
BOB HAWKE COLLEGE 
PARENTS & CITIZENS’ ASSOCIATION INC. 

INCLUSION SUB-COMMITTEE 
TERMS OF REFERENCE  

 
 
1.0 NAME: 
1.1 The Sub-committee shall be called the Bob Hawke College Parents & Citizens’ 

Association Inc. - Inclusion Sub-committee. 
 
2.0 COMPOSITION: 
2.1 (a) Not less than 3 members one of whom shall be a member of the P&C Executive 

Committee. 
 (b) The President of the P&C shall be ex officio a member. 
2.2 The members shall be elected each year at the Annual General Meeting or a General 

Meeting of the P&C Association by and from the financial and ex officio members of 
the P&C. In the event of a position becoming vacant on the Sub-committee an election 
may be held at a General Meeting of the P&C to fill the vacancy. 

2.3 The Sub-committee when formed shall elect from its members a Convener and a 
Secretary. 

 
3.0 RESPONSIBILITIES: 
 Subject to direction of the P&C Association the responsibilities of the Sub-committee 

shall be to: 
3.1 Raise awareness about the value of diversity and inclusion in our school community, 

and the work that the College, the Board and the P&C and school are already doing to 
ensure we live BHC’s Values and Strive to achieve BHC’s Vision. 

3.2 Demonstrate that the P&C and school community leaders embrace and value 
diversity, and model inclusion in their work. 

3.3 Support the P&C to better engage with and include diverse families. 
3.4 Increase opportunities and remove barriers for families from diverse backgrounds to 

participate in the P&C and the school community, and ensure all families feel valued, 
connected and able to contribute to our school community. 

3.5 Facilitate a support network/s to parents/carers from diverse families (on an opt-in 
basis) (e.g. “BHC Parents Connecting for Inclusion”).  

3.6 Contribute to the development of inclusive policies, initiatives and resources by the 
P&C. 
 

4.0 DUTIES OF CONVENER: 
4.1 The Convener when present, shall preside at all meetings of the Sub-committee. In the 

event of the Convener being absent the meeting shall elect a chairperson for the 
occasion. 

4.2 The Convener shall ensure that a written report of the activities of the Sub-committee 
is presented to all General Meetings of the P&C Association (or Executive Committee) 
and at such times as directed by the General Meeting of the P&C Association.  

 
5.0 DUTIES OF THE SECRETARY: 
5.1 The Secretary shall have custody of the documents of the Sub-committee and shall 

keep a full and correct record of its meetings. These documents and records shall be 
made available to the P&C Association as required. 

 
6.0 MEETINGS: 
6.1 Meetings of the Sub-committee shall be at such times and places as determined by 

the Sub-committee provided that not less than forty-eight (48) hours notice is given. 



6.2 It is desirable to meet just prior to a General Meeting of the P&C Association to enable 
a report to be prepared. 

 
7.0 QUORUM: 
7.1 A quorum shall comprise 50% + 1 (one) of the current membership of the Sub-

committee. 
 
8.0 VOTING: 
8.1 All members and ex officio members shall be entitled to one vote on any resolution or 

election at a meeting at which they are entitled to be present. 
8.2 Voting shall be by show of hands.  
 
9.0 ALTERATIONS TO RULES: 
9.1 All proposed amendments to these rules must be approved by a General Meeting of 

the P&C Association. 
 
10.0 APPROVALS AND REGULATIONS   
10.1. All events and activities must adhere with legal requirements. 
 
NOTES: 
1. It is not a requirement that the principal be a member of the Sub-committee. However 

if the P&C Association wishes the principal to be a member the principal can be either 
elected or ex officio. 

2. Where the Sub-committee is established during the year the members are elected at a 
General Meeting of the P&C. All members of any Sub-committee of the P&C must be 
financial members of the P&C. 

 
 
 
 

THE   SUB-COMMITTEE IS AT ALL TIMES RESPONSIBLE TO 
THE GENERAL MEETING OF THE P&C ASSOCIATION 
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