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1. STATEMENT OF COMMITMENT TO CHILD SAFETY

We are committed to child safety. We want children to be safe, happy and empowered and have zero
tolerance of child abuse. We understand our legal and moral obligations to treat all concerns seriously and
to report allegations and concerns about a child/ren’s safety and wellbeing to authorities. We are
committed to the cultural safety of all children including Aboriginal children, children from culturally and/or
linguistically diverse backgrounds, and to providing a safe environment for children with a disability.

2. POSITION PURPOSE
e To plan and deliver social and fundraising activities that strengthen community connection and
contribute to the kindergarten’s annual financial and capital goals.
e To lead the Social Subcommittee and work collaboratively with educators, families and the CoM to
ensure all events are inclusive, well organised and aligned with SPK’s values.

3. KEY ATTRIBUTES OF THE ROLE
This role is ideal for someone who:
e Has strong organisational and interpersonal skills and enjoys connecting people and creating a
sense of community.
e Can coordinate a small team of volunteers and work collaboratively with other CoM.
e Has basic computer and communication skills (email, simple spreadsheets, or Canva templates).
e Can attend monthly Committee of Management meetings either in person or via video call.

4. KEY RESPONSIBILITIES AND ACTIVITIES

Key Responsibility: | ESTABLISH AND LEAD THE SOCIAL SUBCOMMITTEE

Activities
= Form a Social Subcommittee early in the year, inc group reps from the 3YO & 4YO programs.
= Clarify roles and responsibilities within the team and assign tasks for upcoming events.
= Maintain regular communication with subcommittee and encourage broad family participation.

Key Responsibility: | PLAN AND DELIVER SOCIAL AND FUNDRAISING ACTIVITIES

Activities

= Determine annual fundraising target with the CoM, based on budget & capital priorities.

= Review past event feedback and parent survey results to select suitable fundraising
and community events.

= Develop and share a yearly calendar of social and fundraising activities.

= Work with the Marketing & Communications Officer to promote events, sponsorship
opportunities and community participation.

= Communicate regularly with families about fundraising goals, events and outcomes.

= Collaborate with the Sustainability & Diversity Officer to ensure all events are inclusive
and environmentally conscious.

= Coordinate with the Treasurer to reconcile event income and expenses, ensuring
accurate financial reporting.

Key Responsibility: | COORDINATE FUNDRAISING EVENTS

Activities

= Lead the planning and delivery of key events such as Trivia/Auction Nights, Hot Cross
Bun Morning Tea, Personalised Plates/Aprons, Cookbooks or other activities.

= Oversee logistics, budgets, volunteer coordination, supported by Social Subcommittee.

» Ensure all events are safe, inclusive and consistent with SPK’s values.

= Complete risk assessments for all fundraising and community activities, in
collaboration with the WHS Officer and relevant staff.

= Provide summary reports on outcomes, attendance and funds raised to the CoM.

This role works collaboratively with other Committee members, educators and staff to ensure Summerhill Park Kindergarten
operates as a cohesive, safe and high-quality service.
Updated: November 2025




Key Responsibility: | POLICIES MANAGEMENT

Oversee updates (follow templates and update schedule) and manage the following policies
= Dealing with Medical Conditions Policy
= Administration of Medication Policy
= Food Safety Policy
= Hygiene Policy

Support, training and advice are available through the Early Learning Association Australia
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