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MANAGEMENT OF BIZ-E-KIDZ 
 

Policy: 

 
Biz-E-Kidz is operated by the North Melbourne Primary School Council from both 
the Errol Street and Molesworth street campuses. 
 
A sub-committee of the School Council (the Biz-E-Kidz Management Committee) 
made up of parents, school council representative(s) and school staff 
representative(s) manages the program on behalf of the School Council, reporting 
on progress at each School Council meeting. The Biz-E-Kidz Coordinator and the 
Financial Administrator attend management committee meetings but are not 
members of the committee.  
 
Decisions on the goals and direction of Biz-E-Kidz are made by School Council. The 
management committee handles the operations of the service to ensure the 
program is efficiently and effectively meeting those goals and makes 
recommendations for School Council consideration and decision making. 
 
The Biz-E-Kidz management committee is responsible for: 

●​ Meeting all legal requirements of the program; 
●​ Developing policies for the program; 
●​ Reviewing procedures to ensure they continually meet policies, legal 

requirements and families’ needs; 
●​ Planning and managing the finances of the program including determining 

fees; 
●​ Employing and managing staff;  
●​ Maintaining all necessary records; 
●​ Reporting back to the School Council. 

 
The program is self-funding. It operates as a not-for-profit organisation, budgeting 
on a profit each year to be spent on improvements in the future year(s). 
 
The management committee and staff work together cooperatively. All staff 
members are aware of who the management committee are and how to contact 
them.   
 
Management provides resources and support to assist staff to understand, comply 
with and respond to job requirements. 
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Procedures: 

 
The Management Committee 
 

●​ Any School Council member can elect to be a member of the Biz-E- Kidz 
Committee and one is elected in the role of Convenor.   

●​ The School Principal organises a school council staff representative to be part 
of the Biz-E-Kidz management committee.   

●​ The opportunity to join the Management Committee is advertised to parents 
at least once a year. When required, parents and school staff are also directly 
invited to join the committee to encourage a good blend of skills and 
background on the committee.   

●​ The Biz-E-Kidz Financial Administrator and the Coordinator attend committee 
meetings. 

 
Requirements for school council members and other people who are identified as 
‘Persons with Management or Control’. 
 

●​ On election to the school council, certain members are designated by default 
of their position to be a ‘Person with Management or Control’ (‘PMC’) of 
Biz-E-Kidz. These positions are:   

-​ Executive Officer of School Council (School Principal) 
-​ President / Chairperson of School Council (Parent)  
-​ Convenor of Biz-E-Kidz Subcommittee (Parent) 

​
Non-School-Council members who are also PMCs: 

-​ School Business Manager  
-​ Biz-E-Kidz Financial Administrator 
-​ Biz-E-Kidz Coordinator / Nominated Supervisor 

 
People who hold the above positions are provided with information regarding 
their responsibilities to Biz-E-Kidz as a ‘Person with Management and Control’ 
and the requirement that they have background checks, register for a 
PRODA* account and instructions to complete these. ​
​
*PRODA refers to the Federal Government’s portal: ‘Provider Digital Access’ 
which records information about Biz-E-Kidz required by the federal 
government. ​
 

●​ The background checks required are:  
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○​ National Police Check (and invitation is sent and then conducted 
through A third-party organisation ) 

○​ National Personal Insolvency Index check (Biz-E-Kidz completes on 
behalf of school council member through a third-party organisation) 

○​ evidence that the person is not on ASIC’s banned and disqualified 
register (Biz-E-Kidz completes on behalf of school council member 
through a third-party organisation) 

○​ a current and historical personal name extract search of ASIC records 
(Biz-E-Kidz completes on behalf af school council member through a 
third-party organisation) 

○​ working with children check or VIT (only if they are in contact with 
children as part of their role) 

●​ These background checks are undertaken by the Coordinator. To do this, the 
Coordinator requires each PMC to provide: 

○​  first name middle name and last name 
○​  gender 
○​  date of birth  
○​ place of birth 
○​  mobile phone number 
○​  email address 
○​  role on school council 

●​ Each PMC is also required to register for a PRODA account and supply the 
Coordinator with their PRODA-issued RA number. 

●​ When the required checks and RA numbers are gathered, the Coordinator 
enters these into the PRODA-PEP provider portal as ‘Persons with 
Management or Control’. 

 
Committee Meetings 
 

●​ Meetings are held approximately once a month during the school year, at a 
time to suit all members. The Convener publishes, at the beginning of the 
school year, a list of meeting dates for the year and is responsible for 
updating meeting dates and times should these require changing. 

●​ The management committee responsibilities include ensuring the following 
roles are covered: 
​
Convenor​ ​ ​ ​ ​ ​
Responsible for: 

-​ Ensuring the responsibilities and specific tasks of management are 
followed through; 

-​ Calling meetings; 
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-​ Planning agendas in conjunction with other members; 
-​ Chairing the meeting to ensure all necessary business is attended 

to; 
-​ Ensuring proper meeting procedures are followed and decisions 

recorded; 
-​ Ensuring actions agreed to are followed through; 
-​ Reporting to each School Council meeting. 

​
Finances​ ​ ​ ​ ​ ​
Responsible for: 

-​ Ensuring finances are in order; 
-​ Informing the committee about the state of finances; 
-​ Preparing the annual budget in conjunction with the Co-ordinator; 
-​ Presenting and explaining the budget to the management 

committee; 
-​ Ensuring a system is in place for the management committee to 

monitor income and expenditure against the predictions in the 
budget; 

-​ Reporting to the finance committee of School Council. 
​
Correspondence​ ​ ​ ​ ​
Responsible for: 

-​ Ensuring the record keeping processes are in place and functioning; 
-​ Recording incoming/outgoing correspondence; 
-​ Distributing minutes from previous meetings to all members and 

relevant parties; 
-​ Taking minutes of meetings; 
-​ Overseeing the maintenance of membership records; 
-​ Overseeing the writing of letters;  
-​ Communication with important bodies;  
-​ Maintaining at least the following records: 

+​ Minutes of meetings; 
+​ Submissions and reports; 
+​ Membership register; 
+​ Notices sent to members of the committee; 
+​ Letters sent and received. 
 

●​ The Biz-E-Kidz Coordinator presents a report to each Biz-E-Kidz management 
committee meeting. This includes information on: 

-​ Enrolments, bookings and numbers (weekly and average 
attendances and any issues); 
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-​ Fees (amount in arrears and number of families involved); 
-​ Programming (programs developed, staff evaluation of programs); 
-​ Staffing (any changes to staffing or issues raised by staff in staff 

meetings, professional development requirements, staff meeting 
summary); 

-​ Equipment/facilities (maintenance issues, equipment needs); 
-​ National Quality Framework and Childcare regulations update 

(update on services progress toward meeting the requirements of 
NQF, internal audits, changes to requirements and quality 
improvement plan) 

-​ Child care subsidy updates (changes to Child care subsidy, changes 
to or identified issues with processes, any issues, suggestions or 
grievances, any operational changes that need to be notified 
including changes to operating hours, key personnel, closures) 

 
 
Employing and Managing Staff 
 

●​ The Biz-E-Kidz management committee is responsible for the selection, 
training and professional development of staff.  

●​ The committee handles this directly in respect to the position of Coordinator 
and Assistant Coordinator (permanent positions) and through the 
Coordinator for all other positions. (Refer policies and procedures for Training 
and Induction – Coordinators, Training and Induction – Educators, 
Recruitment of Coordinator and Assistant Coordinator, Recruitment of 
Educators, Educator Meetings). 

 
Interaction between Management Committee and Staff 
 

●​ The Coordinator is the channel of communication between staff and 
management, via regular Educator and leadership meetings, daily briefings, 
weekly updates and other email communications. 

●​ Staff members are encouraged to raise issues for the committee at staff 
meetings.  If they prefer they can put issues in writing, they can send an email 
to the committee or request a one-on-one meeting with any member of the 
management committee, who will complete record the complaint in writing 
and present the issue to the committee. 

●​ Names and contact details of all committee members are on display in the 
Biz-E-Kidz building so that staff members and parents know who the 
members of the committee are.  

 
Responding to Issues, Suggestions, Grievances and Allegations of Misconduct 
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●​ Refer to Handling Issues/Suggestions/Grievances and Reportable Conduct 
Policy and Procedure for responsibilities and reporting requirements of 
management committee regarding responding to issues, suggestions, 
grievances, allegations of misconduct, child safety concerns, allegations of 
CCS fraud, allegations or complaints of data breaches.  

 
 
 
 

Equipment Required: 

 
Display with contact details of all committee members 
 
Coordinator’s reports 
 
Information for School council members regarding their responsibilities and 
requirements.  
 
background checks and PRODA RA number 
 
Quality Improvement Plan ​
 
Staff meeting notes 
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