mother’s Day stall items 
Melody Jonckheere & 

Nadia Cunningham 
21/02/2025   

Create a Facebook post asking for local 
businesses to contribute to the stall 

Lizzy Timms 21/02/2025   

Complete required documentation for Colour 
Run 

Tim Ingham 18/02/2025   



 
 
 
 
 
 

P&F to discuss incentives for 
individuals/classes raising most amount of 
money 

P&F Ongoing   

Distribute Colour Run decorations and 
correspondence around the school 

Melody Jonckheere & 
Nadia Cunningham 

01/03/2025   

Contact the Toorbul/Donnybrook Rural Fire 
Brigade to discuss water allocation / 
requirements 

Melody Jonckheere 21/02/2025   

Decide on whether to cater for the Sarah 
Templeton ADHD presentation, and if so, what 
to provide 

P&F 01/03/2025   

Liaise with Sarah to identify how many tickets 
have been sold 

Robyn Ingham 21/02/2025   

Finalise Fair prospectus for distribution Michelle Hendry 03/03/2025   

Newsletter re: Fair to be developed and 
distributed, to include changes to volunteer 
slots and run time 

Michelle Hendry & 
Lizzy Timms 

21/02/2025   

Contact ride provider to amend quote based 
on which rides were requested 

Tim Ingham 21/02/2025   

Liaise with Abbey whether P&F can have a 
second stall for drinks 

Sister Anne 17/03/2025   



 
 
 
 
 
 

Provide trivia night proposal to Chloe to 
distribute 

Robyn Ingham 21/02/2025   

Arrange for online nominations for P&F 
Executive Positions prior to the AGM 

Lizzy Timms 01/03/2025   

Develop online voting forms for P&F AGM Chloe Strickland 17/03/2025   

Volunteers required to organize current 
donations in the shed in the lead up to the 
Fair 

P&F 17/03/2025   

Liaise with Wellbeing Team as to how the 
IMKND movement can align with the College 
curriculum 

Chris Allom 17/03/2025   

New Action Items 

Share information regarding parent feedback 
on staff part-time arrangements 

Chris Allom 17/02/2025   

Set up Facebook group for people interested 
in being part of the guest speaker committee  

Lizzy Timms 17/02/2025   

Re-distribute EOI for Fair Coordinator position Lizzy Timms 17/02/2025   

Include information in the next newsletter + 
email from Kerrie re: EOI for stall convenors 

Lizzy Timms 17/02/2025   



 
 
 
 
 
 

11. MEETING CONCLUSION 
Confirm the date, time, and location of the next meeting. 

Community Event Meeting 

Date Time Location 

17/02/2025  7:00pm Boardroom and Online 

03/03/2025 (Fair Meeting) 7:00pm Boardroom and Online 

12.  ATTACHMENTS / SUPPORTING MATERIAL 
Link or attach relevant documents, presentations, or reports discussed during the meeting. 

Materials 

• Treasurer’s Report and Financial Statement 

• Principal’s Report 

 


