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Standing Orders for a School Council 2025 
 
Introduction 
 

The purpose of these Standing Orders is to assist school council to operate efficiently and effectively 
within the legal framework and Department of Education (DE) guidelines for school councils. 
 
School council membership 
 

The membership of the school council according to its constituting Order is 13 members – 6 Parent, 3 
Department employee and 2 Community members.  Jacana School for Autism currently has an 
exemption for the student member category.  
 
Office bearers 
 

The school council will have the following office bearer positions: 

▪ President 

▪ Vice president 

▪ Treasurer 
 
Office bearers will be elected at the first meeting of the school council after declaration of the poll each 
year. 
 
Election of office bearers 
 
Elected members of Jacana School for Autism have two-year terms of office with half retiring annually 
on or before 31st March of each year depending on the timing of the election process in 
January/February.  Co-opted members of Jacana School for Autism have a one you term which also 
terminate on or before the 31 March unless otherwise minuted at the time of cooption.  Elections are 
conducted according to the Education Regulations 1988 (amended 1993). 
 

In the election of an office bearer, if the votes are tied, the school council will decide the outcome by 
either holding a new election or drawing of lots. If a new election is held and is also tied, the school 
council may decide the election by the drawing of lots or decide to conduct further elections until the 
election of office bearers is decided. 
 
OFFICE BEARERS 

• President 
 The President is elected by all members of Jacana School for Autism Council and may not be in 

employment at the school or with the Department of Education (DE). 

• Principal 
 The Principal is a full member of Council and apart from acting as Executive Officer is responsible 

for the implementation of Council policies and for informing Council on educational, statutory, 
regulatory and Government policy issues. 
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Council shall also elect from its members the following office bearers: 
 

• Vice President  

(although there is no restriction on a DE member being appointed, the position is normally 
allocated to a non-DE employed member of Council to allow for the Vice President to chair 
meetings in the absence of the President). 

• Treasurer  

The President shall: 

• act as Chairperson of all meetings of Council 

• decide recommendations for each item of correspondence in collaboration with the 
Executive Officer 

• conduct the business of Council under agreed rules and any standing orders adopted from 
time to time 

• act as a signatory to the Council financial accounts 

• be an ex-officio member of all Council committees 
 

The Vice President shall: 

• in the absence of the President, act a Chairperson at Council meetings and otherwise 
represent the President as required (Note: only a non-DE&T employed member of Council can 
chair meetings). 
 

The Principal shall: 

• be the Executive Officer of the Council 

• provide all Council members with minutes of the previous meeting, agenda, reports of 
committees and financial reports at least two days prior to meetings and preferably by the 
Friday prior to the Council meeting 

• notify Council of any apologies received 

• ensure that minutes of the meeting are recorded 

• table all correspondence authorised by Council 

• write all correspondence authorised by Council 

• be an ex-officio member of all Council committees 
 
The Treasurer, together with the Business Manager shall: 

•  present to Council a monthly statement of the financial position of Council 

•  ensure that all Council accounts are audited according to regulations 
 
Signatories for accounts under the control of Council 
The Principal and one of either the President, the Treasurer or other Council members nominated by 
the Council. 
 
Following advice from DE, an Assistant Principal can substitute for the Principal in the Principal’s 
absence. 
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1. Meetings, dates and times  
a)  Council will meet at least twice each term with at least 8 meetings being held in any calendar year. 
 
b)  Council must hold at least one public meeting each year to report on its activities and to present a 

statement setting out the School’s income and expenditure for the previous calendar year.  
 
c)  Quorum for the Council meeting is not less that one half of the total membership provided that there 

is a majority of members present who are not DE employee members  
(Note: a DE employee in the parent category is regarded as a parent for quorum purposes but is counted as a DE employee 
for voting purposes). 
 
d)  An extraordinary meeting of Council may be held at any time decided by Council, provided all 

members are given prior notice of the time, date, place and purpose of the meeting.  An extraordinary 
meeting may also be called upon written request by 3 members being given to the President, Vice 
President or Executive Officer of the Council, who must then convene a meeting by sending a notice 
to all councillors advising the time, date, place and purpose of the meeting. 
 

e)  The first meeting of each new Council will determine its schedule of meetings for the ensuing year as 
well as the time, day of the month and length of those meetings. 

 
f)  Meetings will be no more than two hours in length. If the time for the meeting has expired a formal 

extension of 15 minutes by way of a procedural motion must be sought. Only one such extension 
will be permitted. (Regular meetings are to commence at 5.30pm unless otherwise agreed upon by 
Council.  Meetings will therefore conclude by 7.30pm unless Council votes for a 15 minute extension 
by a majority of those present.) Where a Council professional development activity is incorporated 
into a meeting, the finishing time can be extended by up to 30 minutes. 

 
2. Public reporting (annual) meeting 
The School Council will call a public meeting in March each year and at that meeting will:  

a) report the proceedings of the council for the period since the date of the previous public meeting; and 

b) present the annual report published by the council; and 

c) if the accounts of the school council have been audited, present a copy of the audited accounts. 

The council may, from time to time, call additional public meetings. 
 
 
3. Extraordinary meeting 

• An extraordinary meeting of the school council may be held at any time decided by the council, 
if all members are given reasonable notice of the time, date, place and object of the meeting. 

• The president of the school council or, in the absence of the president, the principal must call an 
extraordinary meeting of the school council if either of them receives a written request to do so 
from three members of the school council. 

• The president or the principal must call a meeting under the preceding paragraph by sending a 
notice to all school council members giving the members reasonable notice of the time, date place 
and object of the meeting. 

• The business of an extraordinary meeting will be confined to the object for which it is called. 
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4. Quorum for meetings 

• For a quorum to be achieved at a council meeting, not less than one half of school council 
members currently holding office must be present and a majority of the members present must 
not be DE employees. Any parent members on the council who also work for the Department 
are counted as DE employees for the purpose of a quorum. 

• If at the end of 30 minutes after the appointed time for a meeting of the school council, there is 
no quorum present, the meeting will stand adjourned to a time and place determined by the 
school council members present. 

• A member of the school council may be present at a council meeting, in person or by video 
conferencing or tele-conferencing.  

5. School Council decisions 

• Decisions of the school council will be by a majority of those eligible to vote and who are present 
at the meeting, where the majority are non-Department members. A vote by proxy is not valid. 

• Members will vote on a matter and the number of votes for and against will be recorded in the 
minutes. 

• Voting will normally be by a show of hands, but a secret ballot may be used for particular issues. 
 

Tied votes 
When a vote is tied (i.e. an even number of people are for and against a decision), the president (presiding 
member) has a second or casting vote. 
 
6. Absence of the president and other members from a meeting 

• If the president is unable to preside at a school council meeting, the school council will elect a 
member of the school council to chair the school council meeting (other than an employee of 
the Department). 

• If a member is unable to attend a meeting, an apology should be submitted to the principal prior 
to the meeting. 

 
7. Conflict of interest 
If a school council member or a member of his or her immediate family has any direct conflict of interest 
(including a financial interest) in a subject or matter under discussion at a school council meeting, that 
councillor: 

• Must declare the conflict of interest. 

• Must not be present during the discussion, unless invited to do so by the person presiding at the 
meeting. 

• Must not be present when a vote is taken on the matter. 

• May be included in the quorum for that meeting. 

7. Extended leave of a council member 

• A member of the school council may apply in writing to the president for extended leave of up 
to three consecutive meetings. 

• If a member of a school council is granted extended leave, the membership of that member is 
excluded in determining the requirement for a quorum of not less than half the members currently 
holding office. 
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8. Meeting agenda 
Preparation of the Agenda shall be the responsibility of the Executive Officer in consultation with the 
President. 
The principal shall ensure an agenda is prepared for each regular meeting and distribute the agenda, draft 
minutes from the previous meeting and meeting papers such as sub-committee reports, principal’s and 
president’s report to school council members no less than five days before the meeting. 
 
Open and closed meetings 

▪ School council meetings will generally be open to the school community, but the principal and school 
council may decide that only members may be present at a meeting or part of a meeting. 

▪ If the meeting is open, visitors may speak by invitation of the presiding member. 

▪ Any document requiring detailed debate will, as far a practicable, be circulated with the agenda. 
The Agenda for Council meetings is to include the following attachments: - 

• a general outline of the order of the meeting 

• a statement of correspondence sent and received 

• copies of any correspondence to be debated by Council 

• a written report from each committee including recommendations to Council. 
 
The order of the Agenda shall be as follows: 

• Agenda 

• Apologies / Visitors  

• Previous School Council Minutes  

• Correspondence In / Correspondence Out 

• Finance Report/Finance Sub Committee Minutes  

• School Infrastructure Sub Committee Report / Minute 

• Fundraising Sub Committee Report / Minutes 

• Principal’s Management Report 

• OHS Report  

• Innovation and Accountability Report  

• eLearning/ICT Report 

• General Business 
 
Length of meetings and extensions of meeting times 
If business has not been concluded within 2 hours, the presiding member shall ask the members whether 
they wish to defer the rest of the business until the next meeting or to extend the meeting. A motion is 
necessary if council wants to extend the meeting. The meeting will be extended for no more than 15 
minutes. 
 
Minutes 

• The principal will ensure a record of each school meeting is kept and draft minutes are prepared 
after each school council meeting and distributed to school council members prior to the next 
school council meeting. The principal may delegate this responsibility to another person. 
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• The minutes will record the type of meeting (regular, extraordinary or public); date, time and 
venue of meeting; names of attendees and apologies received from members; name of presiding 
officer; a record of the business of the meeting including the decision on the minutes of the 
previous meeting; inward and outward correspondence and reports of any sub-committees tabled 
at the meeting; and decisions of the meeting including motions and any amendments, names of 
movers and seconders, whether the motion was carried or rejected and the number of votes for 
and against. 

• When school council minutes are submitted for confirmation, only questions regarding their 
accuracy as a record of the meeting are to be raised. 

• Once the minutes have been accepted as a true and accurate record of the meeting, they are to 
be signed by the school council president or the person who presided at the meeting. 

• Business arising from the minutes is dealt with after the minutes have been confirmed. 

9. Correspondence  

• All items addressed to the President, Executive Officer, or Jacana School for Autism Council will 
be tabled, as well as outgoing items from the Council written by the President or the Principal as 
Executive Officer. 

• The Executive Officer will select other relevant correspondence to be placed on the Agenda. 

• The Agenda sheet will contain the name of the writer or source and date. 

• Items of correspondence will be received as tabled and will only be read at the discretion of the 
Executive Officer or at the request of a member. 

• Late items of correspondence received less than one week prior to the meeting will only be dealt 
with, with the consent of the meeting. 

• A file containing the original copies of all correspondence will be tabled at the meeting and may 
be inspected by any member and may be inspected at any time. 

• Correspondence shall be received as tabled except where the meeting takes exception by way of 
a specific motion.  

 
10. Reports  
All sub committee reports will be distributed to members with the Agenda and the previous minutes. 
Reports not circulated prior to the meeting will only be considered at the Council’s discretion. These reports 
must be available for perusal in the hour preceding the meeting. 

 
11. General Business 

• General business items of a complex nature will close on the Wednesday in the week prior to the date of 

the meeting. 

• Other agenda items may be raised and are to be listed after business arising from the minutes but 

are only to be considered at the discretion of council. Such items should be held over for 

discussion at the next meeting where there is the need for more information or greater 

consideration. This decision is at the discretion of the Chair. 

• Complex items of General Business may require supporting data included for circulation with the 
Agenda. 

• Items of an operational nature are to be dealt with outside the Council forum with the Principal 
or appropriate school personnel. 
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12.  Procedures 

• Normal meeting procedures will be followed as defined by Council and may vary from strict rules 

of debate to a less formal procedure appropriate to committee meetings. Debate will generally 

proceed in accordance with the accepted rules of debate. Should any dispute arise with regard to 

meeting procedures the dispute shall be resolved by reference to Joske’s Law and Proceedings at 

Meetings in Australia (8th edition). 

• A seconder is necessary for any motion or amendment. 

• The Chairperson may require a member to set out a motion or amendment in writing before it is 

moved. 

• The Executive Officer is responsible for overseeing the drafting, printing and distribution of 
minutes. A minute secretary will be appointed who will generally be the Business Manager. 

• Any member, at any stage of the debate, may seek further information on the topic under debate 
through the Chair. 

• Before the close of any meeting, an agenda item may be reconsidered by a decision of Council. 

• Council membership shall be as per schedule, however participating observers may be invited to 
join the Council on a regular basis. These observers shall share in discussion and debate but have 
no entitlement to vote. 

 
13. Pecuniary Interest  
If a member of the council or an immediate family member has any direct pecuniary interests in a 
subject or matter under discussion at a Council meeting (including Council subcommittees), that member 
must declare it and not be present when a vote is taken on the matter but may be included in the quorum 
of the meeting. 
14. Responsibility of school council members  
Each member of Council is expected to: 

• regularly attend meetings of council. (Where a Councillor misses two consecutive meetings 
or three or more meetings in a year the Executive of Council may request the resignation of 
that Councillor). 

• thoroughly scrutinise minutes, reports and attachments before each meeting. 

• be a member of at least one sub-committee/working party of Council. 

• maintain confidentialities as required 

• as an elected member, have a prime responsibility to the interests of Council above that of 
any particular part of the electorate 

• respect others’ rights to hold different positions and views 

• demonstrate positive, constructive and cooperative participation in College and Council 
business 

• maintain an awareness of education developments 

• participate in at least one annual professional development activity pertinent to the operation 
of school Councils. 
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15. Sub committees of the Council  
The school council will have the following sub-committees. 

▪ School Infrastructure  

▪ Finance 

▪ Fundraising  

Each sub-committee will be chaired by a member of school council unless otherwise decided by council. 
A sub-committee must include at least one school council member and have at least three members. 
 

• The Council may appoint sub-committees to assist it in carrying out its duties and functions. 

• The President and the Principal, or their nominees, shall be ex-officio members of all Council 
sub-committees. 

• Council will determine which committees it requires and will review the need for each annually. 

• The Council may approve of working parties to assist in the work of Council and the above 
committees.  Working parties that operate will report to Council directly or through a committee 
depending on communication lines established. 

• Membership of sub-committees should, as far as possible, reflect the cross section of Council 
membership. 

• Membership of sub-committees may include non-members of Council but must include at least 
one Council member. Where appropriate and possible, membership of committees shall be 
extended to include interested community members with special expertise or interest in the area 
of the sub-committee.  

• All Council sub-committee meetings will be open meetings except where the Convenor decides 
otherwise to facilitate a particular decision. 

• At the first sub-committee meeting following the February/March elections a convenor will be 
elected. The first meeting of the new Council may be deemed to be the first such meeting. The 
convenor may or may not be a member of school Council. 

• Committee meetings are to be held at a time to be decided by its members but usually within a 
time period which allows it to report, by way of written minutes, to the next Council meeting. 

• While decision-making by committees will generally be by consensus, where a vote is required 
only those listed as members will be entitled to vote. 

• All committees are formed to advise Council and have no independent decision making powers.  
While broad decision making powers rest with school Council, Council may delegate operational 
decision making to subcommittees within bounds established by Council. 

 
16.  Sub Committees and other reports  

• Each committee is to provide a written report on its activities for distribution with the minutes prior to 

each Council meeting. 

• Reports will only be considered in any detail if they contain significant recommendations. 

• Councillors will be expected to be aware of the recommendations in the Committee reports. 

Councillors will be requested to indicate sections of the report to which they are opposed and 

these sections shall be debated. 

• A report may be accepted, rejected or amended however where a significant amendment is a 

possibility the recommendation should be returned to the committee for further consideration. 
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• Council may document particular recommendations as motions, particularly significant finance 
committee recommendations, however upon reports being adopted each recommendation of 
that report becomes a decision of the Council. 

• Following the receipt of the last Council sub-committee report, a motion shall be put to receive 
all sub-committee reports and minuted alterations as a block and will require a seconder. 

 
 
17. Visitors 
Visitors may be invited to attend meetings following consultation with the President and/or Executive 
Officer. They cannot vote but can speak if invited by Council. 

 
18.  School council principles 
The school council will operate according to the following principles: 

• Respectful partnerships. 

• Clear and honest two-way communication. 

• Transparent processes. 

• Democratic, informed decision-making. 

• Personal and professional integrity. 

In the conduct of meetings, the following etiquette will be observed by members: 

• Only one person talks at a time. 

• All requests to speak are directed to the presiding member. 

• All speakers are listened to in respectful silence. 

• No ‘side conversations’ are held. 

• Members shall listen to the discussion carefully in order to avoid making points that have already 
been made or asking questions which have already been answered. 

• When the presiding member indicates that the topic of discussion is closed, no further comments 
are made. 

• Members shall not use jargon. 

• Members will ensure that all electronic devices (such as mobile phones) are silenced and no calls 
are taken during the meeting. 

• Members shall stay calm regardless of how difficult or challenging the topic. 
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COUNCIL SUB-COMMITEES:  GENERAL GUIDELINES 

All Council Sub-Committees shall: 
 

• recognise that, within the school, the Council is the ultimate decision-making body in the 
formation of policy. 

• recognise that the President and Executive Officer or their nominees shall be ex- officio members 
of all Council Sub-committees. 

• in their area of responsibility, recommend courses of action to the Council.    

• through the convenor, provide the Council Executive Officer with a written report of the minutes 
and any recommendations for distribution with the agenda of the next Council meeting for 
Council consideration. 

• implement Council policy decisions as directed. 

• prepare submissions for programs to be considered when budgets are prepared. 

• with the approval of Council, have the power in any particular year, to co-opt any person whose 
special talent will benefit the work of the committee. 

• implement policy and undertake action as specified through the roles allocated to the committee. 
 
The Convenor of a Council Committee shall: 
 

• call all meetings and provide all committee members with an agenda prior to the meeting. 

• in the event of his/her absence, nominate another member of the committee to act as chairperson 
of the meeting. 

• within three working days after each meeting provide the Council Executive Officer with a 
written report of the minutes and any recommendations for Council consideration. 

• ensure that the guidelines above are carried out. 
 
 
School Infrastructure Sub-Committee: Terms of Reference 
 
The School Infrastructure sub-committee will: 

• Plan and develop the schools facilities such as its buildings and grounds 

• Ensure implementation of approved recommendations are monitored  

• Provide advice to school council on external groups who may be using the school’s facilities  

• Organise working bees and other actions to maintain or improve the appearance of the school   

• Encourage participation from the school community and co-opt parent members when 
required.  

• Ensure there is an adequate internal control system to promote operational efficiency and to 
minimise financial risk Where required, assist in the completion of school tenders e.g. cleaning 
contracts, waste removal contracts, school council building contracts 

• Recommend and overview external advice and expertise as required 
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Membership:  

• At least three people and one of these must be a member of the school council  

Meetings:  

• The building and grounds sub-committee will meet at least twice each school term and prior to normal 
council meetings to consider the financial operation of the school and to ensure that appropriate reports 
and recommendations are prepared for council.  

• If the convenor of the buildings and grounds sub-committee is absent or unable to preside at the meeting, 
a member other than the principal elected by the members present at the meeting must preside.  

 
Finance Sub-Committee: Terms of Reference 
 
The Finance Sub-Committee shall: 

• monitor school’s income and expenditure including: local fundraising, school fees, hire of 
facilities  

• develop and monitor the implementation of strategies which allow for appropriate input into 
budget planning processes and to the development of the yearly budget itself. 

• consider budget submissions in the light of Council policies and priorities and make 
recommendations to Council for budget approval. 

• make recommendations to Council for short and long term financial planning in line with school’s 
goals and priorities. 

• implement and oversee activities and functions that will maximise funds raised toward school’s 
goals and priorities. 

• ensure that the school has a yearly financial audit and that audit recommendations are considered 
and implemented as appropriate. 

• ensure that an appropriate report is provided for the School’s annual report. 
 
Membership:  

• At least three people and one of these must be a member of the school council.  All sub program budget 
co-ordinators are invited to attended.   

 
Meetings:  

• The finance sub-committee will meet at least twice each school term and prior to normal council meetings 
to consider the financial operation of the school and to ensure that appropriate reports and 
recommendations are prepared for council.  

• If the convenor of the finance sub-committee is absent or unable to preside at the meeting, a member 
other than the principal elected by the members present at the meeting must preside.  
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Finance Sub-Committee: Terms of Reference 
 
The Finance Sub-Committee shall: 

• monitor school’s income and expenditure including, local fundraising, school fees, hire of 
facilities  

• develop and monitor the implementation of strategies which allow for appropriate input into 
budget planning processes and to the development of the yearly budget itself. 

• consider budget submissions in the light of Council policies and priorities and make 
recommendations to Council for budget approval. 

• make recommendations to Council for short- and long-term financial planning in line with 
school’s goals and priorities. 

• implement and oversee activities and functions that will maximise funds raised toward school’s 
goals and priorities. 

• ensure that the school has a yearly financial audit and that audit recommendations are considered 
and implemented as appropriate. 

• ensure that an appropriate report is provided for the School’s annual report. 
 
Membership:  

• At least three people and one of these must be a member of the school council.  All sub 
program budget co-ordinators are invited to attended.   

 
Meetings:  

• The finance sub-committee will meet at least twice each school term and prior to normal council 
meetings to consider the financial operation of the school and to ensure that appropriate reports 
and recommendations are prepared for council.  

• If the convenor of the finance sub-committee is absent or unable to preside at the meeting, a 
member other than the principal elected by the members present at the meeting must preside.  

 
Fundraising Sub-Committee: Terms of Reference 
 
The fundraising sub-committee will  
 

• Plan and develop fundraising events that focus on building community relations 

• Seek guidance and support from the Finance Sub Committee regarding fundraising targets to 

support student learning  

• Ensure implementation of approved Fundraising events  

• Provide advice to school council on positive and effective ways to improve community 

relations 

• Delegation of authority to the convenor to access school premises.  A set of school keys and 

security fob is available for the convenor.   

• Encourage participation from the school community and co-opt other members when required.  

• Ensure there is an adequate internal control system to promote operational efficiency and to 

minimise financial risk by receipting all funds collected through CASES21 and allocate a sub 

program code to track expenditure.   
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• Maintain a yearly cash float of $100 for all fundraising events.  
 
 

Membership:  

• At least three people and one of these must be a member of the school council and a staff 
member.  

 
Meetings:  

• The fundraising subcommittee will meet at least twice each school term and prior to normal 
council meetings to consider the fundraising operations of the school and to ensure that 
appropriate reports and recommendations are prepared for council.  

• If the convenor of the fundraising sub-committee is absent or unable to preside at the meeting, 
a member other than the principal elected by the members present at the meeting must preside 

 
 

 

Review: This policy will be reviewed annually. 

 

Ratified at School Council  20 February 2025 

Review Date  Term 1, 2026 

 

 


