Big Night Out
TIME & DATE: 7:30pm – 12:00am a Saturday in mid Term 3
VENUE: To be decided by organizing parents
ORGANISED BY: Year 1 Parents
The Big Night Out is a social event for parents across all year levels. The aim of this event is for the parents and teachers to have a fun night out socializing and to raise funds for the P&C. There is no expectaon to raise a certain amount of money. In the past funds have been raised through cket sales, raﬄes,
and food and beverage sales on the night. The organizing commi&ee made up of Year 1 Parents decide
what they would like to include in the event. The Big Night is usually held in mid Term 3 on a Saturday
Night and the date is determined by the P&C. The Event Coordinator will let the Year 1 Organizing Commi&ee know the date at the beginning of Term 1.
The organizing commi&ee chooses the theme and venue for the event. Past events have included Dinner
Dance, Pop Up Bar, Art Show & Cocktails, Bingo Night, Bollywood Night and Palms Spring Party. Past venues have included the Palms Community Centre, The School Undercover Area, Local Bars and other funcon venues.
Usually the events are cketed, with ckets being sold before and a1er school at the front entrance. Tickets can also be sold via the school website, contact Lisa Barneveld at barneveld.lisa@gmail.com for more
informa on.
Adver sing the event can be done by designing and pu3ng up posters around the school and emailing
the School Library Oﬃcer Joanne.Dumaresq@educa on.wa.edu.au for both the school newsle&er and
school news feed.
Finance Record Keeping Procedures
Invoices and Expenses
All invoices from suppliers must be marked clearly with the event name. For invoices received via email,
the event name should be included in the email sent to the Event Coordinator.
For expenses greater than $500, including those that need to be paid during the event planning process
(e.g. hiring of equipment such as bouncy castles, DJ) email to the Event Coordinator who will approve the
payment. A'er approval, the Event Coordinator will then forward on the treasurer for payment.
Banking of Takings
Cash Takings (including cheques)
Count and bag cash takings and place in a calico bag in the school safe. Plas)c cash bags and calico bag
are located near the safe. (The P&C safe is located in the P&C cupboard in the supplies room in the lower
hall). When coun)ng cash takings please follow the instruc)ons on the plas)c bank bags (For example 20c
coins are put into a bag in $10 lots so if there are $20 worth of 20c coins, there will be 2 bags of 20c coins
each with $10 in them). Try to avoid taking cash home.
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If this is not possible, for example if it is a night event and the school safe is not accessible, use appropriate precau)ons to handle the cash safely. Advise a second person on the amount being taken home and
return the cash to the school safe at the next possible )me.
Actual takings (income) from the event need to be split into CASH and EFTPOS using the Banking Templates.
For all cash (and cheque) takings, a BANKING DEPOSIT FORM must be completed and placed in the calico
bag with the cash in the safe. This form is a5ached and you will also ﬁnd this form in the P&C Tray in the
supply room in the lower hall. The banking of the takings from fundraising events will only done by the
treasurer. Nominate one parent volunteer to handle the cash and this person will be given the safe code
from the Event Coordinator. This safe code must not be shared and will be changed a'er every event.

EFTPOS Takings
Credit or debit card takings are credited directly to the P&C bank account on the day of the transac)on.
To facilitate reconcilia)on of the EFTPOS takings, an EFTPOS ADVICE FORM must be completed. This form
is a5ached with the Banking Deposit form and you will also ﬁnd this form in the P&C Tray in the supply
room in the lower hall. This can be included in the calico bag with any cash taken on that day. EFTPOS
receipts, as well a daily se5lement receipt must be a5ached to the EFTPOS Advice Form. The se5lement
amount should agree to the total of the EFTPOS receipts for that day and be recorded on the EFTPOS Advice Form.
Claiming a Reimbursement for Expenses Incurred
If parents wish to claim back any expenses incurred during their fundraising ac)vi)es the REIMBURSEMENT REQUEST FORM a5ached must be used. The form must be correctly ﬁlled in and a scanned or photographed copy of the receipt must be a5ached. Email both to the Event Coordinator. Hard copies of the
form and receipts will not be accepted. A conﬁrma)on email will be sent when the reimbursement has
been made.
Floats
If cash ﬂoats are needed for your event there is a locked cash )n located in the safe. There will be $500 of
notes and change in the ﬂoat at all )mes. If you require diﬀerent denomina)ons please arrange yourself
to swap what is in the ﬂoat for the denomina)ons you need. There are clear plas)c containers with lids in
the tray in the P&C cupboard you are welcome to use as cash )ns. At the end of your event please ensure
there is $500 in the ﬂoat. Please do not take cash from the ﬂoat to reimburse yourself or others for expenses. Please use the REIMBURSEMENT REQUEST FORM and you will be reimbursed into your nominated bank account.
The Big Night is always a highlight of the school’s social calendar is a well-a&ended and fun event.

