A Guide for Class Reps
Townsville Central State School is proud of its strong positive community spirit amongst parents, teachers and children, and encourages the active involvement of families in the functioning of the school. Classes at Townsville Central State School have a volunteer parent/carer representative to help the classroom teacher keep parents informed about, and become involved in their child’s learning. The main focus of the role is to create an atmosphere of cooperation, optimism, support and care. 
Thank you for volunteering to be the Class Rep for your child’s class. The Class rep is an important role in the school community and your time and effort is greatly appreciated. 

The class rep shall:-
Liaise with and support their classroom teacher, families and students by welcoming families and encouraging them to be involved in the Central School community and helping to facilitate communication between the P and C and school families. 
The classroom rep coordinator shall:-

Advertise for and assist the teacher in appointing a classroom rep for each class at the beginning of the year:-


Provide a full list of classroom reps to the P and C, the school Principal, and to 

the class reps themselves.

Meet with the class reps at the start of the year to outline duties and 

expectations and to share ideas for possible social functions.

Liaise with the P and C and with the school and suggest to class reps when their assistance might be needed. 

Be a contact person for the class reps, meeting formally once a term and providing assistance when required. 

Appointment of class reps
A nomination form is available in the school newsletter at the start of the year and on the school website. Class teachers will choose the class rep from the pool of volunteers and invite them to be class reps. More than one person may fill the position to share the role and support each other. This is at the class teacher’s discretion. 
Tasks of class reps:-
Prepare and maintain a class contact list. 

Check families are happy to have their details given to the school office for purposes like sending out report cards.

Be a contact for new families.

Request parent/carer help within the classroom or for special excursions or events eg. Athletics Carnival.

Arrange class social events to help families get to know each other. 

Collect resources from families for class activities/learning themes and topics.

Update class families via email on a regular basis on happenings within the class. Celebrate student successes.

Tell parents about skoolbag app and QSchools app for general purposes as well as to update their details.

Via the teacher, provide an update at the beginning of year ie library days, sports days etc. how to contact teacher, expectations of kids eg read 15 mins a night etc

Encourage P and C involvement

Celebrate kid’s birthdays, teacher’s birthday, Teachers Day etc.

Attend a P and C meeting occasionally to give a summary.

Fundraising communication/ask parents for help.


Occasional insert into newsletter eg. what's happening in 5/6T


Class rep characteristics:-

Supportive of the class teacher, 

Cooperative and interested in school activities

Available to delegate tasks where possible

Able to keep matters confidential


Reliable, friendly and non-judgemental
Confidentiality

Class reps should have any correspondence approved by their class teacher before distributing to their class. Email subject line should read ‘Class Rep Communication for Class…’. 
A family’s contact details must not be disclosed to other families without their permission. 

Class distribution lists should only be used for school matters. 

Specific issues about children should be addressed directly with the class teacher by individual families. A teacher is unable to talk about other students or families with a class rep. 
Class rep meetings

Will be held at least once per term. This is an opportunity to discuss any issues relating to the role and to share info about upcoming school events and class/year level activities. A member of admin or a school leader will be present at these meetings. Minutes of meetings will be placed on the school website. 
Support from the P and C
The P and C will support the classroom reps in their roles through the Class Rep Coordinator. 
The P and C will provide clear information about events and policies. 

If required, the P and C will provide a central form of communication to reduce hard copy and emails when possible. 

Photocopying support is available through the Office. 

How to begin the year
Introduce yourself to the class teacher. Have a meeting with them to discuss the specifics of your role and how you can work together;

Get the contact details for the families in your class and then introduce yourself to your class families (see attached form ‘Class rep contact Information’). 
Organise a family activity for your class outside of school hours so all families can meet. 
