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	[school name] Primary School Association

Terms of Reference for
Fundraising Sub-Committee




The Fundraising Sub-Committee is responsible for the planning and overseeing of activities that raise funds to improve the School and the learning experience of the students.

1. Functions and Powers of the Sub-Committee
Functions
The Fundraising Sub-Committee has been established to perform the following functions on behalf of the School Association committee:
· Plan and conduct fundraising activities such as school fairs, raffles, quiz nights and other events;
· Develop and recommend a fundraising strategy for approval by the Committee, and implement, monitor and evaluate the fundraising strategy once it is adopted;
· Propose for approval of the School Association Committee for each instance of fundraising (either individually or as part of a broader fundraising plan); and
· Provide a Report to the School Association at each School Association meeting.
This may include:
· Seeking specific approvals from the Principal (in co-ordination with the School Business Manager) in respect of events requiring access to school facilities and resources.
· Dealing with parents, teachers and other volunteers from the school community to execute events.
· Investigate potential fundraising events and opportunities.
· Create a fundraising events calendar and budget for events.
· Identify and maintain a list of existing and potential sponsors and donors.
· Seek funds or in-kind services, thanking sponsors/funders in writing, etc.
· Where relevant, ensure parents/guardians, students, teachers and the school community are aware of developments and initiatives related to the sub-committee’s role Parents and Friends activities), via the newsletter, school website and other approved channels.
Powers
In exercising its functions the Fundraising Sub-Committee has the powers to:
· Meet separately to the committee, including at separate days/times/venues to School Association meetings;
· Enter into agreements for the supply of goods/services and purchase items directly in support of events up to its financial delegation;
· Seek advice and consent from the School Business Manager and/or Principal in relation to events taking place on School premises or utilising school resources; and;
· Send correspondence to sponsors and donors in line with the above.
Governing Law and Regulations
The Fundraising Sub-Committee is to operate in accordance with all applicable laws, rules and regulations, including but not limited to:
· The [school name] School Association Constitution;
· The Education Act 2016 (Tas);
· The Education Act Regulations 2017; 
· Ministerial Instruction No 12 for School Associations; 
· The Secretary’s Instruction No 7 for School Associations (in particular Section 3.5);
· Gaming Control Act 1993 (e.g. for raffles);
· Tasmanian Food Act 2003 (e.g. for selling food); and;
· Any other relevant rules and regulations.

Financial Delegation
The Fundraising Sub-Committee Chairperson is assigned delegation of the greater of:
· $200 for each event or individual fundraising activity (including for tentative events or investigation of the feasibility);
· The agreed cost value specifically included in an approved fundraising plan or event budget (e.g. as committed funds for the event) passed by resolution of by the School Association Committee since the last AGM; or;
· The amount otherwise passed by resolution of the School Association Committee in respect of a specific matter.
Invoices for payment must be promptly presented to the Treasurer. Reimbursements to School Association Committee Members MUST be explicitly passed via a resolution at a School Association Committee meeting in accordance with Section 15 of the School Association’s constitution, and must be accompanied with Tax Invoice/Receipt documents provided to the Treasurer.[footnoteRef:1] [1:  The simplest way to resolve this is for the School Association to pass a motion e.g. “to reimburse Jane Smith for Barbecue Supplies up to $200 upon the presentation of receipts to the Treasurer”, where the estimated value is $150 but is uncertain.] 

All funds received must be deposited in to the School Association’s bank account within 5 business days of receipt and held in a secure location prior to being deposited.

1. Term of Sub-Committee and Membership
The Fundraising Sub-Committee was established at the meeting on 25/03/2024 and will function until dissolved.  
The Fundraising Sub-Committee shall consist of no more than 8 formal members[footnoteRef:2], constituted of:  [2:  In agreeing membership, the Committee needs to consider the size of the Sub-Committee. Larger groups can slow actions and decision-making, and can make it difficult to arrange suitable meeting times and locations.  ] 

· The Sub-Committee Chairperson who is a member of the School Association Committee.
· Up to 2 School Association Committee Members appointed by the School Association.
· The Principal or a staff member designated by the principal, at the sole discretion of the Principal.
· The Treasurer of the School Association, at the sole discretion of the Treasurer.
· Up to a further 3 School Association Members (e.g. Parents/Staff who do not need to be members of the School Association Committee) as agreed by the Sub-Committee Chairperson.
It is anticipated that contributors, observers, and advisors may frequently attend meetings.  These individuals are welcome but will not have formal voting rights for the business of the Sub-Committee.
Appointments by the School Association Committee (including the Sub-Committee Chairperson and School Association Committee members) will be vacated and re-nominated at the first School Association Committee meeting following each AGM.
The School Association Committee reserves its powers to terminate/dissolve the Fundraising Sub-Committee or replace the Sub-Committee Chairperson at any time.
Sub-Committee Roles and Responsibilities
Sub-Committee Chairperson[footnoteRef:3] [3:  The Sub-Committee Chairperson does not exercise the same powers within the School Association as the Chairperson of the School Association Committee. ] 

The Sub-Committee Chairperson shall convene and preside over Sub-Committee meetings unless a Member of the Sub-Committee (who must also be a Committee member of the School Association) is designated as a substitute to convene and preside over the meeting, in advance, by the Sub-Committee Chairperson.  If either is not available, then the meeting cannot proceed.
The Chairperson of the Sub-Committee will:  
· Present written and/or verbal reports to the School Association Committee on activities of the Sub-Committee at the intervals agreed by the Committee;
· Consult with the Sub-Committee Secretary in the preparation of the agenda and check the accuracy of any minutes;
· Monitor time during the meeting;
· Manage conflict of interest and dispute processes.

Sub-Committee Secretary
A member appointed from time to time as the Sub-Committee Secretary (this may be the Chairperson themselves performing that duty) shall perform the functions of Secretary for the Sub-Committee:
· Store accurate records of the Sub-Committee at the school and/or on approved electronic storage;
· Work with the School Association Treasurer to ensure accurate financial records;
· Work with the School Association Secretary to ensure reports, minutes, correspondence and records;
· Prepare and advertise Sub-Committee meetings;
· Prepare and distribute agendas, reports, minutes, correspondence and other records to the meeting;
· Record the minutes of each meeting, ensuring that the minutes reflect decisions, actions, motions, attendance and conflict of interest.

Members
All Members of the Sub-Committee will:  
· Actively participate in the work of the Sub-Committee by:
· volunteering to take assignments,
· contributing to discussions and discourse, and providing advice if applicable,
· attending meetings and voting on decisions,
· drafting documents,
· answering queries relating to the activities of the Sub-Committee, and,
· carrying out other tasks pertaining to the Sub-Committee’s mission;
· Discharge these duties in a civil and polite manner, in line with the committee’s code of conduct.

Meetings
Agenda Items
The Fundraising Sub-Committee Chairperson and the Fundraising Sub-Committee Secretary will determine the agenda 2 working days prior to the next scheduled meeting.
The Fundraising Sub-Committee agenda, with attached meeting papers, will be distributed at least 2 working days prior to the next scheduled meeting.
The Sub-Committee Chairperson has the right to refuse to list an item on the formal agenda, but members may raise an item under ‘Other Business’ if necessary and as time permits.

Decisions and Resolutions
Decisions and recommendations will be made by consensus/majority vote of the Fundraising Sub-Committee.
Out-of-session decisions shall be circulated to all Sub-Committee Members by the Sub-Committee Chairperson or Secretary with a clear proposed motion and response deadline. Members must reply in a forum visible to all members with an indication of Yes-Affirmative/No-Negative/Abstain.  Such decisions shall be taken by a majority, with non-responses deemed to be abstain.  A circulated motion may be taken to be carried prior to the response deadline when a majority of responses received have been in the affirmative/negative.  All out-of-session decisions shall be recorded in the minutes of the next scheduled Fundraising Sub-Committee meeting.
Minutes & Meeting Papers
The minutes of each Fundraising Sub-Committee meeting will be prepared by the Sub-Committee Secretary, and full copies of the minutes, including attachments, shall be provided to the Fundraising Sub-Committee Members no later than 5 working days following each meeting.
All recommendations and decisions will be recorded in the minutes.  
Items requiring approval of the School Association Committee (such as reimbursements) will be presented to the School Association Secretary for inclusion on the School Association Committee agenda.
· The Agendas, Minutes and Meeting papers of each Fundraising Sub-Committee meeting shall be provided to the School Association Secretary or placed in a designated electronic file accessible to the secretary.  Electronic or paper copies of minutes, meeting papers and agendas will be stored with School Association files.  

Frequency of Meetings
The Sub-Committee shall meet as required as determined by the Chair.  Notice of meetings must be provided to Sub-Committee members no less than 3 business days in advance of the meeting date.  

Quorum Requirements
The quorum for a Sub-Committee meeting is one-half of the members of the Sub-Committee plus one. A Sub-Committee must not conduct its business unless a quorum is present.

Conflict of Interest
At the commencement of each Fundraising Sub-Committee meeting, the Chair must ask members to review the agenda and disclose any potential conflict/s of interest which may require them to be excused from deliberation and decision-making when that agenda item is raised.  This must include declaring any membership or official duties of any other associations or committees.  This must be recorded in the minutes.
In addition, if a member of the Fundraising Sub-Committee has a direct or indirect interest in a contract entered into by the School Association, or a proposed contract that the School Association is considering entering into, the member:
· Must disclose the conflict of interest to the Committee or Sub-Committee as soon as he or she becomes aware of it; and
· Must not take part in any deliberation or decision of the School Association or Sub-Committee that relates to that contract or proposed contract.

Reporting
The Fundraising Sub-Committee Chairperson or their delegate must provide a report to the School Association Committee at each meeting, outlining:
· Completed Fundraising, including costs, revenue and profit and comparison to the budget.
· Upcoming (Approved) Fundraising, including current actions.
· Financial Requests:
· Payment Requests, Reimbursement Requests to Committee Members.
· Proposed (Non-Approved) Fundraising, including a high-level budget and resource requirements;
· Including Pre-Approval for Expenses as required.
· The Current Fundraising Calendar.

Dispute Resolution
It is always best to discuss issues openly within the Sub-Committee; however, in the event of a dispute of the Sub-Committee, the following process shall be followed:  
· Step One:	If the matter is not resolved, the Chairperson of the Sub-Committee will coordinate any dispute resolution process.  Where the dispute involves the Chairperson of the Sub-Committee, the issue should go to the School Association Committee Chairperson.
· Step Two:	If this does not resolve the matter, the issue will be presented to the School Association Committee Chairperson for resolution.
· Step Three:	If the matter cannot be resolved by the School Association Committee Chairperson, the matter may be referred to the Director, School Improvement.  
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