
 
 

What needs improving?  What needs supporting?   How can I use what I have been given to benefit others? 

 

    

 
PHILANTHROPY WORKING PARTY MEETING GUIDELINES 

 
 
These Guidelines are created to assist current and future members of the ELTHAM College 
Philanthropy Working Party (ECPWP) to appreciate the expectations, roles and responsibilities 
associated with joining this group. They reflect the mutual regard between members and the overall 
objectives of the ECPWP. 
 

a. the ECPWP welcomes a blend of individuals who represent the different constituents of the 
College 

 
b. the ECPWP agrees to understand and adopt best practices 
 
c. ECPWP members are expected to read and consider the contents of Meeting Notes, briefing 

papers and reference documents in a timely manner 
 
d. ECPWP members are expected to contribute to the overall objectives of the group in a 

collegiate manner and conduct themselves in an open-minded fashion 
 
e. ECPWP members are required to uphold the College’s values 
 
f. Working Party meetings are held in the evenings on a set day of the week and are scheduled to 

last no more than 90 minutes. It is expected that members will attend all meetings except 
where an absence is unavoidable and for pre-advised reasons 

 
g. ECPWP members will act in the best interests of the group and the College and advocate a 

consistent and professional message about the purpose of the organisation  
 
h. from time to time, and as required to perform relevant tasks, members may be privy to 

information that is sensitive. Such information must be kept confidential and be used only for 
the purpose for which it is intended 

 
i. members must ensure that all financial and governance matters, including those relating to 

fundraising and donations, are managed transparently, responsibly and with appropriate 
reference to the organisation’s policies and procedures 

 
j. the Board is to be kept informed of all matters by the ECPWP 
 
k. A member can resign at any time. Where possible, reasonable notice should be provided. 

Members retiring are encouraged to recommend their replacement 
 
l. the ECPWP Chairman may from time-to-time rotate members amongst various sub-groups 
 
m. ECPWP Chair or the Board may discontinue the tenure of members where it is deemed that a 

change of membership is in the best interest of the group’s purpose 
 
n. subject to the Chairman’s discretion, a person’s inclusion may lapse if his/her absence is 

recorded in four consecutive meetings 
 

o. the ECPWP will be Chaired by a Board member and members will select a secretary 

 


