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Parent Committee Responsibilities 
 
(May be modified to suit the context of the school following discussions with the School Co-

ordinator and the teachers. In the case of unresolved matters, consultation should be sought with 

the representative of the Polish Education Commission in Australia.) 

 
The Parent Committee is required to: 

• Ensure appropriate locality and conditions for lesson teaching and learning. 

• Secure school finances. 

• Collect school fees. 

• Acquire funds and donations, as well as organise fundraising events. 

• Ensure payment of honorarium to teachers. 

• Prepare annual summary of school financial statements. 

• Co-operate with co-ordinator and teachers. 

• Co-operate with the Polish Education Commission in Australia. It is recommended that a 

representative from the Parent Committee attend meetings with the body mentioned, in 

order to obtain information regarding the operations of the school during the year, and 

present a rationalised summary of school activity for each year. 

• Maintain advertising and promotion, building the reputation of the school externally, in 

order to ensure the enrolment of new students. 

• Execute requests issued by the School Co-ordinator, and its teachers. 

• Purchase teaching and supplementary educational materials 

• Assist in the organisation of excursions, competitions, and out-of-school activities. 

• Ensure transport and care of students during excursions, performances, and other out-of- 

school activities. 

• Organise insurance for excursions or any other out-of-school activities. 

• Inform parents of upcoming out-of-school activities and obtain parental permission for 

children to attend activities. 

• Ensure, together with the School Co-ordinator, that all relevant parties possess a current 

Working with Children clearance. 

• Provide a representative from the Parent Committee to partake in the appointment of a 

new School Co-ordinator, and new teachers. 
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School Co-ordinator Responsibilities 
 

The Co-ordinator: 

• Operates as the contact between the teaching staff and the Parent Committee, and 

corresponds with the Office of Multicultural Interests (OMI) which oversees the 

educational operations of the school. 

• Is to be selected by a representative from the teaching staff and a representative from the 

Parent Committee. In the case of disagreement, consultation should be sought from a 

representative of the Polish Education Commission in Australia. 

• Is responsible for planning the school calendar and timetable including: number of lessons, 

break schedule, religious studies, and any extra-curricular activities (singing, art, drama). 

• Organises and prepares, together with the teaching staff, presentations and performances 

for national days of significance, and other applicable events. 

• Organises, in consultation with the Parent Committee, excursions, picnics, and other out-

of-school activities. 

• Leads school assemblies, and informs parents of any relevant information. 

• Seeks relevant educational and supplementary resources. 

• Works closely with teachers, the Parent Committee, OMI, and the Polish Education 

Commission in Australia. 

• Is responsible for the organisation of classes, the allocation of staff, substitutions, and the 

execution of the curriculum, including assisting teachers in the selection of teaching 

materials, where necessary. 

• Should regularly meet with staff in order to provide current information, and discuss issues 

of concern, as raised by the Parent Committee. 

• Ensure, together with a representative from the Parent Committee, that all relevant 

parties possess a current Working with Children clearance. 
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Teaching Staff Responsibilities 
 

Teachers need to: 

• Punctually commence lessons, ensure professional development, and prepare for each 

lesson. 

• Execute a learning programme as approved by Office of Multicultural Interests (OMI). 

• Seek appealing educational materials for lessons such as interesting books and audio-

visual materials. 

• Maintain care, safety, and discipline of children during lessons. 

• Prepare, in co-operation with the School Co-ordinator, students for celebrations of days 

of significance, school assemblies/performances, and excursions. 

• Inform the School Co-ordinator of any intended absence in order to permit the 

arrangement of substitutions. 

• Co-operate with the Co-ordinator and OMI, as well as attend teacher meetings. 

• Inform the Co-ordinator of any concerns or difficulties, including those raised by a parent. 

• Be selected by the Co-ordinator of the school, in agreeance with the Parent Committee 

representative and the teaching staff representative. In the case of disagreement, 

consultation should be sought with the representative of the Polish Education Commission 

in Australia. 

• Understand their position may be discontinued by the Co-ordinator, after consultation 

with a representative from the Parent Committee and teaching staff, if the teacher does 

not meet their obligations, or due to drastic professional misconduct.  

 


