
 

GIPS PARENTS ASSOCIATION 2018  March 2018 

COMMITTEE ROLES 
 

 

The Parents’ Association consists of a variety of roles, across its three elements – business and 

strategy, support services, and special events .  

 

Committee Roles – Business & Strategy  
 

President        Mal Osborne-Smith 

The main function of the President is to set the agenda for and chair the monthly PA meetings and 

to delegate tasks within the committee and the wider school community.  The President may 

represent, from time to time, the PA at various school events such as the Prep Parents (“Take Off”) 

functions.  The President contributes PA Committee updates for the school newsletter on a regular 

basis and is the point of contact for all PA-related correspondence.   

 

In 2018 the PA will now become a recognised sub-committee of School Council.  Therefore the 

President will now be responsible for School Council Liaison Rep, and will attend the monthly School 

Council Meetings as the PA representative and reports on issues arising from PA meetings and 

similarly attends PA meetings to report on relevant issues arising from School Council meetings. 

They typically serve on other school council subcommittees as needed. 

 

Specific 2018 roles: 

• Investigate potential of setting up GIPS PA as  formally constituted Parents Association 

under Departmental Guidelines , with membership 

• Develop a charter 

• Develop role descriptors  

• Event & Services templates 

• Develop policies and procedures   

• Research & best practice 

• Capture all in a Manual 

• Develop a  “Thanks and Appreciation” process  

 

 

Vice President        Emma Teoh 

The Vice President provides ongoing support to the President.  The Vice President chairs PA 

meetings and represents the PA at school events when the President is unavailable.  The Vice 

President also monitors and reports on financial results of fundraising events throughout the year. 

 

Specific 2018 roles    

• Communications – review and improve – inc driving better understanding and use of 

Compass, assess applicability and usefulness of other coms methods (facebook, paper 

memo, mail chimp, signs etc). Working with Merryn Callaghan to review and implement 

findings of coms review done in 2017.  

• Volunteer aps – review options, recommend and implement 

• Q&A/ Parent engagement - develop process for this 



  

 

Secretary        Sheryl Manassa 

The Secretary records and distributes PA meeting minutes to all committee members and assists in 

other administrative activities as needed. 

 

Specific 2018 roles include: 

• Set up and manage Committee contact list 

• Assisting set up manual 

• Assisting Emma Teoh manage calendar of events 

 

Class Rep Coordinator       Nicola Thomas 

The main function of the Class Rep Coordinator is to liaise with all Class Reps.  At the beginning of 

each school year the Class Rep Coordinator facilitates the Class Rep nomination and selection 

process.  Afterwards, the Class Rep Coordinator liaises regularly with the Class Reps to communicate 

messages from the PA and to inform them of and enlist assistance with special events. 

 

GIPS Staff Rep        Garry Collins 

The primary function of the GIPS Staff Rep is to provide staff input to the PA regarding all school 

events and activities.  The Staff Rep liaises regularly with GIPS teachers and office staff. 

 

Treasurer [ new role]        Irina McCredie 

This is a new role for 2018.   The primary function is to manage and report on the finances of the PA 

(usually monthly), prepare financial statement for AGM, ensure Committee members have a reliable 

method of reimbursement, and to review our list of vendors and payment procedures.    A good 

relation with and understanding of the Finance sub-committee of School is required.   

 

Sponsorship & Fundraising [ new role]     Alex Smith  

This is a new role for 2018.   The primary function of this role is examine and potentially implement 

new and more efficient ways to raise funding for the PA and school – allowing less emphasis on fund 

raising for events which carry a more community-building objective.   Possible ways include – 

advertising (newsletter, school gates etc); parent gifts to sponsor specific items; alumni; “special 

school projects”; and an annual membership of the Parents Association; and identifying a “Spend-

less” initiatives that may draw on parent knowledge or contacts to save money on expenditure items 

(recent example is the retaining wall project).   The role would include ensuring legal compliance and 

School Council approval, and developing a data base of potential sponsors.  

 

Branding, Marketing & Resourcing [ new role]    Kim Coltman-Bavage   

This is a new role for 2018.   The primary function of this role is to improve the presence of the PA, 

thereby improving understanding of what we do, help attract new member and volunteers etc.  

Specific 2018 roles  

• Branding & marketing  - develop logo, develop better methods for PA  

• Resourcing – get access to school directory, develop method to capture parent skill set 

for purposes of seeking volunteers and ideas 

• Alumni – review of what we do, if anything, and recommendations to how to set up and 

fund this if is considered worthwhile.  Investigate alumni as funding source 



Committee Roles – Special Events 

 

“Evening on the Green” Coordinator     Kelly Greaves 

The new Evening of the Green event is a community-building event. It is to be held on a Friday 

afternoon/evening at the school early in Term 1.  It will “refresh” the former Fiesta.   It is a great way 

for families to catch up after the summer break and to welcome new families. The coordinator seeks 

a sub-committee and/or parent volunteers to help run the evening.   Specific goals for 2018 include a 

refreshed look and feel, refresh f&b, lighting and decorations, and entertainment.  Also consider 

sponsorship and/or  a  gold coin donations to pay for the event.   

 

Ashburton Festival Coordinator       [ Vacant]  

In the past, the coordinator liaises with Ashburton Festival Organising committee, and set a theme 

for a  GIPS stall and co-ordinates a roster of parent volunteers to man the stall at the festival.  

For 2018 consideration needs to be given to the objectives of GIPS involvement in this event. 

Potentially this is a way of show casing our school to the wider community, and should be 

considered a community-building event.   

 

The “Main Event” Coordinator(s)     Marlo Osborne-Smith 

The Main Event Coordinator oversees the end-to-end planning of the school’s major fundraising 

event for the year. This role involves establishing a sub-committee, and the coordination of other 

members of the PA, School Council, Principal’s office, plus a large number of parent helpers, 

volunteers, third-party suppliers and sponsors. The Main Event theme is decided in consultation with 

the PA and in previous years has included Trivia Nights, Twilight Market, Art Auction.  Potential 

theme for 2018 is Circus.   

 

Make & Bake Sale      Shane Millar & Arlene Muys  

The Cake and Produce Stall was introduced in 2015 and held each term (4 in total), and was quickly 

embraced by the School community.   There are 3 Cake and Produce Stall Coordinators who liaise 

with the class reps, parents and school office. They also coordinate and have responsibility for the 

notices, food safety practice, packaging and receiving of goods, set-up, manning of stalls, take down 

and funds raised. Each class is invited to stock and man one stall during the year.   

 

In 2018 the opportunity exists to replicate, or refresh, or potentially cease or merge this event with 

another. Potential ideas include fresh food & produce market in the seasons, potentially timing it 

with the mango drive, with better student input/ education content, and home grown vege 

competition.  

 

Mothers' and Fathers' Day Stalls Coordinators   Lisa Kelly & Katrina Standen 

The stalls are a much loved part of the school year for our children, and children of all levels love 

coming to purchase gifts for their parents. This role is ideally suited to two people who can work 

together to run these stalls on a day in the lead up to Mothers’ Day or Fathers’ Day. The organisers 

set a day for these events, in consultation with the school and PA committee, and then take 

responsibility for ordering items of varying value for sale (using a few main suppliers). Closer to the 

event days, the coordinators sort the items, price them, organise some flyers and helpers from the 

school community, and then coordinate the respective days, which are a lot of fun. There is always a 

large number of enthusiastic helpers, and a comprehensive guide on how the process works. It is a 

rewarding and fun way of being involved with the GIPS community. 



Mother’s Day Event Coordinator     Dani Schmidt   
The Mother’s Day Event is held just before Mothers day.  It involves pampering stations staffed by 

children using donated products.  A coordinator and 2 or 3 volunteers are responsible for organising 

this event.  This involves the enlistment of Parent Helpers as well as coordinating newsletter 

reminders, managing third-party providers, organising items equipment, scheduling rosters, 

ticketing, setting up, and other administrative tasks.  Likely format for 2018 will be breakfast, 

decorated with kids art. 

 

Father’s Day Breakfast Coordinator      Ryan Hill 
The Father’s Day Breakfast Reps (ideally 2 or 3) are responsible for organising this annual event that 

is usually held on the Thursday morning (7.30-8.45am) before Father’s Day.  This involves the 

enlistment of Parent Helpers as well as coordinating newsletter reminders, managing third-party 

providers, organising food items and equipment, scheduling rosters, ticketing and other 

administrative tasks. 

 

Special Lunches Coordinator       Shane Millar; Deb Graham  

The Special Lunch Coordinator is responsible for coordinating Special Lunches, typically one per 

term, throughout the school year.  Special Lunches are usually themed events such as the Easter 

Lunch (hot cross buns and chocolate eggs), Footy Lunch (party pies and sausage rolls) and the French 

Lunch (chocolate croissants, etc.).  Responsibilities of this rep include liaising with our supplier 

Classroom Cuisine.  This is a fund-raising and community building event.  

 

Spring Classic         Kerryn Aikman & Gavin Blue 

The school Colour Run is a potential new event on the calendar and would replace the previous 

Walkathon.  It is a fund-raising  event.  It is usually held in Term 4.  Past walkathons involve the  

children, who have the opportunity to be sponsored for completing a number of laps around either 

the school grounds (Prep-Grade 2) or Ferndale Park (Gr 3-6). This role involves selection of a date, in 

consultation with the senior staff and PA committee, and then basic coordination of notices, 

applying for a permit for Ferndale Park, running the 30-minute event, and collation of funds raised.  

 

Pre-Loved Book Stall            Lise Allen   

A second hand book fair has been held in the past with good results. This year, the opportunity 

exists to expand and refresh the event, possibly combined with the Scholastic Book Fair, run over 2 

days.  Ideally to take place around Grandparents day.  

 

Parents & Teachers Event           [vacant ]    

New event, at end of each term after assembly where parents of each year level get to meet 

teaching staff on an informal basis.   

 

Footy Tipping Coordinator       Ash Fernee 

This event has been run in the past but is not planned for 2018.  

 

  



Committee Roles – Services  
 

Class Reps        [Various across classes]   

The role of the Class Rep (1-2 per class) is a rewarding and vital part of our school community.  

Duties include:  

• Assisting with compiling a class contact list at the beginning of the year.  

• Welcoming new families starting at the school.  

• Working with your class teacher to produce a roster for classroom helpers – if required.  

• Organising parent helpers for excursions or sporting events when they occur.  

• Helping or organising helpers for any “housekeeping” jobs the class teacher may have.  

• Keeping up to date with issues / events occurring within the school community and 

communicating this information to your class.  

• Helping with Year level specific events eg Prep Orientation/Take Off program & Grade 6 

Graduation 

• Communication with the Class Rep Coordinator and / or checking and distributing the agenda 

and minutes of Parents’ Association meetings.  

• Organising social events for your class / year level. We encourage at least one get together per 

term. These can be as simple as morning / afternoon tea or dinner. 

• Meeting as a group with the School Principal once a term. 

 

“Icy-pole Fridays” Coordinator       Olivera Pugsley  

This role is responsible for compiling the parent roster for the weekly Icy Pole duty (traditionally 

Friday), recently this has been done with an online site. The rep is also responsible for checking stock 

levels, placing orders from the supplier and for restocking and defrosting the freezer as required 

throughout the school year.  The Icy Pole Rep also assists in supplying icy poles for special events 

such as the Prep BBQ, Family Fiesta and Take-off Programs.  

 

Book Club Coordinator        Kathryn Gower 

The Book Club Reps are responsible for coordinating three or four Book Club offers throughout the 

year.  This includes distributing catalogues, collating orders and the distribution of orders (with the 

assistance of volunteers and Class Reps) to each class. 

 

Second Hand Uniforms & Lost Property Coordinator  Anne Mullins, Fiona Fremantle 

This role is responsible for organising the duty roster for the Second Hand Uniform shop, which is 

open most Fridays from 3:15pm to 3:45pm.  It also involves sorting through donated stock and 

maintaining an appropriate level of second hand items during the course of the school year. 

 

The Lost Property Coordinator is responsible for the overseeing the return of students’ lost property 

to their families.  This is a hands-on role and is supported by both Parent and Student volunteers.  

The role involves regular (weekly) on-site reviews of the lost property holding area to ensure that it 

is safe, clean and tidy at all times.  It also involves communicating with the Principal’s Office as well 

as GIPS families. 

 

Friends of the Library Coordinator     Jaqui Brown-Yamada  

The “FOTL” Coordinator is responsible for scheduling monthly meetings and sending 

communications to the group on behalf of the Library Liaison Teacher/s.  This role includes 

coordination of volunteers for FOTL library tasks and additional tasks (as required) throughout the 

year.  The availability to work an hour in the library, once a week, with the Library Liaison Teacher/s 



is beneficial but not essential.  The FOTL goals for 2018 will see an expanded presence around the 

school, with new range of activities planned including parent readings and “Little Library”.  

 

Friends of the Arts Coordinator       Kirsty White 

The “FOTA” Coordinator is responsible for scheduling meetings and sending communications to the 

group on behalf of the Arts, Performing Arts and Concert Teacher/s.  This role includes coordination 

of volunteers for FOTA tasks, including concert preparation, art class parent help and additional 

tasks (as required) throughout the year.   

 

General Committee Members        

The PA relies on the assistance of General Committee Members to assist with a variety of activities.  

The involvement of General Committee members is an invaluable part of our fundraising efforts, 

other school activities and local community events.  Examples of these include opening the library 

for students during lunchtime, covering library books, helping out with “sausage sizzles” and 

ensuring the school’s involvement in local events such as Education Week and the Ashburton 

Festival. 

 

 


