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Inclusion Reference Group – Terms of Reference 
 
1. Purpose 
 
The purpose of the Inclusion Reference Group is to strengthen how the school 
community supports inclusion through a structured, collaborative and systems-
focused approach. 
 
The Reference Group will: 

• support constructive and organised parent voice  
• identify common themes, barriers and opportunities at a systems level  
• develop practical, solutions-focused recommendations  
• strengthen communication, engagement and participation across the school 

community  
• support parent capability to engage effectively with school processes  

 
The Reference Group will not consider individual student matters. 
 
 
2. Why this matters 
 
Families often experience improved outcomes when there are clear processes, 
consistent communication, and predictable ways to engage with the school. 
Where these are not consistent, concerns can become fragmented, reactive, or 
escalate unnecessarily. 
 
The Inclusion Reference Group provides a structured, constructive approach to 
identifying and improving these systems at a school-community level. 
 
 
3. Definition of Inclusion 
 
For the purpose of this Reference Group: Inclusion refers to creating a school 
environment where students who require additional support are able to access 
learning and participate fully in school life. 
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The Inclusion Reference Group is focused on: 

• improving systems that support access, participation and engagement  
• identifying barriers and opportunities at a whole-of-school level  

 
The Reference Group: 

• is not intended to define or represent specific cohorts  
• will not consider individual student circumstances  

 
 
4. Scope 
 
In Scope (systems-level) 

• Communication and consultation practices  
• Clarity of processes and pathways for families  
• How families navigate and engage with the school  
• Participation and inclusion in school activities and environments  
• Identification of common themes and systemic barriers  
• Parent capability-building (e.g. preparation, documentation, follow-up)  
• Development of practical recommendations and action plans  

 
Out of Scope 

• Individual student matters or identifiable cases  
• Complaints, investigations or dispute resolution  
• Staff performance matters  
• Legal, clinical or medical advice  
• Decisions that override school leadership  

 
 
5. Role and Authority 
 
The Inclusion Reference Group: 

• operates as an advisory group only  
• provides advice and recommendations to the P&C  
• has no decision-making authority  
• cannot commit or expend funds  

 
All recommendations are subject to P&C consideration and approval. 
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6. Membership 
 
Participation in the Reference Group will be based on expressions of interest, with a 
small working group formed to support the pilot. 
 
The group may include: 

• P&C members  
• Parent representatives from the school community  
• A P&C Executive representative  

 
Additional participants may include: 

• Independent consultant 
• Invited school or community representatives (as appropriate)  

 
 
7. Roles 
 
Chairperson 

• Supports coordination and maintains focus  
• Provides oversight and alignment with P&C governance  
• Acts as liaison between the Reference Group and the P&C  

 
Secretary (or note-taker) 

• Coordinates meeting notes and reporting  
 
Independent Consultant 

• designs and facilitates structured consultation  
• synthesises de-identified themes  
• supports development of recommendations and action planning  

 
 
8. Approach and Activities 
 
The Reference Group will follow a structured, phased approach: 
 
Phase 1 – Establishment & Planning 

• confirm Terms of Reference and boundaries  
• agree consultation approach and questions  
• establish meeting schedule  
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Phase 2 – Parent Consultation (“Listening”) 

• facilitated listening sessions and/or interviews  
• optional short survey if required  
• collection of de-identified input  

 
Input to the Reference Group will be gathered through structured consultation 
methods, which may include one-on-one conversations, facilitated listening sessions, 
and/or surveys. Participation in consultation is separate from membership of the 
Reference Group. 
 
Phase 3 – Recommendations & Action Planning 

• identification of key themes  
• development of practical recommendations  
• prioritised action planning (short and medium term)  

 
Phase 4 – Review & Briefing 

• presentation of findings to the P&C  
• review of pilot outcomes  
• recommendation on continuation  

 
 
9. Deliverables 
 
The Reference Group is expected to produce: 

• a summary of de-identified themes and insights  
• a set of practical recommendations for P&C consideration  
• a prioritised action plan  
• a briefing to the P&C at the conclusion of the pilot  

 
 
10. Meetings 
 

• Held fortnightly during the pilot period  
• 45–60 minutes duration  
• Additional consultation sessions may be scheduled as required  

 
 
11. Reporting 
 
The Reference Group Chairperson will provide a report to each P&C meeting outlining 
progress against each phase, any identified barriers, key themes, and recommended 
next steps.  
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12. Confidentiality and Privacy 
 
The Reference Group will: 

• only consider de-identified information  
• not record or discuss identifiable student details  
• maintain confidentiality of sensitive information  
• ensure reporting is focused on themes, not individuals  

 
 
13. Period 
 

• Duration: 10 weeks  
• Subject to review by the P&C at the conclusion of the period  

 
 
14. Success Measures 
 
The pilot will be considered successful if it produces: 

• clear, system-level themes and priorities  
• practical and achievable recommendations  
• improved clarity for families  
• strengthened engagement between families, P&C and school  
• evidence of improved participation or reduced confusion/escalation  

 
 
15. Alignment to Education Priorities 
 
The work of the Inclusion Reference Group aligns with broader education priorities of 
supporting student engagement, participation and learning outcomes. 
 
This includes alignment with the Queensland Government’s strategy: 
Queensland Department of Education – Brighter Futures: Delivering excellence in every 
state school, for every student 
 
Link: https://education.qld.gov.au/about-us/strategies-and-reports/strategies/brighter-
futures 
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16. Review and Continuation 
 
At the conclusion of the pilot, the P&C will: 

• review outcomes and recommendations  
• determine whether to continue, refine or discontinue the Reference Group 

 
 
Endorsement: 

 

Signed: _______________________________  Date: ___________________________  

Terese Tobin, P&C President 

 

 

Signed: _______________________________  Date: ___________________________  

Katrina Nilsson, Inclusion Reference Group Chairperson 

 
 
Motion Carried (majority vote) at Special Meeting 24/04/2026 

“That the P&C adopts the Inclusion Reference Group Terms of Reference.” 

 


