APPENDIX A MANAGING COUNCIL/BOARD MEMBERSHIP VACANCIES
A school council or board seeks to be representative of the school community. In
determining the composition (or the balance between categories), regard should be given to
the nature of the student population of the school and the social, cultural, lingual, economic
or geographic factors that may be relevant to the school.
PROCESS FOR WHEN A VACANCY ARISES
1. The principal of the school invites nominations from persons in the membership
category to fill the vacancy and makes information about the council/board available to
prospective nominees. For example,
• if there is a vacancy for a parent member, all parents are to be given the opportunity
to nominate for election and the Parents and Citizens’ Association should be
provided with sufficient time to consider making a nomination for election; and
• information about the council/board could be made available through the
principal/chair, school website, factsheet.
2. The principal provides nominees for all categories of membership the prescribed
nomination form (see Appendix B).
3. The principal conducts an election if the number of nominations exceeds the number of
vacant positions, only in the following membership categories:
• parents/adult students;
• staff of the school; and
• students 15 years and over.
4. Where an election is required, all people who are eligible to nominate for a category are
to be given the opportunity to vote for that category. For example, if there is an election
for a parent member, all parents are to be given the opportunity to vote.
5. Prior to an appointment to the council/board, nominees (with the only exceptions being
students under 18 years of age and existing Department of Education employees)
undergo a National Police History Check. That is, before the announcement of the
election result (where there has been an election) and before any confirmation of
appointment is made.
6. The Screening Unit issues a Screening Clearance Number, or advises the nominee they
have been refused clearance.+
7. The Principal announces appointments as soon as practicable after a nominee is issued
with a Screening Clearance Number.
8. The Principal and Chair make arrangements for an induction.
+

Where a nominee has been refused clearance they inform the Principal that they are
unable to be on the council/board. They do not have to state the reason for being
refused a clearance. The Principal will refer to steps 4. onwards.

Casual vacancies
The same process is to be undertaken for a casual vacancy as for any other vacancy
however the person appointed will only hold office for the remainder of the term of office
which applied to the original office holder.
Information regarding the requirement for a National Police History Check is available at
Screening.

