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“The research is overwhelmingly clear: 

when parents play a positive role in their 

children’s education, students do better in 

school” 
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Introduction      

It is with gratitude that we thank you for volunteering for the role as Parent Representative for your 

child’s class. It is a wonderful opportunity to build community at Good Shepherd Catholic Primary 

School Springfield Lakes. The Parent Representative role is very important to our school community. 

It provides support to the teachers and acts as a liaison between teachers and parents in the school.   

As a Parent Representative, you are a valued member of our school community and your time and 

commitment are very much appreciated. 

The purpose of the Parent Representative is to help foster good communication and to assist in the 

development of building a positive school culture as part of our growing community. It provides the 

opportunity to enhance quality relationships within the school between staff, students and parents. 

Each learning place from Prep to Year 6 will have at least one Parent Representative. The function of 

the Parent Representative is not formally structured and is not meant to be an arduous task. 

The Parent Representative team forms part of the six groups that make up the Family and Community 

Engagement Network (FACE Network). Reports will be made at the Term’s Meetings. 

All Parent Representatives meet with the Principal at the beginning of each year after the first FACE 

meeting, in order to establish an understanding of roles and responsibilities. 

 

                                                              

 

 

 

 

 

 

 

 

Protocols of the Parent Representative 

Paramount to the role of the Parent Representative is the understanding of confidentiality of the 

parents and/or carers, the children and the staff within Good Shepherd Catholic Primary School 

Community. The role requires mutual trust, communication and a willingness to promote the values 

of Good Shepherd, especially Love, Justice and Compassion as well as Good Shepherd’s Way of Being 

Community and Mission Statement (attached). Our aim is to create a harmonious environment for all. 

Primarily, the class teacher is responsible for the children in her/his care. The Parent Representative 

should direct all inquiries to the teacher or Principal. The Parent Representative is to support the 

teacher and therefore adhere to the teacher’s guidelines and duty of care to each child placed in 

her/his care. 
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Structure of the Parent Representative Team 

A Parent Representative is encouraged to volunteer for a particular learning place for a calendar year. 

Usually there is one Parent Representative for each class i.e. Assisi Exploring Place 1, however it is 

recommended that there are two Parent Representatives for each learning place. Working in pairs can 

be less daunting especially for parents new to our Good Shepherd community. Take the principle, “A 

job shared, is a job halved” and it always great to bounce ideas off each other and to cover for 

absences. 

 

Confidentiality 

The Parent Representative should at all times be respectful of the privacy of others. Good Shepherd 

Catholic Primary School recognises and respects your privacy and is committed to protecting the 

privacy of all families. No family information will be disseminated unless permission is given by the 

family. All families are asked to complete the “Request for Parent Contact Details” which is attached 

as Appendix 1. Parent Class Representatives will organise the distribution of this letter by contacting 

Good Shepherd Administration Office. Good Shepherd will then distribute to each family in Term 1. 

 

Role of the Parent Representative 

The role of the Parent Representative can include, but is not limited to the following: 

Role of Parent Representatives: 

 To organise social events/functions for the parents in their Learning Place to help them get 
to know each other. Events might include family picnics or parent dinners. 
 

 To communicate messages from other Learning Places to the FACE Network (Family and 
Community Engagement Network) and Good Shepherd’s Newsletter so that parents are kept 
informed about social gatherings, fundraising activities and school community events. 
 

 To organise with the class teacher for parental help when and where required. 
 

 Parent Representative, and other learning place volunteers, are respectful of privacy and 
ensure that the confidentiality of teachers, students, and parents is maintained at all times. 
 

 Supporting the teacher with class activities  
 

 Helping to establish a roster of volunteers for help in the learning place program. e.g. 

Reading Groups, art/craft, excursions 

 Welcoming new families – Parent (new) to Parent (existing). 

 Gathering/generating/ developing enthusiasm for working bees  

 Gaining additional support for programs associated with the Specialist Programs such as 

costumes for productions, sporting events etc.  

 Dissemination of information  

 Compiling a list of parents with particular skills to help out in the class program  
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 Ensuring that the class has a representative for special events.  

 Parent Representatives organise the celebration of World Teachers Day, last Friday in 

October, Teacher’s birthday. 

 Purpose  

To enable volunteers as Parent Representatives to assist in a rich and diverse range of educational 

activities and experiences in support of the curriculum and social activities, while protecting the 

wellbeing, safety and security of students, staff, visitors and volunteers involved with the school. To 

have participated in the Student Protection and Volunteer In-service which is held twice in Term 1 

(Morning and Afternoon sessions) and once in Terms 2 - 4. Where possible, it is desirable for all classes 

to have a Parent Representative.  

Implementation  

 All class Parent Representatives must liaise with the teacher at all times and ensure that 
their work fits in with school guidelines.  
 

 Teacher, parent, volunteer and student confidentiality must be maintained at all times, any 
concerns that may arise must immediately be referred to a teacher or the Principal.  
 

 Parent Representatives will sign in on arrival and sign out on departure from the school and 
collect a badge. 
 

 Parent Representatives will wear identification badges while assisting. 
 

 Parent Representatives will have an induction appropriate to the role, including 
responsibilities in relation to confidentiality and emergency procedures prior to 
commencement of the role.  
 

 No digital images of activities or students are to be taken unless requested by the teacher.  
 

 A copy of this policy will be provided to all Parent Representatives.  A signed copy will be 
held on file at school.  
 

 All written communication with parents needs to be sighted and approved by the Principal 
and/or Assistant Principal Religious Education along with the class teacher. 
 

 Develop a working relationship with the teacher by meeting on a regular basis to ensure all 
needs are being met. 

 Meet the class teacher on a regular basis to ensure and develop a positive working 
relationship. 
 

 Once contact details have been provided by the Principal, welcome new families and assist 
them in getting to know other families and to feel part of Good Shepherd Catholic School 
community; 
 

 Promote communication between the school and the parents/carers; 
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 Compile a family contact list for the learning place via the correct school protocols (see 
above section on Confidentiality) to organise volunteers for large organised school activities; 
 

 To liaise with other Parent Representatives when required; 
 

 To provide information to Pastoral Care Leader re births, sickness, deaths in families 
 

  Liaise with Parent Representative and FACE Network (Family and Community Engagement 
Network), to organise a combine staff morning tea for World Teachers Day on the last Friday 
of October and for departing teachers. The budget for such gifts will be determined by the 
Principal. The Parent Representative will then gather donations from families who are willing 
to contribute; 
 

  Organise family activities out of school hours. This provides an opportunity for families to 
meet each other etc. This can be done at least once each term and can include; 
 

 Mum’s Dinner/Drinks 
 Dad’s Dinner/Drinks 
 Children’s Movies 
 Family Picnics 

 

 Attend information, clarification and Strategic Planning sessions when required with the 
Good Shepherd Primary School Leadership Team. 
 

 Assist in developing a Parent Representative support program to ensure the needs of Parent 
Representatives are being met. 
 

Parent Representative Coordinator 
The volunteer coordinator plays a vital role by driving Good Shepherd’s volunteer management 

program and providing ongoing support to volunteers. The coordinator also becomes the main point 

of contact for our volunteers and for the school principal. 

 

Appointing a volunteer coordinator recognises the importance of volunteers to the Good Shepherd, 

and the importance of planning ongoing volunteer management. It also helps our volunteers feel 

satisfied that they are making an important contribution. 

 

Recruitment and selection 

 Working out how many volunteers are needed and for what roles 

 Planning how and where to recruit volunteers for other roles within the school 

 Developing policies and procedures if required for certain sections of volunteering. 

 

Orientation  

 Focusing on an invitation for new families 

 Presenting or managing the orientation for all new starters 

 Providing training of new volunteers and keeping in touch with all volunteers. 

 

Training and development 

 Arranging training opportunities for class parent representatives 

 Encouraging Parent Representatives to reach out to others 

 Conducting a skills audit or organisational review. 
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Rewards and recognition 

 Developing ways to recognise and reward volunteer’s effort recognise and reward volunteer 

efforts 

 Promoting the recognition program by checking in once a term meeting 

 Managing volunteer communications such as social functions, newsletters or social media. 

 

Management 

 Helping volunteers feel welcome and supported 

 Looking after the volunteer database and records re email addresses 

 Communicating with people from diverse backgrounds  

 Manage a survey for ideas from the parent representatives 

 Ensure that organisation of class events are approved by the principal 

 Ensure that all documentation is approved by the principal 

 Resolving conflict or managing the grievance process. 

 

Workplace safety 

 Identifying risks and understanding their impact 

 Implementing, promoting and evaluating the Parent Representative Policy and procedures 

 Photo of each Parent Representative framed for the foyer area 

 

What the Parent Representative is NOT Responsible For 

The Parent Representative does not circumvent the parent/carer/teacher relationship. If any parent 

has any concerns regarding their child’s education, the Parent Representative must advise the 

concerned parent/carer to converse with the teacher or Principal directly. The Parent Representative 

is not responsible for curriculum and/or behaviour decisions. 

 

Organised Whole School Events 

Choose a Parent Representative Coordinator for the purpose of coordination. The Parent 

Representative Group is the main line of communication and major support for enabling all whole 

school social events. Once events have been discussed and approved by Good Shepherd and in 

consultation with the FACE Network, the Parent Representative Coordinator will contact all Parent 

Representatives to discuss what is required and provide a roster for volunteers. Examples of whole 

school events are; 

· Beginning of Year School Mass 

· Welcome BBQ 

· Book Fairs 

· Wellbeing days 

· All School Sporting events – Cross Country, Sports Carnival 

· Mother’s Day /Father’s Day Stalls 

· Good Shepherd’s Markets Bi-Annually 

· Christmas Concert 

 

https://www.volunteer.vic.gov.au/manage-your-volunteers/supporting-and-supervising/approaches-to-managing
https://www.volunteer.vic.gov.au/manage-your-volunteers/supporting-and-supervising/settling-disputes-and-grievances
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Photocopying Facilities 

If you require any photocopying, please contact the Office. 

 

Newsletter 

Parent Representatives are encouraged to advertise upcoming events in the weekly school newsletter. 

Advertising in the newsletter can create a greater interest and participation in events, and it also 

personalises many situations in the School Community. Ideas of what to advertise in the newsletter 

are; 

· Upcoming class events 

· Reminders for parents to respond to deadlines 

· A thank you note to parents who may have helped with an event 

All requests for advertisement in the newsletter can be made through the Office. 

 

FACE Facebook Page: https://www.facebook.com/groups/377578475695788/ 

 

How to Begin the Year 

Below are suggestions on how to begin the new school year; 

 Introduce yourself to your learning place teacher. Have a meeting with them to discuss the 

specifics of your role and how you can work together; 

 

 Once you have received the contact details for the families in your class, introduce yourself 

to your class families. You can do this by way of the attached “Parent Representative 

Introduction Letter” which is attached as Appendix 2. 

 

 Organise a family activity for your class outside of school hours so all families can meet. 

 

Document Produced Document Reviewed Document Reviewed By Next Review 

February 2015 May 2016 Judith Seery and FACE March 2018 

 

https://www.facebook.com/groups/377578475695788/
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Appendix 1  

 Example of Parent Contact Details Letter  

Distributed by the School - March 

RE: REQUEST FOR CONTACT DETAILS FOR PARENT REPRESENTATIVES 

Dear Parents/Carers 

As part of our endeavour to promote communication and to assist new families joining our school 

community, we have a Parent Representative assigned to each class group. In order to develop the 

lines of communication between teachers and parents/carers, the Parent Representatives would like 

to obtain the contact details for each family in their class group. 

Due to the Privacy Act, schools are not permitted to provide family details unless approval is given by 

that family. To assist the Parent Representatives in each learning place to communicate with you, 

please complete the details below and return to your class teacher as soon as possible. Only provide 

details that you are willing to provide to the Parent Representative for your class group. 

I would like to stress that Good Shepherd Catholic Primary School respects the privacy of all families 

within the school community. We are aware that several families have silent telephone 

numbers/mobile numbers and may prefer not to have their contact details given to the Parent 

Representative. These families may wish to contact their Parent Representative personally and make 

other arrangements so that they can be advised of their class news or coming events etc. 

Yours Sincerely 

 

Judith Anne Seery -  Principal 

1. or 

 I, ____________________________________would prefer to contact the Parent Representative for 

my class group personally 

or   2. 

 I, _____________________________________ give permission for the school to provide the Parent 

Representative with my details already held at Good Shepherd Catholic Primary School Springfield 

Lakes. 

or  3. 

I, ______________________________________   am happy to provide the following contact details 

to the Parent Representative for my class group 

Child’s Name ____________________________ Class _____________________________________ 

Parent/Carer’s Name ________________________________________________________________ 

Address ___________________________________________________________________________ 

Home Phone _____________________ Mobile ___________________________________________ 

Email Address ______________________________________________________________________ 
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Appendix 2 

Example of Parent Representative Introduction Letter - Add photo of the parent 

Representative  

Dear Assisi Exploring 1 Parents/Carers 

I wish to introduce myself and extend a warm welcome to you and your family. As the Parent 

Representative for your child’s class, I help to foster communication within the school, and to assist 

with the development and building of our school community. This is another means of uniting the 

school community and enhancing the quality of relationships within the school between teachers, 

parents/carers and the children. 

Please feel free to contact me if you wish to help in the classroom or if you require information on 

how you can be involved as a parent/carer at Good Shepherd Catholic Primary School. 

I look forward to meeting you at our first social function. 

Yours Sincerely 

 

____________________________________ 

Parent Representative – i.e. Assisi Exploring Place 1 
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Appendix 3  

Example of an Invitation to a Class Event 

Dear Parents/Carers 

I would like to invite you and your family to join me at our upcoming Children’s Assisi Exploring Place 

1 Play Date. 

Venue: >>>>>> 

When: Saturday >>>>> 

Time From >>>>>>> 

Please return the RSVP slip back to me by 15 February to enable for bookings to be confirmed with 

the venue. 

I hope that you are able to join us for a wonderful morning. 

Yours sincerely 

Assisi Exploring Place 1 Parent Representative 

RSVP 

The ___________________________ Family are able to attend the above function 

The ___________________________ Family are unable to attend the above function 

 

Name: Please Print______________________________  Signed _____________________________  

 

Phone Number ________________________ 
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Appendix 4  

Parent Representatives 

 

 

Learning Place Teacher Parent Representative Parent Representative 
 

Assisi 1  
 

   

Assisi 2 
 

   

Assisi 3  
 

   

MacKillop 1  
 

   

MacKillop 3  
 

   

Nagle 3 
 

   

Nagle 4 
 

   

Ignatius 1 
 

   

Ignatius 2 
 

   

Ignatius 3  
 

   

Ignatius 4   
 

   

Ignatius 6 
 

   

Ignatius 8 
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Appendix 5  

Parent Representative Contact List 
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Appendix 6 

A model for effecting change through parental engagement 

 

 

Adapted from Harvard Family Research Project 
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Appendix 7 

Mission Statement and Good Shepherd’s Way of Being Community 
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Appendix 8  

Certificate 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

                                                                     PRESENTED TO             

                                                                      for Leadership  

                                                                                 at  

Good Shepherd Catholic Primary School Springfield Lakes 

 2018 Parent Representative  

For 

Assisi Exploring Place 1 

     Judith Seery Principal                          Date:   

 
 
 
 
 
 

 

 

CERTIFICATE OF COMMITMENT 
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Appendix 9    

Agreement 

By signing this document, I _________________________________________ agree on this day, 

________________________________________20  , that I have read and understood the 

expectations and purpose of Good Shepherd Catholic Primary School Springfield Lakes, Parent 

Representative Policy.  

 I agree to abide by the expectations and values of Good Shepherd. 

 

 I accept Good Shepherd’s Mission Statement and Good Shepherd’s Way of Being Community.  

 

 I accept that at all times I will respect the confidentiality of staff, students and parents and 

will not be the bearer of negative conversations. 

 

 I accept that at all times I will respect the teacher as the professional in respect to the delivery 

of the curriculum and behaviour learning. 

 

 I understand that the Parent Representative’s privileges may be revoked should I choose not 

to abide by the Parent Participation Policy.  

 

 I understand that it is a privilege to be a Parent Representative. 

 

 I understand that I must attend the Student Protection and Volunteer In-service prior to 

volunteering as a Parent Representative. 

 

 I understand that Principal’s approval must be granted prior to taking on a Parent 

Representative role at Good Shepherd. 

Parent Representative’s Name: ____________________________________________________ 

 Parent Representative’s Signature: ________________________________________________ 

Contact phone numbers: Home: ________________________Mobile: ____________________  

Email address: _________________________________________________________________  

Date: _______________________ 

Principal’s Name:  Judith Anne Seery 

Principal’s Signature: _______________________________________ Date: _________________ 
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NOTES: 

 

 


