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Kelvin Grove State College 
Parents and Citizens Association – Annual General Meeting 

MINUTES 
15/03/2021 – 7:00 pm 

College Library - Kelvin Grove State College 
1. WELCOME & APOLOGIES  
1.1 Meeting commenced at 7.00 pm.  
1.2 Attendance and apologies - refer to Attendance Register. 
 
2 .RATIFICATION OF MINUTES OF PREVIOUS AGM  
2.1 GA moved and MK seconded that the minutes of previous AGM be accepted as printed. Carried.  
 
3. RECEIPT AND ADOPTION OF PRESIDENT’S REPORT  
3.1 See attached report. GA moved and MK seconded. Carried.  
 
4. RECEIPT AND ADOPTION OF TREASURER’S REPORT  
4.1 See attached report. GA moved and MK seconded. Carried.  
 
5. RECEIPT AND ADOPTION OF THE ASSOCIATION’S AUDITED FINANCIAL STATEMENT  
5.1 Financial audit completed. Clean audit - report posted onto website. GA moved and MK seconded. Carried.  
 
6. ALL MEMBERSHIPS LAPSE  
6.1 GA advised that all memberships have lapsed.  
 
7. APPLICATIONS FOR MEMBERSHIP (TO INCLUDE RENEWALS)  
7.1 LP moved that all new memberships for 2020 be ratified. Seconded CL. Carried. 
 
8. ELECTION OF OFFICERS/EXECUTIVE COMMITTEE  
President asked Secretary if she would like to speak to the email of 04/02/2021. Secretary informed the 
meeting she has submitted a ministerial complaint. She explained the complaint is based on communication 
and actions of other executive committee members in relation to issues identified with the swim club sub-
committee. Issues included a swim club committee member doubling as a paid employee from Feb 2019 to 
July 2020 and lack of blue card information provided by the swim club committee to the P&C executive. 
Secretary described issues sighted in the complaint in relation to communication and actions of other P&C 
executive members with her in relation to these issues. President, Treasurer and Exec Principal responded by 
advising they have not seen a copy of the complaint. President and Treasurer also advised they do not agree 
with the accusations made by the Secretary.  
8.1 LP took over the role of chair of the meeting. 
8.2 President: Grant Asser self-nomination and seconded by MK. Carried.  
8.3 Treasurer:  Michelle King self-nomination and seconded by KL. Carried.  
8.4 Secretary: Christine Leslie self-nomination and seconded by CCW. Carried. 
8.5 Vice-President: Rebecca Foley and Kerry Nisbet. Both self-nominations and both seconded by GA. Carried.  
 
9. CONFIRMATION OF CONTINUING SUB-COMMITTEES OF THE ASSOCIATION (INCLUDING APPOINTMENT OF 
MEMBER OF EACH SUBCOMMITTEE)  
9.1 Business Operations Committee (BOC): Chair: Michelle King. 
9.2 Junior School P&C Chair: Rebecca Foley, Treasurer: Melissa Wicks, Secretary - Melanie Duncan (interim).  
9.3 Music Supporters Group - Chair: Kate Flamsteed, Treasurer: Cathy Olivieri, Secretary: Kirsten Winter. 
9.4 KG Swim Club Committee – Club suspended in 2020. No members. 
 
10. APPOINTMENT OF THE ASSOCIATION’S AUDITOR 
10.1 GA moved to re-appoint the current auditor. Seconded by MK. 
 
11. APPOINTMENT OF THE QUEENSLAND COUNCIL OF PARENTS AND CITIZENS ASSOCIATIONS (QCPCA) 
REPRESENTATIVES 
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11.1 President and Treasurer recommended to have multiple representatives given the size of KGSC and the 
KGSC P&C.  Representative to include: Louise Titterton, Kirsten Lovejoy and Russell Robinson. Seconded by CL. 
 
12. ADOPTION OF THE STUDENT PROTECTION RISK MANAGEMENT STRATEGY 
12.1 See attached report. Moved by GA. Seconded by CL. 
 
13. GENERAL BUSINESS 
13.1 See attached Treasurer’s report. Moved by GA. Seconded by DS. 
13.2 Constitution – Currently being reviewed by department, but not released in time for AGM. 
13.3 Uniform Review – none this year. 
13.4 Health and Safety initiatives that need to be rolled over to 2021: (1) No button batteries and (2) road 
safety. 
 
14. CLOSE 
14.1 AGM closed at 8:15pm. 
 
15. ATTACHMENTS 

1. Treasurer Report 
2. Audited Financial Statement 
3. Student Protection Risk Management Strategy 



Kelvin Grove State College P&C Association AGM Meeting  

Attendee List 
Date 15/03/2021 

NAME NAME 
Grant Asser Melissa Wicks 
Llew Paulger Dorisca Signoretto 
Kim Lovat Cecelia Chong Wah 
Sandy Rogers Kate Flamsteed 
Jeff Wilson Kristen Lovejoy 
David Marreveld Michelle King 
Michelle Doidge  
Christine Leslie  
Melanie Duncan  
Rebecca Foley  
Russell Robinson  
Jessica Walker  
Kristy Boyd  
Matthew Cranitch  
Julie McMahon  
Dianne Peck  
Jodie Green  

APOLOGIES APOLOGIES 
Eileen O’Hely  
Lisa Pomery  
Kerry Nisbet  
  
  
  
  
  

 



President’s Report 2020 

 

As you know, 2020 was a year marred by Covid-19. I would like to therefore focus on 

thanking a select few people who have gone over and above this past year to ensure the 

negative impact on the P&C, and College community, was minimised. The P&C response to 

the challenges thrust upon us is something we can be proud of. Firstly, I would like to thank 

all the P and C staff, led by the Business Manager Kim, for continuing to provide service to 

the College Students, Staff and community during this very trying time.  

Secondly, I would like to thank Michelle King, Jo Hamer, Kerry Nisbet and Maree Bell for 

their efforts ensuring that we were able to rapidly put into place support mechanisms and 

policies to ensure the emotional and financial wellbeing of the P&C staff during the Covid 

crisis.  It has been a pleasure to be the President of an organisation that places the well 

being of staff foremost in the decision-making process.  

With the financial constraints placed upon the P&C during Covid, due to revenue 

uncertainty, no major projects were undertaken during 2020. With significant funds at the 

P&C’s disposal and with the improving Covid outlook, it is hoped that larger projects can 

again be commenced in 2021.  

Finally, I would like to encourage anyone with a strong community focus to consider a 

rewarding role on the Executive committee. 

  

Grant Asser 

2020 KGSC P&C President 



P a r e n t s   &   C i t i z e n s ’  A s s o c i a t i o n  
 

K e l v i n  G r o v e  S t a t e  C o l l e g e  
 

KGSC P&C Association 
PO Box 2084, Kelvin Grove Qld 4059 

Phone: 0478 620 366 Email: kgscpandc@gmail.com 

 
 

Treasurer’s Report AGM 2021 
 

2020 Annual Report 
2021 Budget 

February 2021 Monthly Report  
 
 
This report includes: 

• 2020 Annual Report 
• 2021 Budget 
• 2021 proposed Strategic Projects for this year 
• Monthly financials for February 2021 

 
Included in or attached to the Report: 

• 2020 Balance Sheet 
• 2020 Profit and Loss  
• Tuckshop spend report  
• 2021 Budget  
• Strategic Projects for 2021 and proposed costs 
• Profit and Loss report for February 2021  

 
Let me know if you have any questions about the report, our budget, or our finances in 
general. Contact Michelle King at kgscpctreasurer@gmail.com  
 
 

  



 
  Page 2 of 17 

 
 

                             

Treasurer’s Report: Annual Report 2020 
2020 was a rollercoaster of a year for the P&C. We came through very well, thanks to some 
hard work and a lot of government support. With Queensland returning to business as usual 
earlier than many other States, we actually ended up being quite close to our original budget 
for the year. On the next page is our Balance Sheet, followed by our Profit and Loss for 2020. 
 
Our 2020 Profit and Loss is next and breaks down this income/spend for 2020. Key points: 

• Income for the year was basically the same as 2019, with our Total Income at 
$2,308,996.99 and our Gross Profit $1,754,630.06.  

• We received $310,500 in Job Keeper and $100,000 as Cash Flow Boost subsidy 
• Our OSHC income was affected by Covid:  

o fees were reduced as the special subsidy for childcare took over during the 
peak of Covid in 2020 

o Overall, this meant our OSHC income remained similar to 2019  
o Grants were up 20% while fees were down 30%  
o Compared to 2019, our OSHC income was down around $80,000, but this 

should be back to normal in the coming year, Covid permitting  
• Sales were also down due to Covid, as expected, at $963,232.13 which was 15% less 

than 2019. Sales are expected to return to normal in 2021. 
• Payroll was higher than expected in 2020, this was because of Job Keeper 
• Covid also affected some other expenses such as Vacation care (lower due to limited 

activities and travel; Professional Fees (higher with more bookkeeping work due to 
grant, cash boost and Job Keeper administration); and Swim Club operations which 
were discontinued for most of the year and are still on hold.   

• The line item to look for here is our “Net Ordinary Income,” which was only down 
17.6% from 2019 ($438,030.62 in 2020 compared to $531,364.42 in 2019).   

• Because of the way we budget and record spending for the P&C, our tuckshop costs, 
annual College support and the chilled bubblers project meant a spend of 
$505,560.99 during 2020.  

• This means we recorded a Net Income of -$14,607.56 for the year, which, given we 
spend half a million dollars on existing projects and support for the College, is an 
amazing result.  

• Our total equity at the end of 2020 was $895,210.05 
Overall, I think we should be very proud of what we achieved last year in all our businesses 
and support for our staff and the College in a difficult and uncertain time. I would 
particularly like to thank Maree Bell, our bookkeeper, for her work above and beyond, and 
for answering a LOT of questions; and Kim Lovat for being so helpful, efficient, and all-round 
amazing! You both have made a long year as Treasurer a much better time than it would 
have been otherwise. Grant and Jo were so supportive as we went through Covid in the first 
part of the last year, thank you both for getting us all through it! And to all our staff, thanks 
so much for making our P&C businesses so successful, and for all you do to contribute to the 
College every day.  
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Dec 31, 20

ASSETS
Current Assets

Chequing/Savings
KGSC P&C CBA Cheque Acc 4982 54,334.17
KGSC P&C CBA Invest 3825 447,042.50
KGSC P&C CBA Build F 3833 9,868.94
KGSC P&C CBA OSHC Acc 4990 212,789.53
KGSC P&C Visa Debit 7052 1,570.32
KGSC P&C CBA JPAG 3817 32,002.07
KGSC P&C CBA Swim Club Acc 3809 41,437.24

Total Chequing/Savings 799,044.77

Accounts Receivable
Accounts Receivable 26.00

Total Accounts Receivable 26.00

Other Current Assets
Canteen Float 420.00
Stock on Hand

Canteen Stock 1,439.71
Jnr Sch TShop stock 1,124.36
Stationery 183.09
Uniforms 129,966.91

Total Stock on Hand 132,714.07

Transaction Clearing Account 25.49

Total Other Current Assets 133,159.56

Total Current Assets 932,230.33

TOTAL ASSETS 932,230.33

LIABILITIES
Current Liabilities

Accounts Payable
Accounts Payable 5.50

Total Accounts Payable 5.50

Other Current Liabilities
GST Payable 2,434.09
Payroll Liabilities

Paid Parental Leave owing 22,356.35
Parental Leave Paid -19,189.97
PAYG Tax Payable 19,022.42
Superannuation Payable 12,391.89

Total Payroll Liabilities 34,580.69

Total Other Current Liabilities 37,014.78

Total Current Liabilities 37,020.28

TOTAL LIABILITIES 37,020.28

NET ASSETS 895,210.05

EQUITY
JPAG Reserve Funds 50,640.38

9:43 PM KELVIN GROVE STATE COLLEGE P & C ASSOC
05/02/21 Balance Sheet
Cash Basis As of December 31, 2020
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Jan - Dec 20 Jan - Dec 19 $ Change % Change

Ordinary Income/Expense
Income

Federal Govt JobKeeper Wage Sub 310,500.00 0.00 310,500.00 100.0%
Donations 10.00 500.00 -490.00 -98.0%
Fees - OSHC 390,872.81 563,802.81 -172,930.00 -30.70%
Fund Raising 16,550.00 43,751.24 -27,201.24 -62.20%
Grants/Subsidies 605,629.91 504,880.52 100,749.39 20.0%
Interest Income 377.05 1,174.43 -797.38 -67.90%
Misc Income 5,360.09 9,382.42 -4,022.33 -42.90%
Sales 963,232.13 1,132,674.59 -169,442.46 -15.0%
Swimming Club income 16,465.00 21,128.00 -4,663.00 -22.10%
Volunteer Donations 0.00 1,910.00 -1,910.00 -100.0%

Total Income 2,308,996.99 2,279,204.01 29,792.98 1.30%

Cost of Goods Sold
Opening Stock 122,096.24 110,747.44 11,348.80 10.30%
Stock Purchases 561,893.60 649,367.46 -87,473.86 -13.50%
Closing Stock -132,530.98 -122,096.24 -10,434.74 -8.60%
Sale Proceeds 2,908.07 2,422.51 485.56 20.0%

Total COGS 554,366.93 640,441.17 -86,074.24 -13.40%

Gross Profit 1,754,630.06 1,638,762.84 115,867.22 7.10%

Expense
Administration P&C 1,383.25 1,877.40 -494.15 -26.30%
Art & craft supplies 6,768.15 5,652.90 1,115.25 19.70%
Bank & Govt Service Charges 20,265.38 20,421.29 -155.91 -0.80%
Child Safety 0.00 385.35 -385.35 -100.0%
Cleaning 7,513.80 8,319.11 -805.31 -9.70%
Computer & Internet 7,108.14 5,970.63 1,137.51 19.10%
Fundraising 18,489.53 12,095.31 6,394.22 52.90%
Gifts and Donations 0.00 120.00 -120.00 -100.0%
Health & Safety 1,241.76 0.00 1,241.76 100.0%
Insurance 2,330.36 2,053.44 276.92 13.50%
Meals 22,824.76 27,554.08 -4,729.32 -17.20%
P and C Function 696.84 630.97 65.87 10.40%
Parent Liaison 0.00 119.52 -119.52 -100.0%
Parent Training 0.00 181.82 -181.82 -100.0%
Payroll Expenses 1,151,611.85 928,036.51 223,575.34 24.10%
Postage Print and Stationery 9,548.63 9,002.83 545.80 6.10%
Professional Fees 14,843.75 13,241.25 1,602.50 12.10%
Repairs & Maintenance 5,592.64 4,030.57 1,562.07 38.80%
Staff Training 8,180.35 7,695.91 484.44 6.30%
Subscriptions/Registrations 7,884.26 5,105.40 2,778.86 54.40%
Swimming Club Coaches Fees 11,308.75 12,477.50 -1,168.75 -9.40%
Swimming Club expense 300.00 465.00 -165.00 -35.50%
Telephone 1,694.65 1,884.27 -189.62 -10.10%
Vacation Care 17,012.59 40,077.36 -23,064.77 -57.60%

Total Expense 1,316,599.44 1,107,398.42 209,201.02 18.90%

Net Ordinary Income 438,030.62 531,364.42 -93,333.80 -17.60%

Other Income/Expense
Other Income

Fed Govt Cash Flow Boost 100,000.00 0.00 100,000.00 100.0%

Total Other Income 100,000.00 0.00 100,000.00 100.0%

Other Expense
Chaplaincy 20,000.00 20,000.00 0.00 0.0%
Equipment Purchases 24,977.19 16,468.88 8,508.31 51.70%
Kelvin Grove State College 505,560.99 110,155.00 395,405.99 359.0%
Senior Canteen Refurb 2,100.00 14,544.21 -12,444.21 -85.60%

9:28 PM KELVIN GROVE STATE COLLEGE P & C ASSOC
05/02/21 Profit & Loss Prev Year Comparison
Cash Basis January through December 2020

Page 1



 
  Page 6 of 17 

 
 

                             

  



 
  Page 7 of 17 

 
 

                             

Tuckshop Renovation  
The final cost was $441,179.05. 
 

Description Amount Paid by P&C Remaining 

Progress Payment (24951)  
[Paid 17/03/2020] 

$102,939.84 $102,939.84  

Progress Payment (25715)  
[Paid 10/03/2020] 

$95,865.70 $95,865.70  

Progress Payment (25054) 
Invoice 166223 
[Paid 25/05/2020] 

$168,297.41 $168,297.41  

Progress Payment (25278) 
Invoice 166300 

$29,909.03 $29,909.03  

Progress Payment  
Invoiced September 2020 

$11,842.03 $11,842.03  

Project Management Fees 
(2105) [Paid 17/03/2020] 

$5,000 $5,000  

Project Management Fees 
(2300) [Paid 17/03/2020] 

$5,000 $5,000  

Project Management Fees 
(2380) Invoice 166223 
[Paid 25/05/2020] 

$4,207 $4,207  

Food Strategy Costs/Design 
Architect 

$13,151 
 

$15,998.07  

Heritage Architect 
 

$4,000 $2,100  

Total $440,212.01 $441,179.05 $0 

  



 
  Page 8 of 17 

 
 

                             

Treasurer’s Report: BUDGET 2021 
Budgeting for this year has been a bit of a “best estimate” exercise, given the strange 
financial year that was 2020. In generating this budget, I have drawn on income and 
expenses from our 2020 and 2019 financial years as some line items will look more like 2019 
than 2020 given the changes we saw last year from Covid 19. I have tried to be conservative 
in estimating income and generous in estimating spending to ensure we keep within budget. 
 
Here are the key points of the Budget (see next page for details): 

• Income: $2,233,223.70  
o OSHC fees are estimated at a 5% increase on 2019 
o Fundraising may be reduced in 2021 given continuing Covid limitations so 

$25,000 is a guide only, well below what we achieved in 2019 ($43,751). I 
would prefer to budget conservatively here and be pleasantly surprised. 

o Our grant income for the OSHC is fairly static as this is set by numbers, hours 
and government policy. 

o Sales are listed around the same as what we made in 2019, a conservative 
figure which allows for further impact from Covid in consumer spending. 
Again, a conservative estimate will ensure we keep within budget.  

o With the P&C still determining the future of the Swim Club, income here is 
listed at zero. 

• Gross Profit: $1,554,961.92 
o Cost of Goods Sold: I have used a 5% increase on our 2019 stock purchase 

total as 2020 was smaller due to Covid.  
• Expenses: $1,326,328.65 

o Salary costs were slightly inflated in 2020 due to the requirements of Job 
Keeper, while for 2021 I used the 2020 actual spend ($1,055,241) as a guide 
to budget $1,050,000 for wages – wages are likely to be lower than this. Our 
2019 Actual was $843,585. 

o Some regular expenses were increased in this budget by 5% to reflect 
inflation/ general costs. Some of these increases have been rounded up to 
the nearest hundred for ease of calculations.  

o Vacation Care was increased to 2019 levels 
• Net Ordinary Income = $228,633.27 

 
The other main spending in our 2021 Budget is our discretionary spending, which is detailed 
in the next section.  
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Budget 2021 
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Strategic Spending (Five Year Plan): 2021 (- 2025) 
The KGSC P&C runs a guideline for strategic discretionary spending (“5 Year Plan”) which provides the 
operational, environmental and economic context for our core strategic spending. The Strategic Spending 
budget is designed to provide a consistent and long-term plan, enabling the P&C to execute and coordinate 
capital works and other major and minor projects with the College and our core businesses. The aim of the 
KGSC P&C, as outlined in our constitution is:  

To promote the interests of and facilitate the development and further improvement of the 
school, by promoting parent participation, encouraging close co-operation between 
parents, students and staff and promoting positive community support.  

This key objectives of KGSC P&C Strategic Spending are to:  

• Support the ongoing development and refurbishment of KGSC P&C operations and businesses 
• Enable the P&C to execute and coordinate capital works with the College 
• Support the creation of an effective and aesthetic learning environment, including capital works 

projects that will provide or improve teacher, student, and/or parent facilities across the College  
• Fund long term infrastructure improvements and services  
• Support large facilities projects and/or communal structures  
• Reserve funds to meet requirements from Government-led programs 
• Plan for refurbishment of equipment such as musical instruments and sporting equipment 

Further work refining the P&C’s policy for strategic spending will be conducted in 2021. 
 

Strategic Spending and the Annual Budget  
The “5 Year Plan,” or Strategic Spending Plan, has been developed by the KGSC P&C over the years through a 
consultative process with the executive, our businesses, the College, and our members at the AGM and 
throughout the year at meetings. It is reviewed on an annual basis at the AGM as part of the annual P&C 
Budget. 
 
The Plan provides the basis for discretionary and/or strategic spending in our annual P&C Budget. Currently, 
we use an estimate of around $300,000 - $350,000 available each year for non-operational discretionary 
and/or strategic spending. This estimate is an average figure – some years may require additional funding 
and some years may require less funding. Strategic spending may also use cash surpluses held by the P&C 
from previous years or from other unspent funds, fundraising, or other income sources.  
 
Most amounts for projects costs in this plan are estimates only. Exact costs of larger projects, choice 
between quotes, and additional spend on approved projects require further approval by motion at P&C 
meetings. Some large projects may list a set amount to scope, cost, or further progress the project. Some 
smaller projects may also be pre-approved by specifying a maximum spend. In these cases, spending may 
proceed as pre-approved by the acceptance of the year’s Strategic spending plan as tabled at the AGM. All 
project costs are reported on and detailed in the monthly Treasurer Reports.  
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Strategic Spending - 2021 Budget (see Table) 
Strategic spending specified in this budget is $162,000. This spending falls into three categories:  
 
Recurring annual support to the College = $94,000. These amounts are ongoing support to the College and 
are the same as budgeted in 2019 and 2020. It is proposed that this spending be reviewed when the P&C 
reviews our policy on strategic spending. We are also following up on the use and consolidation of some 
funds and will report back to the P&C this year with more details. Note the Emergency College fund is being 
topped up this year to a total of $5,000 as it was not topped up in 2020. This allows for discretionary support 
for students in need or at risk.  
 
Recurring variable spending not otherwise budgeted = $23,000. This includes a fund to replace or purchase 
miscellaneous P&C equipment, purchase of musical instruments (not costed here as this is usually paid for 
using the Music Supporters Group fundraising), and for purchasing of library books. We didn’t purchase 
library books in 2019 or 2020 so I have added this in to our approved discretionary spend for 2021 to be 
approved in this Budget.   
 
Strategic Projects = $45,000 up to $315,000. These are our main projects and additional non-recurring 
spending for the year.  
 
Specific Strategic Project Costs listed in Budget for approval = $45,000 
Further Spending = up to an additional amount of $270,000  
 
Specific costs to be approved at the AGM in this Budget. This is money either for the full total of set 
projects/expenses for smaller projects, or a set amount to scope / start to action future projects. For 2021 
this spend would be $45,000, including the following Projects: 

• Solar Covers for the Pool: this was a purchase approved last year. We have one quote for $21,000 
and need a second quote. Money for this purchase would usually come from the Swim Club account 
and be a contribution from the Swim Club to the maintenance of the pool. It is NOT included in the 
Budget total as the money will not come from our yearly budget surplus, but from existing Swim Club 
cash reserves.  

• SUBshop set up assistance: with the new purpose-built SUBshop, we anticipate some small 
additional expenses to add to the fit out of the shop, storage, and staff areas, up to a total of $5,000. 

• Junior Tuckshop: preapproval of a spend of up to $10,000 to fully cost the Tuckshop and office 
project, such as for heritage architect fees, design, and possible grant application assistance. 

• OSHC Policy Review: $3,500 for a Policies and Procedures Customisation Package from QCAN 
(Queensland Children’s Activities Network) for the OSHC to update and streamline their policies and 
procedures.  From their brochure: this includes a customised policy and procedures manual, a toolkit 
of forms, templates and guidelines, and 2 hours of face-to-face implementation and training. This 
usually reduces the policies and procedures by about a third and gives a streamlined manual for 
training and practice.  

• P&C Policy Review: CMS offer a Policy Review and Customisation service for P&Cs to ensure we 
have up to date workplace, executive, financial, and other policies tailored to our businesses and 
activities. Our Policies have not been updated in some time. Preapproval of a spend up to $3500 to 
have this done in 2021.  
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• P&C IT Review and Implementation: An amount up to $3000 for professional IT consultation and 
assistance to set up of the P&C IT systems, including legacy and disaster management, security, and 
implementation of email and document management systems for the P&C and our businesses. 

• New Tables for OSHC: The OSHC tables are stored outside and need to be replaced. Approval of 
spending to supply tables which can be stored outdoors, and which are suitable for moving and use 
in a child-care setting, up to a maximum spend of $5000.  

• Senior Tuckshop Freezer Room: The Senior Tuckshop needs a built-in freezer room, at a cost of up 
to $10,000.  

• OSHC Refurbishment: Our proposed project for 2022/23 is a refurbishment of the OSHC. Approval of 
an amount up to $5000 in 2021 for developing plans, exploring grant and funding opportunities, and 
other planning expenses.  

 
Further spending, costed by project, up to a possible additional $270,000, is listed separately.  

• Junior Tuckshop and P&C Office: The main proposed project for this year is the refurbishment of the 
Junior Tuckshop. This is a much-needed project which will make the Tuckshop larger, provide new fit 
out and equipment, and also include a larger office for our P&C Business Manager. Based on the cost 
of the Senior Tuckshop, this would be a maximum cost of $150,000, depending on the scope and 
quotes ($10,000 of this amount is pre-approved for project scope and design). Additional spend = 
$140,000.  

• Brain Health program (see attached information): Project suggested by the College, to a cost of 
$80,000 in 2021.  

• Middle School Landscaping (Handball Court Area): Project suggested by the College, cost unknown 
but possibly up to $50,000 depending on scope and quotes.  

 
Notes on Spending and Budget for Additional spend on Projects: 

• Spending on these three projects would require additional approval from our membership as each 
project progresses.  

• Our projected budget surplus in 2021 is $66,633 
Net Ordinary Income = $228,633.27 
- Recurring Annual Support $94,000 
= $134,633.27 
- Recurring Variable Spending $23,000 
= $111,633.27 
- Set Strategic Projects $45,000 
= $66,633.27 

• This may be higher or lower depending on our income and expenses for 2021  
• If we approve all projected spending for these projects, this would use all our projected budget 

surplus of $66,633 AND draw from our existing cash surplus an additional $203,366.73  
• We can choose to fund some projects and not others, or parts of some projects, subject to further 

costing and information, and our income and expenses during the year.  
• Note that in planning stages in 2020 it was anticipated that the Junior Tuckshop project would use 

some cash reserves to be fully funded. The cost of only doing the Junior Tuckshop would use our 
Budget surplus AND a cash reserve spend of up to $75,000. 
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P a r e n t s   &   C i t i z e n s ’  A s s o c i a t i o n  
 

K e l v i n  G r o v e  S t a t e  C o l l e g e  
 

KGSC P&C Association 
PO Box 2084, Kelvin Grove Qld 4059 

Phone: 0478 620 366 Email: kgscpandc@gmail.com 

 
Treasurer’s Report: February 2021  
 
Profit and Loss 
Our full Profit and Loss Statements for February 2021 appear at the end of this report.  
 

 February 2021 

Income $200,012.80 

Cost of Goods Sold $155,776.61 

Gross Profit $44,236.19 

Total Expenses 

      ~ Payroll Expenses 

$155,657.62 

[$135,969.24] 

Net Ordinary Income -$111,421.43 

Other Expenses $1,850.35 

Net Income -$113,272.35 

 
Things to note for February: 
We processed three payrolls this month. Other than this, our income is at (pre Covid) 2020 
levels. We also had $126,661.32 to pay this month in Uniform stock orders. This month 
matches what we usually see in February in terms of how our expenses spread throughout 
the year.  
 

Individual Areas: Net Income February 

OSHC -$29,316.55 

Senior Tuckshop $16,415.57 

Junior Tuckshop $117.40 

SUBshop 

- Secondhand Uniforms 

-$91,628.21 

$110.00 

Junior School P&C No Activity 

Swim Club -$50 

Music Supporters Group No Activity 
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Our Accounts at 28 February 2021:  
 
KGSC P&C CBA Cheque Acc      $109,196.74 
KGSC P&C CBA Invest      $447,050.10 
KGSC P&C CBA Build F      $10,268.94 
KGSC P&C CBA OSHC Acc     $220,443.35 
KGSC P&C Visa Debit      $1,993.83 
KGSC P&C CBA JPAG      $32,057.07 
KGSC P&C CBA Swim Club Acc     $41,382.24 
Total Chequing/Savings     $862,337.27 
 
 

Motions: 
• That the P&C accept the Audit of our 2020 accounts 
• That the P&C approve Walter Williams to continue as Auditor for 2021 
• That the P&C approve the 2021 Budget  
• That the P&C approve the current “Total Approved in 2021 Budget” Strategic 

Spending, all spending to be reported back to the P&C as projects progress 
• That the P&C approve the Junior Tuckshop Project in principle, subject to budget 

and cost, and quote approval at later meetings. That the P&C recognizes this project 
will be partially funded from cash reserves and existing equity.   
 

 
If you have any questions about the accounts, Audit Report, or Budget, contact me directly 
at kgscpctreasurer@gmail.com  

 
 

 
Michelle King 
Treasurer 
Kelvin Grove State College Parents and Citizens Association 
kgscpctreasurer@gmail.com 
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Feb 21 Feb 20 $ Change % Change

Ordinary Income/Expense
Income

Donations 400.00 0.00 400.00 100.0%
Fees - OSHC 45,828.14 48,374.56 -2,546.42 -5.30%
Grants/Subsidies 46,025.45 41,653.70 4,371.75 10.50%
Interest Income 3.80 55.16 -51.36 -93.10%
Misc Income 196.30 880.00 -683.70 -77.70%
Sales 107,559.11 98,695.25 8,863.86 9.0%
Swimming Club income 0.00 4,090.00 -4,090.00 -100.0%

Total Income 200,012.80 193,748.67 6,264.13 3.20%

Cost of Goods Sold
Stock Purchases 155,776.61 117,377.61 38,399.00 32.70%

Total COGS 155,776.61 117,377.61 38,399.00 32.70%

Gross Profit 44,236.19 76,371.06 -32,134.87 -42.10%

Expense
Administration P&C 123.64 104.54 19.10 18.30%
Art & craft supplies 23.09 0.00 23.09 100.0%
Bank & Govt Service Charges 3,026.84 2,607.07 419.77 16.10%
Cleaning 554.84 131.60 423.24 321.60%
Computer & Internet 744.73 85.25 659.48 773.60%
Health & Safety 35.59 0.00 35.59 100.0%
Insurance 2,161.19 0.00 2,161.19 100.0%
Meals 2,110.48 1,988.63 121.85 6.10%
P and C Function 248.53 110.62 137.91 124.70%
Payroll Expenses 135,969.24 85,094.03 50,875.21 59.80%
Postage Print and Stationery 10.50 314.66 -304.16 -96.70%
Professional Fees 5,275.00 0.00 5,275.00 100.0%
Repairs & Maintenance 270.00 28.45 241.55 849.0%
Staff Training 507.00 50.00 457.00 914.0%
Subscriptions/Registrations 1,722.40 2,650.00 -927.60 -35.0%
Telephone 118.18 154.02 -35.84 -23.30%
Vacation Care 2,756.37 1,512.00 1,244.37 82.30%

Total Expense 155,657.62 94,830.87 60,826.75 64.10%

Net Ordinary Income -111,421.43 -18,459.81 -92,961.62 -503.60%

Other Income/Expense
Other Expense

Equipment Purchases 1,850.92 530.31 1,320.61 249.0%
Kelvin Grove State College 0.00 60,000.00 -60,000.00 -100.0%

Total Other Expense 1,850.92 60,530.31 -58,679.39 -96.90%

Net Other Income -1,850.92 -60,530.31 58,679.39 96.90%

Net Income -113,272.35 -78,990.12 -34,282.23 -43.40%

8:56 PM KELVIN GROVE STATE COLLEGE P & C ASSOC
07/03/21 Profit & Loss Prev Year Comparison
Cash Basis February 2021
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KGSC P&C Association Student Protection Risk Management Strategy 2021 

Kelvin Grove State College P&C Association 
Student Protection Risk Management 

Annual Checklist 
Year 2021 

Currency of Blue Cards 
1. Volunteers/ P&C employees are entered into the Blue Card Yes/ONo 

Register? 

2. All cards are current? Yes/ONo 

3. Any volunteers/ P&C employees with cards that are not current 
have completed new applications and we have forwarded them to 

Yes/ONo 
Hny, new 

the Commission? 

or Bl Cad 
4. Any persons with a negative or suspended notice are not currently 

employed 
Yes/O No 

Risk Management 

1. Annual review of strategy has been completed? Yes/0 No 

2. Training accessible to volunteers and P&C employees? Yes/ONo 

3. Activities for the year have been evaluated for risks to students? Yes/ONo 

4. Updated Risk Management Policy approved at P&C AGM? Yes/ONo 

5. Risk Management Strategy and information is easily accessible to all 
volunteers and P&C employees? 

Yes/ONo 

This checklist needs to be completed and presented with the updated Risk Management Strategy for 
adoption, under General Business, athe P&C Association's AGM. Copy of checklist provided to the Principal. 
P&C President's Signature:, 

P&C President's name: AssER 
Date: 1S/3/2_ 

Strategy provided by P&Cs Qld. Adapted and adopted by KGSC P&C Association 2021 
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Kelvin Grove State College 
P&C Association 
Student Protection 
Risk Management Strategy 
 
 

A strategy for managing risks to children & young people. 

 
 
 
This Strategy is effective from 15 March 2021 (date endorsed) and is to be reviewed annually in time for 
endorsement at the following AGM. This is an annual requirement of the P&C Association.  

 
 
 
 

 
Disclaimer: This document has been compiled by P&Cs Qld to assist P&C Associations to comply 
with the legislative requirements of the Working with Children (Risk Management and Screening) 
Act 2000 and the Working with Children (Risk Management and Screening) Regulation 2011. It is a 
guide only and should not be considered legal advice or a legal document. P&C Associations should 
seek the professional advice of Blue Card Services should they have any questions regarding 
Student Protection Risk Management. 
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Kelvin Grove State College 
Parents and Citizens Association 

Student Protection Risk Management Strategy 
2021 

 
Purpose 
This Student Protection Risk Management Strategy is developed to enable the P&C Association to comply 

with the legislative requirements specified in the Working with Children (Risk Management and 
Screening) Act 2000 and the Working with Children (Risk Management and Screening) Regulation 
2011 for the protection of children and young people from harm and the risk of harm. 
 

Policy 
Statement of Commitment 
Kelvin Grove State College P&C Association is committed to the safety and wellbeing of the students in the 
care of Kelvin Grove State College and requires volunteers and P&C employees to model and encourage 
behaviour that upholds the dignity and safety of students. The P&C Association supports the Department of 
Education (the Department) Student Protection Procedure, Code of Conduct and Code of School Behaviour 
that apply to all departmental employees and includes volunteers and P&C employees. 
 
Department of Education Student Protection Procedure  
Department of Education Code of School Behaviour 
 
All Volunteers and P&C employees must: 

• Not cause harm to students in the care of the school 

• Actively seek to prevent harm to a student in the care of the school 

• Report suspected student harm to the principal (or to the Regional Director if it is suspected the 
principal is involved). 

• Inform themselves about the content of this strategy. 
 
Principles 
In keeping with principles outlined in the Department’s Student Protection Procedure the P&C Association 
asserts that the safety, wellbeing and best interests of children are paramount and all children have a right 
to protection from harm.  
 
Harm includes any detrimental effect of a significant nature on a student’s physical, psychological or 
emotional wellbeing.  
Harm can be caused by amongst other things: 

o Physical abuse 
o Psychological or emotional abuse 
o Neglect 
o Sexual abuse or exploitation 

 

https://education.qld.gov.au/parents-and-carers/school-information/life-at-school/student-protection
https://behaviour.education.qld.gov.au/supporting-student-behaviour
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Categories of Harm 
For the purpose of this policy, harm to students is considered as being categorised as: 

• Harm caused by a school employee or P&C employee 

• Harm caused by another student 

• Harm caused by a person not employed by the Department or the P&C Association including 
family members, strangers, parent helpers, volunteers, school visitors or unknown 

• Self harm 
 

Student Protection 

• All volunteers and P&C employees receive some form of student protection training, as 
determined by the principal including provision of the Student Protection Fact Sheet (see 
Templates, page 10) 

• The safety, wellbeing and best interests of the student are paramount * 

• Every student has a right to protection from harm* 

• Volunteers and P&C employees must ensure that their behaviour towards and relationships 
with students is of the highest professional standards. 

• Failure by a volunteer or P&C employee to act in accordance with the requirements of this 
policy will constitute a breach of the Code of Conduct and the principal will advise on 
appropriate action to be taken. 

 
* Sections 5A & 5B Child Protection Act 1999 

 
Accountabilities 
All volunteers and P&C employees: 

• Are not expected to be experts in the area of harm and should err on the side of caution in terms of 
reporting their suspicions, to enable those who are experts to investigate further.  

• Who have any suspicion that a student is being harmed or is at risk of harm MUST report their 
concerns to the principal*. 

• OSHC staff are to report their concerns to the OSHC Coordinator/OSHC Assistant Coordinator who 
will: 

o  Complete the appropriate documentation in accordance with OSHC Policies and Procedures 
for the licensee (P&C President or Vice President (OSHC) to report to the Department of 
Communities, Child Safety and Disability Services, and 

o  Inform the principal. 

• Are NOT to investigate any aspect of a suspicion of harm or risk of harm. 

• Must apply for and be successful in obtaining a positive suitability notice from Blue Card Services if 
they are required to do so by law. 

• Must immediately notify the principal in writing if they are charged with or convicted of an offence. 

• Must undertake training in student protection procedures as determined appropriate by the 
principal. 
 

* If you suspect the principal is responsible for causing harm to a student report this to the Regional 
Director, Schools at the local Departmental Regional Office. 
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Code of Conduct 
A Code of Conduct provides direction and guidance on responsibilities and the expected standards of 
behaviour while undertaking activities that reflect on the school and the P&C Association. The code places 
an obligation on all of us to take responsibility for our own actions. 
 
A Code of Conduct for volunteers and P&C employees includes: 

• Compliance with the Departmental Code of Conduct 

• Personal privacy is of paramount importance. Information gathered or obtained as a result of the 
role as a volunteer or P&C employee MUST be considered confidential and is only to be passed on to 
the relevant school authority. 

• Treating all people with Dignity, Courtesy, Honesty and Fairness at all times. 

• Constructive criticism is healthy while personal attacks are destructive and to be avoided. 

• Discrimination on racial, ethnic, or religious grounds is FORBIDDEN, as is any form of sexual 
discrimination and / or harassment. 
 

The Standards of Behaviour Fact Sheet is provided under templates for distribution  

 
Procedures 
 
Recruitment 
A volunteer, who is not a parent of a child of the school or exempt, MUST have a Blue Card before they start 
volunteering regardless of how often they come into contact with students. 
 
Executive Committee members of a P&C Association that operate an Outside School Hours Care facility 
MUST have a Business Blue Card, or proof of a submitted application for a Blue Card. 
 
All written advertisements for volunteer or paid employment will include information regarding Blue Card 
requirements. 
 
A current Blue Card is an essential requirement for any applicant who is successful in applying for any paid 
position. 
 
Training 
Volunteers and P&C employees access some form of training as determined by the principal, to meet the 
legislative requirements of Blue Card Services. 
For example:  

• School based Student Protection training through workshops and seminars provided by the Principal  

• Student Protection Fact Sheet (see Templates, page 10) 

• Display Student Protection Fact Sheet in P&C areas of operation and also with the Volunteer 
Register or refer to the location where the Student Protection Fact sheet is displayed. 

 
Management 
The following procedures are to be followed to ensure compliance with the legislation: 

• Blue card application forms for P&C employees should be processed by the authorised officer 
determined by the P&C President 

• The contact person in part A of the application form MUST be the P&C President 

• Blue Card Services must be notified if the person in the role of President (the contact person for the 
Association) changes. (See Templates) 
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• Blue card application forms for volunteers should be processed by the authorised officer 
determined by the Principal 

• Volunteers and P&C employees who already have a Blue Card must provide a copy to the authorised 
officer determined by the Principal for filing 

• Maintain a Blue Card Register for volunteers and P&C employees  

• Blue Card Register maintained by the authorised officer, determined by the principal, within the 
school in order to guarantee confidentiality of private information. 

• Ensure that current versions of Blue Card application forms are available on site 

• The contact address of the person processing the Blue card applications must be the address of the 
school.  

• Volunteers and P&C employees applying for a Blue Card for the first time, or renewing their card 
MUST be provided with a warning, by the person signing their application, that it is an offence for a 
‘disqualified person’ to apply for a Blue Card. A declaration on the application form that this warning 
has been given MUST then be signed. 

• Maintain a Volunteer Register at every site and activity at which volunteers are working. 

• The Volunteer Register MUST indicate if the volunteer has a blue card or not (see templates) 

• Volunteer Register to be checked regularly against the Blue Card Register. (On a term basis as a 
minimum requirement) by a designated person in liaison with the authorised officer  

• The designated person checking the Volunteer Register MUST inform the principal / P&C President 
of those volunteers or P&C employees who are non compliant. 

• Currency of the Blue Card for volunteers who are required to have a Blue Card is a condition of their 
unpaid employment. 

• Non current volunteers will be contacted by the principal / P&C President and advised of the risk 
management procedures and advise them that they need to amend the situation before they can 
continue in their current capacity 

• Currency of the Blue Card for P&C employees is a condition of employment and is to be monitored 
by the P&C President. 

• In accordance with the Working with Children (Risk Management and Screening) Act 2000 all 
volunteers and P&C employees who have a current Blue Card from the Commission MUST notify the 
principal/P&C President of any change in their criminal history (i.e. if they are charged with or 
convicted of an offence). The principal / P&C President MUST then notify Blue Card Services  

• A Student Protection Activity Risk Management Plan (see template) should be completed for each 
activity in order to identify the potential risks and put appropriate strategies in place to minimize 
the risks. 

• A Training Register is maintained by an authorised person, as determined by the principal, and lists 
the volunteers and P&C employees who have achieved the minimum requirements of Student 
Protection training. 

• The annual checklist (see template) is to be completed to ensure that procedures continue to be 
followed. 

• Suspected breaches of this Student Protection Risk Management Strategy MUST be reported to the 
principal/P&C president. 
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Offences and Penalties  
P&C Associations MUST ensure that a Student Protection Risk Management Strategy is implemented, 
reviewed annually and updated as necessary to ensure compliance. 
 
There is a range of penalties for breaches of the Working with Children (Risk Management and Screening) 
Act 2000. Some offences may incur a fine of up to $37,500 or up to five years imprisonment. (Updated as of 
March 2006) 
 

Blue Cards 
Volunteers  
Volunteers need a blue card if their usual function includes or is likely to include:  

• providing services at a school that are directed mainly towards children; or  

• conducting activities at a school that mainly involve children. 

 
Volunteers do not need a blue card if they are:  

• a "registered teacher"; or  

• a volunteer parent of a child attending the school;  

• a guest of a school or "recognised body":  
o for the purpose of observing, supplying information or entertainment to 10 or more people, 

and  
o the activity is for 10 days or less on no more than two occasions per year, and  
o the person is unlikely to be physically present with a child without another adult being 

present, or  

• performing the function of employment at a national or state event organised by a school or "recognised 
body" (operating at a state or national level):  

o for a sporting, cultural or skill based activity, and 
o the event is attended by more than 100 people, and  
o the work is for 10 days or less on no more than two occasions per year; and 
o the person is unlikely to be physically present without another adult being present.  

• a child under 18 years of age volunteering (except “trainee students” undertaking a course of study with 
an “education provider”) 

 
Executive Committee members of a P&C Association operating an Outside School Hours Care facility must 
have Business Blue Cards whether they are a parent of a child at the school or not.  
 
Paid employees  
Paid employees must have a blue card before they commence employment with the P&C. 

More information on Blue cards can be found at http://www.bluecard.qld.gov.au/index.html 

 

 

 

http://www.ccypcg.qld.gov.au/employment/bluecard/definitions.html#teacher
http://www.ccypcg.qld.gov.au/employment/bluecard/definitions.html#recognisedBody
http://www.ccypcg.qld.gov.au/employment/bluecard/definitions.html#recognisedBody
http://www.ccypcg.qld.gov.au/employment/bluecard/definitions.html#recognisedBody
http://www.ccypcg.qld.gov.au/employment/bluecard/definitions.html#student
http://www.ccypcg.qld.gov.au/employment/bluecard/definitions.html#edProvider
http://www.bluecard.qld.gov.au/index.html
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Student Protection Activity Risk Management Plan 
The Student Protection Activity Risk Management Plan records details of the risks identified for the life of 
the activity, their grading in terms of likelihood of occurring and seriousness of impact on the activity, initial 
plans for mitigating each high level risk and subsequent results. (See Template). 
 
All Student Protection Activity Risk Management Plans need to be filed together for reference and referral 
when necessary. This process needs to be completed as a provision of conducting activities that involve 
students. Risks identified at a high level MUST be reported to the principal before the activity is approved. 
 

Definitions 
Terminology used in this strategy is as defined in the Department’s Student Protection Procedure and 
Guidelines. The Department’s Student Protection Procedure: 
http://ppr.det.qld.gov.au/education/community/Pages/Student-Protection.aspx  
 
In addition: 

• A P&C employee is any person employed by the school Parents and Citizens Association (P&C) on a 
temporary, casual, permanent or contract basis. 

• A Volunteer is any person who is engaged for a specific purpose in an unpaid capacity. 

• A Blue Card is issued by Blue Card Services once it has carried out the Working with Children Check to 
see if a person is eligible. If a person is eligible, they are issued a positive notice and a blue card. 

• A Working with Children Check is a detailed national check of a person’s criminal history, including any 
charges or convictions. Also considered is:  
• Disciplinary information held by certain professional organisations for teachers, child care providers, 

foster carers, nurses, midwives and certain health practitioners, and  
• Police investigation information into allegations of serious child-related sexual offences, even if no 

charges were laid because the child was unwilling or unable to proceed. 

 
Source of information  
 
o Child Protection Act 1999: 

https://www.legislation.qld.gov.au/view/html/inforce/current/act-1999-010  
o Working with Children (Risk Management and Screening) Act 2000:  

https://www.legislation.qld.gov.au/view/html/inforce/current/act-2000-060 
o Working with Children (Risk Management and Screening) Regulation 2020: 

https://www.legislation.qld.gov.au/view/html/inforce/current/sl-2020-0131 
o Department of Education Student Protection Procedure: 

http://ppr.det.qld.gov.au/education/community/Pages/Student-Protection.aspx  
o Code of Conduct for the Qld Public Service: 

http://education.qld.gov.au/corporate/codeofconduct/index.html  
o Department of Education Code of school behaviour:  

https://education.qld.gov.au/initiatives-and-strategies/behaviour  
o Education (General Provisions) Act 2006: 

https://www.legislation.qld.gov.au/view/html/inforce/current/act-2006-039  
o Anti Discrimination Act 1991: 

https://www.legislation.qld.gov.au/view/html/inforce/current/act-1991-085  
 

http://ppr.det.qld.gov.au/education/community/Pages/Student-Protection.aspx
https://www.legislation.qld.gov.au/view/html/inforce/current/act-1999-010
https://www.legislation.qld.gov.au/view/html/inforce/current/act-2000-060
https://www.legislation.qld.gov.au/view/html/inforce/current/sl-2020-0131
http://ppr.det.qld.gov.au/education/community/Pages/Student-Protection.aspx
http://education.qld.gov.au/corporate/codeofconduct/index.html
https://education.qld.gov.au/initiatives-and-strategies/behaviour
https://www.legislation.qld.gov.au/view/html/inforce/current/act-2006-039
https://www.legislation.qld.gov.au/view/html/inforce/current/act-1991-085
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Reporting of Harm Templates 
These are for the P&C Association to use to assist in the processes and procedures as outlined in 
this model Strategy. They can be utilised as the P&C Association need to be able to ensure the 
implementation and management of the provisions, as outlined, are met. 

 
 

• P&C Association Student Protection Annual Checklist 
 

• Student Protection Fact Sheet 
 

• Standards of Behaviour Fact sheet 
 

• Flowchart: Volunteer or P&C employee response to suspicion of harm 
to a student 

 

• Blue Card P&C President change of contact proforma 
 

• Blue Card Register 
 

• Volunteer Register 
 

• Student Protection Activity Risk Management Plan 
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Kelvin Grove State College P&C Association 
Student Protection Risk Management 

Annual Checklist 
Year_________ 
 

Currency of Blue Cards 
 
1. Volunteers / P&C employees are entered into the Blue Card 

Register? 
 

 

 Yes /  No 

 
2.  All cards are current? 

 

 

  Yes /  No 

 
3. Any volunteers / P&C employees with cards that are not current 

have completed new applications and we have forwarded them to 
the Commission? 
 

 

 Yes /  No 

 
4. Any persons with a negative or suspended notice are not currently 

employed 
 

 

 Yes /  No 

 
Risk Management  
 
1. Annual review of strategy has been completed? 
 

 

 Yes /  No 

 
2. Training accessible to volunteers and P&C employees? 
 

 

 Yes /  No 

 
3. Activities for the year have been evaluated for risks to students? 
 

 

 Yes /  No 

 
4. Updated Risk Management Policy approved at P&C AGM? 
 

 

 Yes /  No 

 
5. Risk Management Strategy and information is easily accessible to all 

volunteers and P&C employees? 
 

 

 Yes /  No 

* This checklist needs to be completed and presented with the updated Risk Management Strategy for 
adoption, under General Business, at the P&C Association’s AGM. Copy of checklist provided to the Principal. 
 
P&C President’s Signature: _____________________________ Date: __________________ 
 
P&C President’s name: ________________________________ 
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Department of Education 
SMS-PR-012 Student Protection 
Student Protection Fact Sheet  

 
Student protection involves: 
o Working to make schools safe and supportive places; 
o Taking action to prevent students being harmed at school; and 
o Reporting any suspicion you have that a student has been harmed or may be at risk of harm 
All children have a right to be protected from harm. 

 
Harm is: 
Any detrimental effect of a significant nature to the child’s physical, psychological or emotional wellbeing. It is immaterial how the 
harm is caused. 
This means anything that will have a serious and harmful effect on a student’s physical health, or how they think and feel about 
themselves. 
 
Any behaviour that harms a student is wrong. Sometimes a culture may have a custom or practice that harms children. 
Departmental procedures say that harm to students will not be tolerated. It is NOT OK. In other words, culture or custom is NO 
EXCUSE for harming students. 
 
Everyone who works in a school must look after the safety, wellbeing and best interests of children. 
 
Managing your own behaviour is the first step in student protection 
o NEVER harm a student, either physically, psychologically or emotionally 
o NEVER make fun of a student, put them down or discriminate against them because of their race or religion 
o NEVER touch a student in a sexual way, or engage in any other inappropriate sexual activity (for example, sending suggestive 

text messages or showing a student pornography) 
o NEVER do anything that would make people think you are doing something sexual to a student 
 
You must report, to the Principal, any harm to a student that is caused by: 
o Someone working at the school 
o Another student 
o Someone from the student’s family, a friend or a stranger 
o The student self-harming 
 
If you see harm occurring at school: 
1. Help the student, who has been harmed, for example, 

o By telling the students to move away 
o Get a staff member involved as soon as possible 

2. Tell the principal straight away about what you have seen 
3. Write down what you saw and give the information to the Principal. 
 
If you suspect a student has been harmed at school or outside of school: 
1. Tell the principal straight away about what you suspect 
2. Write down what you suspect and give the information to the Principal. 
 
If a student tells you that they have been harmed at school or outside of school: 
1. Listen carefully 
2. Reassure the student that they have done the right thing by telling you 
3. Tell the student you must tell the Principal what they have told you 
4. Tell the principal straight away about what the student told you 
5. Write down what the student told you and give the information to the Principal. 
 
If you suspect the Principal is responsible for causing harm to a student report this to the Executive Director, Schools at the local 
district office. 
The main thing to remember is: If you suspect a student might have been harmed or might be at risk of harm tell the Principal 
straight away. If the Principal isn’t available you must tell the Acting Principal or a Deputy Principal. 
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Standards of Behaviour Fact sheet 
 
The following tables include, but are not limited to, the specific standards of behaviour in relation to 
working closely with students in any situation: 

Language 

Do • Communicate, both verbally and non verbally, in a way which models and demonstrates 
respect for the rights, interests and wellbeing of all students 

• Use appropriate language taking into consideration age, developmental stage, emotional or 
psychological state, special needs, language background, religion or disabilities 

• Ensure both verbal and non verbal communication are non abusive or bullying 

• When possible, frame communication from the positive perspective in interactions with 
students 
 

Don’t 
 
 

• Become involved in inappropriate conversations of a sexual nature 

• Make sexually suggestive comments 

• Use language that could be offensive to another 

• Personally correspond (including email and/or mobile phone) with a child or young person 
in respect of personal or sexual feelings for students 
 

 
 

Relationships with Students 

Do 
 

• Behave in a way, which models and demonstrates respect for the rights, interests and 
wellbeing of all students 

• Dress appropriately while working with children and young people, in a way that models 
respect for the students  

Don’t 
 

• Spend inappropriate time with a student  

• Inappropriately give gifts to a student 

• Show special favours to a student 

• Expose student to sexual behaviour of others including displays of pornography 

• Persuade a student that a ‘special’ relationship exists 

 
 

Physical contact 

Do • Respect the personal space of student and limit physical contact generally 

• Limit hugging when initiated by the student by changing from a frontal hug to arm around 
the shoulder of student  

• Limit hugging when initiated by the student by sitting on the floor with child next to you 

Don’t • Hit, kick, slap or push a student 

• Allow student to sit on your lap 

• Touch parts of a student’s body usually covered by a swimming costume 

• Change nappies or engage in toileting practises 

 
(Adapted from information from Blue Card Services) 
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Flowchart: Volunteer or P&C employee response to suspicion of 
harm to a Student. 

Volunteer &/or 
P&C Employee/OSHC employee 

 
 
 
 

 
 

 
 
 
 
 
 
 
 

 
 

 
 

 
. 

 
 
 

 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 

* Or the Regional Director if the Principal is the subject of the allegation. 

Suspects’ student 

at risk of harm 

Considers safety, 

wellbeing and best 

interests of student 

in emergent 

circumstances 

Report suspicion 

to Principal* 

Documents 

suspicion of harm 

and provides all 

documents to the 

Principal 

Reports any 

further suspicions 

of harm to the 

principal* 

 

 

With respect to child protection issues, 

reporting suspected harm or risk of 

harm is only part of the process. 

 

 

 

Students who may need protection can 

be supported through: 

• Treating them with respect and 

dignity 

• Being sensitive to their needs, 

feelings and concerns 

 

 

 

Allegations of suspected harm are 

serious and MUST only be discussed 

with the Principal*.  

 

 

 

The Principal will decide, who, at the 

school site, needs to know about the 

student’s context and how much 

information is appropriate.  

 

 

 

It is inappropriate for volunteers or 

P&C employees to pass on or discuss 

confidential information about a 

particular student to others, including 

colleagues or family members.  
(Child Protection Act 1999, Part 6 Confidentiality) 

 

 

Suspects’ student 

at risk of harm 

Report suspicion 

OSHC Coordinator / 

assistant Coordinator 

(complete reporting 

of harm form) 

Licensee signs form 

and form provided to 

Department of 

communities 
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Add P&C Association letterhead 
 
 
Blue Card Services 
Employment Screening Services Program 
PO Box 12671 
Brisbane, George Street QLD 4003 
 
 
Alternatively you may wish to fax to (07) 3035 5910. 
 
 
Dear Sir/Madam, 
 

Re: Change of contact name for Blue Card notifications 
 
Kelvin Grove State College P&C Association wishes to notify Blue Card Services of a change to contact details 
for Blue Card applications. 
 
The previous contact name was _________________________________________ 
 
New contact details 
 
Name of P&C President: ______________________________________________ 
 
 
__________________________(School name)_____________________________ 
 
 
__________________________(School address)____________________________ 
 
 
________________________(School Contact number)_______________________ 
 
 
________________________(School Fax)_________________________________ 
 
 
 
Regards 
 
 
 
_______________________ 
 
President 
Date: __________________ 
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Kelvin Grove State College P&C Association Blue Card Register 
 

Working with Children Check through Blue Card Services 

 
• Register is to be regularly updated and made available to the Principal (through the designated person managing Blue Card applications for the whole school). 

• All details are private and confidential and MUST be stored safely within the school. 

• Ensure a copy of the positive notice or a declined notice is attached with the register. 

• All volunteers and P&C employees need to ensure they renew their blue card and update details with the designated person managing Blue Card applications. 
 

Name of Employee / Volunteer Blue Card Details 
Last Name First Name Middle 

Name 
Employee 
Volunteer 

E/V 

Application 
date 

Date additional 
information 

supplied 

Date of 
Birth 

Registration 
number 

Date card 
suspended / 

cancelled 

Expiry 
Date 

of card 

Signature of 
authorised 

officer 
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Kelvin Grove State College P&C Association Volunteer Register 

The P&C Association holds insurance for all volunteers participating in school activities. All volunteers MUST complete the register for each 
activity. 

Term __  Area of School: _________________________________ (classroom, facility, activity, event) 
Coordinator / Teachers name: (if applicable) 

Date 
 

Name Time 
started 

Volunteer 
signature 

Time 
finished 

Volunteer 
signature 

Volunteering Location / 
duties 

Blue Card 
Y / N/ NA 

I have read the 
Student Protection 

Fact Sheet 
Sign below. 

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

         

 
If you are NOT a parent of a child at the school and are not exempt then you MUST have a Blue Card before you can volunteer in any area of the school 
or its activities. Please check with the person for whom you are volunteering. Completed Volunteer Blue Card Application forms to be submitted to 
Blue Card Services. The contact in the school to get your application signed is: ____________________ 
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Kelvin Grove State College Parents & Citizens Association 
Student Protection Activity Risk Management Plan 

 
The Activity Risk Management Plan records details of all the risks identified for the life of the activity, their grading in terms of likelihood of occurring and 
seriousness of impact on the activity, initial plans for mitigating each high level risk and subsequent results. 
 

Activity Eg: Overnight activity 
 

Category of 
Harm 

Risks 
What could go wrong? 

Level 
L/M/H 

Risk control measures 
Actions taken to prevent harm, limit damage, reduce liability. 

Evaluation of controls 
Satisfactory/unsatisfactory 

Harm caused by 
school or P&C 
employee.  
 
 
 
 

o Inappropriate person volunteers for 
supervision duty 
 

o Adult and student alone together in 

sleeping quarters 

 • Careful recruitment process including screening of all staff 
and volunteers attending/ involved in activity. 
 

• Ensure appropriate child/staff ratios at all times 

• Staff supervision  

• Staff / volunteer training in all procedures of Student 
Protection & Code of Conduct 

 

 

Harm caused by 
another student. 
 
 

  • Code of conduct for student 

• Protective behaviour training for students  
• Buddy system for students  
• Staff/volunteer training in procedures for reporting abuse 

 

 

Harm caused by a 
person not 
employed by 
Education Qld or 
P&C Assoc. 
E.g.: Volunteers 

  • Supervision by staff/volunteers based on site related risks 

• Staff training in procedures for conduct of activities 

• Training student in code of conduct, their responsibilities 

during activities and reporting (risks of) harm 

• Protective behaviour training for students. 

 

Self harm 
 
 
 

    

• L = Low, M = Middle, H = High. 
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