P&C Event / Fundraiser Initial Proposal[image: ]
Submitted by:
Date:
1. Idea Title:  (Give your idea a clear, descriptive title)
2. Short Description:  (What is your idea? 2–3 sentences. What is the purpose or goal? Why might it be valuable for our school community?)

3. Who’s It For?
☐ Students ☐ Families ☐ Staff ☐ Community ☐ Other: _______
4. Proposed Timing:  (Approximate date, term, or season. Consider school calendar or other commitments.)

5. Why This Idea?  (What do you hope this event/fundraiser achieves? e.g., community building, fundraising, fun, awareness.)

6. Estimated Budget / Fundraising Potential : (Rough ballpark e.g., “$50–$100 to run” or “Could raise $500–$800.”)

7. Key Requirements / Considerations: (Brief notes only — think venue, volunteers, principal approval, resources, approvals, accessibility, etc.)
•
•
•
8. Support Needed:  (Do you want to lead it, help develop it, or just suggest it?)
☐ Lead / Coordinate
☐ Collaborate with team
☐ Suggest only — hand over to team

9. Additional Notes / Thoughts: (Any other early ideas or important points you want the committee to know.)





Next Steps:

1. Submit:
Complete this form and send it to the Secretary.  P&CSecretary@grovelyss.eq.edu.au 
2. Feasibility Check:
The Executive will do a brief practical check (and early Principal consultation if needed).
This is not a decision on the idea — just to confirm it is realistic to explore.
3. Member Discussion:
Proposals will be shared on the P&C discussion forum for member feedback and suggestions.
4. Formal Meeting:
If supported in principle, the proposer will be asked to present the idea briefly at a General Meeting for discussion and endorsement.
5. Working Group & Detailed Plan:
If endorsed, a working group will be formed and more detailed planning and discussions will take place.  You will be required to work closely with the executive, and report back to the group regularly and seek clarifications and any approvals early – do not leave things to the last minute. 

ADDITIONAL Points to Consider when planning Events/Projects.

☐ Insurance 
☐ School approval / Principal consultation
☐ Venue or facilities booking needed
☐ Equipment / storage / power / first aid required
☐ External suppliers or partners involved
☐ Council or community approvals needed
☐ Accessibility considerations (e.g. for families with mobility, sensory, or language needs)
☐ Sustainability considerations (e.g. waste reduction, recycling, reusable materials)
☐ contingency plan – always have a back up plan. 
☐ risk assessments - Are there any potential risks or challenges and how they could be managed. consider:  Child protection, hazards, wet weather, low volunteers, other local events,
☐ volunteers.  How many volunteers will be needed? Be realistic —don’t forget setup, running the event, and pack-down all need multiple hands! As well as who will manage insurance paperwork, communications/marketing the event.
☐ detailed Budget plan - Event costs/consumables, Income / ticket pricing, in-kind donations, Expected net profit. Attach quotes or supporting documents if available.  
☐ Communication plan – how will you promote the event?  Who will create posters? What is the key messaging. 
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