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HENCAST acknowledges all Aboriginal and Torres Strait Islander Traditional Custodians of 
Country and recognises their continuing connection to land, sea, culture and 
community. We pay our respects to the past, present and future Elders and Traditional 
Custodians of the lands on which we meet. Sovereignty has never been ceded. It 
always was and always will be, Aboriginal land. 
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Who Are We? 
 

HENCAST is an acronym for the Home Education Network Canberra And Southern 

Tablelands Inc. HENCAST was incorporated in 2001. 

HENCAST is an eclectic and inclusive, secular network of home-educating families 

based in Canberra and its surrounds. Our members come from all walks of life and 

practise a broad range of educational approaches. We have members with children 

home-educating from pre-school to year 12. 

HENCAST exists to provide social opportunities and support for home-educating families. 

As an association we are able to make ‘school group’ bookings at many cultural 

institutions and other places of interest. 

We meet weekly during school terms, and occasionally in school holidays. We meet for 

picnics, educational excursions and other social activities. 

HENCAST is not a business, there is no office, and HENCAST is coordinated by members 

elected to the committee at the AGM, who run the association voluntarily (no one is 

paid). HENCAST is an association incorporated under ACT legislation. This gives the 

group a legal identity, which allows us to do things like take out insurance and hire 

venues for activities. Although we try to keep things as informal as possible, we do need 

to meet the requirements of the legislation, including having an Annual General 

Meeting (AGM), committee meetings, and other meetings as the need arises.  

This HENCAST Practice Manual is a “how to” guide to assist all of our members in gaining 

an understanding of how HENCAST functions. The HENCAST Practice Manual includes 

insight into the specific roles we perform both as active members of the group and as 

home educators.  

The HENCAST Practice Manual also includes a code of conduct that outlines behaviours 

we embrace as a community. 
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Aims 

 

HENCAST seeks to create a positive and supportive community for home-educating 

families by:  

● organising activities and excursions on a regular basis that provide access to a wide 

range of educational experiences;  

● arranging activities that meet the needs of children with particular interests or within 

specific age groups. These may include language, art, craft, vocational, science or 

sporting classes, specific interest games groups like Dungeons and Dragons, or even a 

teen group;  

● scheduling regular picnics, thus connecting families and assisting friendship growth 

through social interactions;  

● providing the opportunity for parents to meet with one another socially, outside 

organised child activities; and  

● encouraging all families to play an active role within the HENCAST community, as 

HENCAST is dependent on the participation of its members. 
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HENCAST Code of Conduct 

General Principles 

We recognise that our group is made up of people from diverse backgrounds and 

lifestyles. We home-educate in many different ways and for many different reasons. Our 

expectation is that everyone will be tolerant and tactful in their dealings with each 

other and be aware of, and responsive to, the needs of others in the group. At HENCAST 

we embrace the general principals of Respect, Integrity and Nurturing. 

Respect  

Respect means honouring other people and treating them with care and courtesy. 

Respect stems from the belief that other people have as much worth and dignity as you, 

and harming others, or their property, is inherently wrong.  

Respect within the HENCAST community is demonstrated by: 

● treating people with courtesy, politeness, and kindness; 

● encouraging others to express opinions and ideas; 

● listening to what others have to say;  

● never insulting people, name calling, making disparaging remarks or putting down 

people or their ideas; 

● treating people the same no matter their race, religion, gender, size, age, sexuality, or 

country of origin;  

● including all HENCAST members in meetings, discussions, activities, and events. While 

not every person can participate in every activity, we do not marginalise, exclude or 

leave anyone out;  

● offering praise, appreciation and constructive feedback; and 

● treating others as you wish to be treated. 
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 Integrity  

Integrity is the quality of having high moral principles, being reliable and trustworthy. It 

means consistently matching your thoughts and actions to this value system. 

Integrity within HENCAST is demonstrated by: 

● following through when you volunteer to undertake a task; 

● taking responsibility for your actions; 

● speaking the truth, being honest and fair;  

● trusting and adhering to your intuition; 

● being genuine; 

● knowing your personal mission statement and making sure that everything you do 

and say aligns with it; and 

● apologising when you do something wrong - then, doing everything in your power to 

make it right. 

Nurturing  

As HENCAST exists to support the children and families who educate at home, crucial to 

this is the ability to create an environment where both the children and families can 

thrive. 

Nurturing within HENCAST is demonstrated by: 

● honouring each child as an individual;  

● providing an inclusive environment and celebrating diversity;  

● collaborating with other families to provide an environment that is safe and 

welcoming; 

● empowering children by fostering independence and self-confidence;  

● creating deep, personal connections; and 

● creating Community and a social environment where collaboration amongst peers 

can propel learning to deeper and deeper levels.  
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Parental Responsibilities 

Members are responsible for their own children at all times, you have a duty of care for 

your own child. Unless otherwise stipulated, children under the age of 18 must be 

accompanied by an adult (parent/sibling/legal guardian), to all HENCAST activities. If 

you are unable to supervise your own children, please arrange for another adult 

(Nominated Supervisor (NS)) to take direct responsibility for them, and ensure the 

organiser of the activity is aware of who is taking care of your child.  

HENCAST has a register of members who hold Working with Vulnerable People (WWVP) 

(ACT) and Working with Children Check (WWCC) (NSW) cards. Our register also includes 

members that hold a First Aid Certificate. We encourage you to let the Secretary know if 

you hold any of these accreditations so that you can be added to the register.  

Parents/NS should ensure that interactions between children are safe, respectful and 

inclusive. If you notice a child behaving in a manner that: 

● threatens their own or someone else's safety;  

● is actively exclusive, disrespectful or mean; or 

● is bullying.  

Please alert the parent/NS of that child. If the situation requires immediate intervention, 

all members are expected to step in and stop unsafe behaviour straight away and 

inform the parent/NS as soon as possible.  

While at structured activities, please ensure if your child becomes restless or disruptive 

you take them outside so that the rest of the group can get maximum benefit from the 

activity. If you notice a child making noise or distracting others, please alert their 

parent/NS as soon as possible. If the situation requires immediate action, please kindly 

ask the child to stop what they are doing or to leave the room, and then let their 

parent/NS know as soon as possible.  
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We ask that parents explain to their children that disruptive behaviour (sand-throwing, 

spitting, hitting, biting, swearing, name-calling, teasing, taunting, bullying etc.) by any 

child will be taken as a sign the child is ready to leave, and if the behaviour continues, 

the parent will remove the child from the group. 

In the event a conflict situation arises between children at a HENCAST event, it is 

expected that the parents or nominated supervisors of those children will deal with the 

issue directly and quickly. If you are not the parent/NS of the children involved, please 

alert the parent/NS immediately and then allow them to resolve the situation. Obviously, 

if the situation requires immediate intervention, all members are expected to step in 

straight away and inform the parent/NS as soon as possible. 

We understand that no two families parent in exactly the same manner, however, 

hitting, yelling at or shaming children are not considered acceptable disciplinary 

techniques. It is neither expected nor desirable that parents should discipline children 

other than their own, except in emergency situations.  

 Illness 

If your child has, is showing any signs of, or has been exposed to an infectious disease, 

please follow exclusion procedures set out in the Infectious Diseases - Outbreak 

Procedures and Exclusion Periods document for ACT schools, available at ACT 

Education — Infectious Diseases Outbreak Procedures and Exclusion Periods Policy   

(https://www.education.act.gov.au/publications_and_policies/School-and-Corporate-

Policies/wellbeing/health/infectious-diseases-policy/infectious-diseases-outbreak-
procedures-and-exclusion-periods-policy). The NSW school policy is available at NSW 

Education — Infectious Diseases (https://education.nsw.gov.au/student-

wellbeing/health-and-physical-care/health-care-procedures/conditions/infectious-
diseases). 
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Breaches of the Code of Conduct 
HENCAST reserves the right, as stipulated in its constitution, to revoke membership where 

there have been extreme or repeated breaches of this code. 

In addition, any adult member who contacts in person or via electronic means 

(computer, phone, messaging etc…) a junior member (under 18) and communicates to 

them in a manner that causes harm (physically and/or mentally), the adult member 

may have their membership revoked at the discretion of the committee, as this is 

deemed an extreme breach of the Code of Conduct.  
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Building the HENCAST Community 
 

All members are expected to contribute to the group in some way each year. The more 

members contributing to HENCAST's activities and culture, the greater will be its vibrancy 

and relevance to our home education journeys. Diverse educational and social 

activities are only possible when members devote their time and enthusiasm towards 

organising and participating in HENCAST events as and when they are able. 

 Contributing 

You can contribute to the HENCAST community by: 

● volunteering to help on the committee. The committee is comprised of four office-

bearers and up to three general members. Committee positions are filled by vote at 

the AGM, or can be appointed throughout the year if a vacancy arises. The 

committee is critical to the association, if we don’t have a committee HENCAST must 

legally fold. 

● co-ordinating a regular class or study of some sort (art, language, writing, etc.), either 

long or short term, for a particular age group or to meet a particular need, run by a 

HENCAST member, or someone from the community; 

● organising a one-off excursion or activity for HENCAST's Thursday activities calendar; 

● planning a one-off afternoon tea, discussion group, talk (parent focus) or arranging a 

family outing at a time when working parents can join in (weekend picnic, bushwalk, 

etc.); 

● working with one or two other members if you have an idea, but don’t feel you could 

facilitate it alone (for whatever reason); and 

● participating in the welcome picnic at the start of each term to meet new and 

existing members. 
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Relationships 

Relationships with each other are an important aspect of the HENCAST network. Our 

fostered relationships can create an environment where our children feel valued and 

respected, and parents feel encouraged and supported.  

As home-educating parents, we are busy people. We are first and foremost responsible 

for our children's education. We balance this with work outside the home and family life. 

Home education has its rewards and challenges. It is good to connect with other 

families who home-educate and HENCAST provides one very good avenue for this. 

Essentially, we are a group of parents who don't send our children to school. We home-

educate in a variety of ways, we come from a diverse range of backgrounds, and we 

hold a variety of belief systems. Some members come along regularly and others less 

often. No one group can ever meet every member's needs. We will at times agree 

wholeheartedly with each other and at other times disagree. Working with diversity can 

be challenging. Our common goal is to meet the needs of our children and develop a 

supportive network for parents. Focusing on these common goals helps to meet the 

needs of all the children and work together cohesively.  

Most of us move towards families with whom we have things in common and whose 

children have made a connection with ours. HENCAST provides an avenue to meet 

other families. We have an opportunity to get together with the larger group each 

Thursday when the activity is of interest, or just arrive for the picnic. There are also lots of 

other opportunities during the week to meet in smaller groups for activities of interest.  

Positive group relationships can be achieved through the development of friendships 

fostered by participation in regular weekly activities, picnics or small gatherings, and 

casual get-togethers with other families. It is assumed these relationships will encourage 

us to work through any problems we may have with mutual respect. 
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Difficulties 

We all feel disgruntled sometimes and benefit from having a quiet word with a close 

friend. However, it is important not to allow these conversations to become negative 

and judgemental. If you have an issue with an individual, it is best addressed directly 

and quickly with the person in question, and it is important to resist drawing others in that 

are not involved in the issue. Be open to receiving and understanding all perspectives 

no matter how upset you feel. Talking with each other and understanding there are 

many valid perspectives will help resolve the issue.  

Please avoid gossip — we are a small group in a small town and rumours can be very 

destructive to individual members, the association, and home schooling in general. 

It is equally important how you react, as a parent, to any incidents between young 

people. All our young members are navigating their way through life and it is important 

to understand that many of them come to us with a variety of special needs or 

considerations. How we react to situations that arise is an educational opportunity for 

our children, they learn from our reactions, and apply what they have learned to 

situations in their adult lives. Understanding and listening to all sides of a situation is really 

important, so there is a deeper understanding of what has occurred. It is very easy to 

jump to conclusions and lose track of our emotions.  

     In the unlikely event a situation arises that cannot be dealt with by the people 

involved after following the HENCAST Dispute Resolution Process, it may be necessary to 

enlist the support of a neutral third party. The ACT Conflict Resolution Service offers free 

or low-cost mediation services for the Canberra region, including dispute counselling, 

mediation, facilitation and information and referral. Relationships Australia also offers 

relationship counselling. The cost of mediation between members will not be covered 

by HENCAST; the cost must be borne by the parties in dispute. 

Details can be found on their respective websites: ACT Conflict Resolution Service 

(http://www.crs.org.au) and relationships Australia (https://relationships.org.au/). 
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Resolving disputes swiftly will ensure that HENCAST maintains an encouraging, supportive 

and welcoming environment for home-educating families. The HENCAST Committee is 

not responsible for resolving issues between members; members must work together to 

find common ground. The committee can only guide members through the conflict 

resolution process, as outlined in the following flow chart: 
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HENCAST Business 

 Insurance 

HENCAST currently has three Insurance policies that relate to members.  

The first is a Public & Product Liability policy covering $20 million for any one event. $20 

million is the standard cover required to hire venues.  

The second policy is Volunteer Personal Accident cover. This policy covers anyone who 

is a member of HENCAST, or who is acting on behalf of HENCAST in a voluntary (i.e., 

unpaid) capacity in connection with a HENCAST activity. Certain ‘dangerous’ activities 

are excluded under this policy. A list of excluded activities can be obtained from the 

Secretary.  

The third insurance policy is Association Liability insurance, which insures the individual 

committee members and the association against allegations of wrongdoing in the 

management of the association. 

HENCAST’s insurance policies cover activities deemed by the committee as official 

HENCAST activities. HENCAST deemed activities are advertised on the HENCAST 

calendar. Activities run by members that are not on the HENCAST calendar are not 

HENCAST activities and are not covered by insurance. 

Members that need to provide proof of insurance when organising HENCAST deemed 

activities can place a request through the Secretary to have copies of the relevant 

policy forwarded directly to the organisation requesting proof of insurance.  

For further information please contact the Secretary.  
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 Communication 

HENCAST Group Email 

The HENCAST group email list is managed by the Secretary, Webmaster and President. 

Group email is used to send information to members about meet ups and to provide 

important notifications, such as meetings and the AGM. If you have something of 

importance to share with the membership, please email the Secretary and it will be 

forwarded to members. Members do not have the ability to email the group email. 

Emails sent to the HENCAST group email are for the group's information and use only. 

HENCAST has an expectation of privacy and we appreciate everyone respecting this by 

keeping these emails within the group. If you would like to forward, copy, distribute or 

communicate one of our emails to someone outside the group, you must get the 

Committee’s permission first and adhere to the HENCAST Code of Conduct in general.  

 HENCAST Website 

The HENCAST website enables members to view upcoming events and to access 

HENCAST documentation. Additionally, members can create events for others to 

participate in, and gather RSVPs for events. 

The website requires members to have a username and to use their email address.  

If you have any questions regarding email access or administration, please contact the 

Secretary. 

 HENCAST WhatsApp Group Messaging 

A closed HENCAST instant messaging group has been created in WhatsApp to provide 

an additional, and optional, way to build community between members.  

WhatsApp is a free instant messaging app that is easy to use, and is available for 

Android, iPhone, and MAC/Windows PCs. To join the group chat, install WhatsApp on 

your preferred device, and then email the Secretary to be added to the group. 
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We recognise that our group is made up of people from diverse backgrounds and 

lifestyles. We home-educate in many different ways and for many different reasons. Our 

expectation is that everyone will be tolerant, tactful, and respectful in tone when 

posting in this WhatsApp group, and be aware of and responsive to, the needs of others 

in the group. 

Please adhere to the following when creating posts and interacting within the HENCAST 

WhatsApp group: 

● No photos of children are to be posted without the express permission of the 

parents/guardians (the exception being photos of your own children); 

● No posts or photos to be shared outside the closed group; 

● Check the website calendar for the preferred communication method of activity 

organisers. The organiser may prefer requests for information, or RSVPs, are sent to 

their email, phone (text message), or via the website, not through WhatsApp, as not 

all members are on WhatsApp; 

● WhatsApp does not replace the website calendar. All activities must be advertised 

on the calendar; 

● That all members may not want to be on WhatsApp, so messages intended to inform 

the whole group are best emailed to the Secretary who can then forward your email 

to the entire group on your behalf; 

● Posts must be visible to all members. Do not create posts that are only visible to a 

select subset of people in the group;  

● Only financial members of HENCAST will have access to the closed WhatsApp group; 

● Do not, under any circumstances, forward anyone's contact details without the direct 

permission of that person; 

● By installing WhatsApp members acknowledge they will be bound by 

WhatsApp’s Terms of Service and Privacy Policy; and 

● HENCAST is a diverse group with members from all walks of life, with varying beliefs, 

who home-educate their children in a variety of ways. This diversity is an enduring 

characteristic of HENCAST and one that is cherished by its members. Therefore, if you 
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see a post that you are not interested in, please exercise your right to scroll past or 

ignore it. The HENCAST communication avenues are not to be utilised to debate a 

specific ideology or philosophy, as comments may cause division in the group. 

 HENCAST Facebook Page 

The HENCAST committee use Facebook for the sole purpose of having a presence on 

Facebook, whereby providing an additional avenue for home-educating families to 

find contact information for HENCAST. Facebook is not used as an interactive 

communication tool between members of HENCAST.  

The Facebook page is used to inform other home school families about HENCAST; who 

we are and what we do. Facebook is also used to share information about home 

schooling opportunities in the region, such as weekly classes. 

HENCAST’s Facebook page can be accessed at: https://www.facebook.com/Hencast-

Home-Education-Network-Canberra-And-Southern-Tablelands-Inc-109580534892747 

We encourage members to like and follow the page, and to share contents posted with 

other home schooling groups and families. 

Privacy Policy  

HENCAST is bound by the Privacy Act 1988 (Commonwealth), which sets out a number 

of principles concerning the privacy of individuals. 

 Collection of Your Personal Membership Information  

If you want to become a HENCAST member you will need to fill in the HENCAST 

membership form. It can be downloaded from the HENCAST website. The following 

information will be collected: 

● Name and contact details, including address, email and phone number of a parent, 

and the details of an emergency contact; 
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● Any medical information we need to be aware of so that we can inform medical 

personnel should an emergency medical situation arise (this is optional); 

● Name and age of the children; and 

● Consent or non-consent to photographs which may include images of children being 

published on the HENCAST website, Facebook page or HENCAST calendar. 

The collection of your personal information is required by HENCAST to provide a service 

to you, including obtaining insurance coverage, and maintaining a Membership 

Register, which we are legally required to do under section 67B of the Associations 

Incorporation Act 1991.  

Under the Act, a member of HENCAST may apply to the committee to have access to 

their personal information held on the Member Register restricted. Members can restrict 

their personal information so that only the Public Officer and members of the committee, 

other than a stated member or members of the committee, have access. A request to 

restrict access must be made by the individual, or by the parent or guardian of a child. 

The committee must agree to the request if it is satisfied there are special circumstances 

which justify doing so. If the committee refuse the request, it must notify the person who 

made the request, in writing, about the decision and give reasons for the decision. After 

a notice of refusal is issued, unless consent is given, 28 days must lapse before a 

member’s personal information can be released. 

Collection of Your Personal Information on HENCAST Website 

There are many features of the HENCAST website which can be viewed without 

providing personal information. However, to access the Members Only area, including 

the HENCAST calendar, you are required to submit personally identifiable information. 

This includes a unique username and password, your given name, and your email 

address.  
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Use of Your Personal Information 

For each visitor to reach the HENCAST website, we expressly collect the following non-

personally identifiable information, including but not limited to browser type, version and 

language, operating system, pages viewed while browsing our website, page access 

times and referring website address. This collected information is used solely internally for 

the purpose of evaluating visitor traffic and trends.  

When becoming a member, we use your first name, last name, user name, and email 

address to create your access to the HENCAST website and add you to the group email 

distribution list. 

 Sharing of Your Personal Information 

HENCAST is committed to ensuring that your privacy is protected. HENCAST will never 

share, sell, or rent individual personal information with anyone without your advance 

permission or unless ordered by a court of law.  

 HENCAST WhatsApp Closed Messaging Group  

HENCAST members may also join HENCAST’s private WhatsApp messaging group. By 

joining this WhatsApp group, HENCAST members agree to be bound by WhatsApp’s 

Terms of Service and Privacy Policy, which is beyond HENCASTs control.  

HENCAST does not permit the use of photos of children on its WhatsApp group without 

the express permission of the parents/guardians, and no posts or photos are to be 

shared outside the closed group.  

 Changes to this Privacy Policy 

HENCAST reserves the right to make amendments to this Privacy Policy at any time. If 

you have objections to the Privacy Policy, you should contact the HENCAST Secretary. 
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 Copyright 

Photos and Documents 

HENCAST does not claim any copyright on photos and documents created and 

provided by HENCAST members. However, HENCAST reserves the right to use any photos 

and documents created and provided by HENCAST members without a royalty 

payment, subject to approval by HENCAST members. 

Photos and documents, including emails, must not be distributed and shared by 

HENCAST members without seeking permission of the copyright holder. 

 Committee 

The committee’s functions are outlined in the HENCAST Constitution. The committee 

consists of the office-bearers of the association: President, Vice President, Secretary, 

Treasurer and up to three Ordinary General Members. 

The committee meet a minimum of four times each year (once per term) to discuss a 

range of matters that impact HENCAST, whereby enabling the smooth functioning of 

the association. The committee and support roles can be contacted by emailing the: 

● secretary at hencast.org.au; or  

● president at hencast.org.au; or  

● vicepresident at hencast.org.au; or  

● treasurer at hencast.org.au; or  

● webmaster at hencast.org.au; or  

● excursions at hencast.org.au 

The committee are all volunteers and are not paid for their efforts in running the 

association. The association cannot legally function without a committee. Please 

consider volunteering at some point as “many hands make light work”.  

Volunteering is important, it allows long serving committee members to take a well-

earned break, and gives those that have finished their home school journey confidence 
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that their hard work on the committee will continue to benefit the next generation of 

home schoolers. HENCAST was incorporated in 2001, and it’s because of past and 

current members that the association is still here today. If you enjoy attending meet ups 

and being a member of HENCAST, please consider volunteering. You can nominate for 

a position at the AGM or fill a vacancy anytime throughout the year. 

Unless the committee meeting is a closed meeting all members are welcome to attend. 

A closed committee meeting is held when there are privacy considerations.  

 Constitution 

As an incorporated association, HENCAST is legally required to have a constitution. This 

written set of rules outlines: how HENCAST operates; membership fees; member’s rights; 

how the management committee works; and how meetings are run.  

A constitution is voted on by an associations membership before it comes into effect. 

The last Special Meeting for HENCAST was held in 2014 when the current constitution 

was adopted. The next review will occur in 2022. Any changes to the constitution must 

be tabled at a Special Meeting of members to either adopt or reject amendments. If a 

Special Meeting is called, it is imperative that the required number of HENCAST 

members are in attendance to enable amendments to the constitution.  

A copy of the HENCAST Constitution is available from the HENCAST Secretary or from our 

website at www.hencast.org.au. 
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Events and Activities 
 

HENCAST members, jointly with another member or individually, are required to organise 

one meet up per year for other HENCAST members to enjoy. Organising an activity 

spreads the workload across all members of the association and enriches student 

learning opportunities.  

Choose an activity that your family enjoy and wish to share with other families. You can 

even delegate the task to your young person, as planning, making phone calls, and 

communicating with participants are some of the skills your young person will learn.  

All HENCAST activities are advertised prior to their commencement, through the 

HENCAST calendar and emailing list. They are open to as many members as possible. 

Some activities have limited spaces and age restrictions so cannot accommodate all 

those interested. This should always be advertised prior to the commencement of the 

activity to give everyone the opportunity to indicate their interest.  

If your planned activity is on a Thursday, and there are age restrictions or number limits, 

please arrange an alternative activity for remaining members. Our weekly meet up day 

is a highlight for many members and their children, so it is important that opportunities 

are available to all. As we are a supportive network of home-schoolers, don’t be afraid 

to reach out and ask another member to organise the alternative activity.  

When organising an activity please consider the needs of the broader HENCAST 

community. Members are encouraged to consider needs such as mobility friendly 

venues, parking availability, entry fees, toilets, shelter/shade in outside locations, and 

wet weather arrangements.  
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 Organising and Planning an Event 

Thursdays are reserved for regular HENCAST large group activities and excursions.  

Activities are usually run from 10:30am to 12:30pm; on occasion activities run earlier or 

later, and they are followed by a picnic and play at a near-by park. Additional activities 

may be offered on other days of the week, or at a later time on Thursday afternoons, so 

as not to interfere with the scheduled activity. 

 Process for Organising Events 

At various times throughout the year the Secretary may remind members of their 

commitment to organise an activity. Don’t feel limited, you are most welcome to 

organise more than one activity, and you don’t have to wait for a reminder. Members 

are welcome to organise activities at any time, simply look for an available date in the 

HENCAST calendar (in the Members section of the website), then create your event first 

with a place holder. 

Members can book activities directly into the HENCAST calendar. When doing so, 

please ensure there are no scheduling conflicts (i.e., please don’t book an activity on 

the same day and time as another activity). If your activity has a specific time constraint, 

contact the other organiser and see if you can swap the date. 

The following details should be provided when booking an activity into the calendar: 

● Date (including end day); 

● Time (a start and finish time); 

● Location (street address);  

● Age Range (indicate if the event has age restrictions); 

● Cost (please include any entry costs, and availability of paid and/or free parking); 

● What to Bring (will members need lunch, water, sunhat, pens, pencils, paper or other 

items); 

● RSVP (if an RSVP is required, let members know how they can RSVP (e.g., email, text) 

and by when);  
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● Cancellations (if required, how (e.g., email, text, phone) members should contact 

you if they are no longer able to attend your activity, and consequences of 

cancellation [e.g., availability of refunds etc]); 

● Contact Details (your name and contact details for members that need more 

information and for RSVPs); 

● A description of the activity (to help members make an informed decision please 

write as much detail as possible);  

● Wet weather back up option if the event is outside (the Farrar Scout Hall is available 

and can be used at short notice. Refer to Venue & Venue Hire for further information);  

● How you will notify members if your activity is cancelled (e.g., will you send an email 

via the Secretary and/or the WhatsApp group. Note, not all members are in the 

WhatsApp group); and 

● Include images and information that you think will be useful. 

The Secretary will contact organisers if a scheduling conflict has occurred.  

Members are welcome to enter a placeholder into the calendar, so that your date is 

reserved while you confirm details.  

Any outstanding details must be entered into the website calendar preferably four 

weeks before the date of the activity, or the booking may be forfeited and the date 

released. Many venues in the ACT require notification of numbers well in advance of the 

event. 

When booking activities get to know any applicable terms and conditions, for instance, 

when are final numbers required, when and how is payment made, what is the 

cancellation policy. When planning your event be sure to factor in the terms and 

conditions, and be sure to communicate them to participants so that everybody is able 

to meet expectations, and you aren’t caught out. 

The Secretary sends an email bulletin to all members advertising the forthcoming week’s 

activities. The Secretary develops the email on Sunday using the information in the 

calendar, so it is important that you ensure the information for your event is up to date. 
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Sometimes when organising an activity at a Canberra cultural institution you might be 

sent to the Book Canberra Excursions Website 

(https://www.bookcanberraexcursions.com.au/). Even the Australian War memorial has 

its own booking system. If this happens the committee can place the booking for you as 

we already have user accounts with these websites and facilities. In the first instance, 

place a date holder in the HENCAST website calendar, and then send an email to the 

excursions email address, with brief details (be sure to include the date) of the excursion 

you would like to book. A committee member will respond to your email and will work 

with you to book your excursion. 

Please consider the following when planning your event: 

 Promotion 

Events are promoted via the HENCAST website, the calendar and the email bulletin sent 

by the Secretary. Members must not promote events externally, and emails containing 

event details, including contact details of the event organiser, must not be forwarded 

to non-members.  

Joint excursions and meet ups with other incorporated associations (such as CHEC) and 

home school groups, can be arranged but must be endorsed by the HENCAST 

Committee first, this is necessary to ensure the activity has appropriate insurance 

coverage so that general members, event organisers and third parties are covered.  

 Venue and Venue Hire 

From time-to-time HENCAST use the Scout Hall in Farrer for activities. The Hall is situated 

on a reserve, nestled between a playground and an oval. It's close to the Farrer shops, 

and has ample free and untimed parking onsite. HENCAST also have exclusive use of a 

lockable cupboard.  

Members are welcome to use the Farrer Scout Hall for HENCAST activities, bookings can 

be made via the Secretary. When booking the Scout Hall bear in mind the cost of hire 
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must be met by the attendees. HENCAST have secured a special rate of $15/hour, when 

divided across all attendees the cost is minimal. Be sure to communicate the cost to 

participants when running an activity in the Hall.  

A request for HENCAST to cover reasonable costs for hall hire can be made via email 

(for consideration well in advance of the activity) to secretary, approval is dependent 

on funds available.  

You may also use other suitable venues such as museums and parks. Please keep costs 

in mind when selecting your venue, free or low cost are ideal. If you are not sure about 

the costs for your activity, please contact the Secretary. 

 Cost 

Some events may require payment, such as room hire, or a special exhibition at a 

gallery or museum. Payment may be required in advance, on the day, or after the 

event. As the event organiser ensure you inform members when and how payment 

should be made; payment must be made in advance or on the day, and although 

some venues invoice after the event, payment must never be sought from members in 

retrospect. 

If the venue requires payment on the day, inform members how they can pay. For 

example, can members pay the venue directly by cash or card, or should members 

provide payment to you in cash. It’s advisable to track cash payments by asking 

members to provide payment in an envelope marked with their name and the event 

(e.g., Sally Smith Questacon). You can then collate the money and pay on the day. 

Members should exercise caution with ‘payment on the day’ arrangements, as last 

minute cancellations by members may leave you out-of-pocket.  

Whenever possible, the preferred payment method is payment in advance via direct 

transfer to the HENCAST bank account, and secondary to that is via cash given in 

advance to the HENCAST Treasurer in an envelope marked with the member’s name 

and the event.  
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In either case; payment in advance or payment on the day, the event organiser is 

responsible for ensuring attendees make payment.  

Members will need a code when transferring payment into the HENCAST bank account. 

The code is necessary to track payments (and allocate them to the correct event). 

Organisers should request event codes from the HENCAST Treasurer and then advertise 

the event code on the HENCAST calendar along with the other details of the event. As 

deposits are received, the HENCAST Treasurer will let the organiser know.  

It is important that organisers avail themselves of a venue’s terms and conditions in 

relation to payment and cancellations. Organisers should ensure that due dates are 

met, to protect HENCAST’s reputation, and that members pay for their allocated place 

before the activity so that any last minute member cancellations won’t leave you (the 

organiser) or HENCAST out-of-pocket.  

To achieve advance payment, set a due date that is at least five days before the 

payment date set by the venue. Advertise the due date clearly to members and stick to 

it! Seeking payment five days in advance will give you an opportunity to fill last minute 

vacancies from the wait list, and it will provide the Treasurer ample time to arrange 

transfer of payment to the venue on your behalf.  

To enable the Treasurer to pay the venue on your behalf you must ensure that you 

provide the Treasurer with either an invoice, with direct deposit details, or a receipt and 

bank details for reimbursement. Please liaise with the Treasurer to ensure payment is 

made on time, be mindful that the Treasurer will need time to organise payment.  

 Registration 

Please note clearly in the event listing how people should register for your event, for 

example, via phone, email, HENCAST website, or WhatsApp (noting all members don’t 

use WhatsApp). Also provide a deadline for registrations and note whether the number 

of registrations is limited. Please acknowledge all registrations and, should you receive 
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more registrations than you can accommodate, please keep a waiting list so places 

that become available again can be filled.  

For insurance coverage it is important that an accurate list of all attendees is kept for all 

HENCAST events and meet ups. HENCAST have an Attendance Log Book, and it should 

be completed by the event organiser on the day of the event. The Attendance Log 

book can be obtained from a committee member on the day. All HENCAST members 

and visitors in attendance should be recorded in the log book.  

Prospective members, who have registered their interest in joining HENCAST with a 

member of the Committee, are welcome to attend up to two events before committing 

to membership – by invitation from the Secretary, President or Vice President.  

Transportation To and From the Venue, Availability of Parking Spots 

Make sure people can easily access the venue by car and/or public transport. Free 

parking is always a welcome bonus! Be mindful of members that have mobility issues and 

require a car park that is close to a venue. Most venues have mobility parking spaces. 

 Health, Safety and Other Risks 

Ensure the venue is suitable for children of all ages. Think about how to minimise risks and 

how to deal with problems if they occur. Consider various health and safety issues such 

as safety of equipment and materials (for example, use of scissors at a craft activity), 

access for disabled people, and toilet facilities, to name a few. Consider other risks such 

as potential financial loss to members and third parties. See Considering and Managing 

Risks for more information.  

 Help and Support 

Should you organise a large event, you may require help from other members. Consider 

contacting people that you know have an interest in your activity and ask them to assist 

with the organisation of the event. You can also ask for volunteers by contacting other 

members directly, or through the Secretary and Weekly Bulletin. 
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Do not hesitate to ask members for help on the day of the event if you require any 

support in running your activity. 

 Insurance 

Most activities are covered by HENCAST’s insurance policy (see insurance section). 

However, the policy does not cover certain ‘dangerous’ activities. If in doubt, please 

contact the HENCAST Secretary to discuss insurance coverage of activities, before you 

start organising it.  

Some activities may require a risk assessment, this is a straightforward process and can 

be achieved by completing the HENCAST Risk Matrix and Risk Register Form. The form is 

available on the HENCAST website. The committee can assist you with the form. Our 

insurance provider will want to see a risk assessment for any new activity we propose. 

Once approved by our insurance provider, the new activity will be added to HENCASTs 

insurance schedule, this means the activity can be conducted again without the need 

to lodge a new risk assessment with our insurance provider.  

Small group activities between HENCAST members that have not been advertised to all 

members, nor placed on the HENCAST Calendar (of which the committee has 

oversight), are not covered by HENCAST insurance.  

External meet ups between home schooling families that also happen to be HENCAST 

members are not HENCAST activities. Activities that appear on the HENCAST calendar 

are deemed official HENCAST activities.  

HENCAST members are not to use the HENCAST name or insurance policies for any 

activities or excursions external to official HENCAST activities. 

Members that need to provide proof of insurance when organising HENCAST deemed 

activities can place a request through the Secretary, or excursions email, to have copies 

of the relevant policy forwarded directly to the organisation requesting proof of 

insurance.  



HENCAST PRACTICE MANUAL — 2022 | 32 

 

 Other Things to Consider 

When organising an on-going activity, first gauge interest from members, this can be 

achieved by chatting with members at meet ups, or sending an email to the group 

through the Secretary. If there are limited spaces in the activity, or age restrictions, 

make sure you include this in your discussions.  

If an activity has a number capacity, once all of the places are taken, please notify 

those who indicated their interest that the activity is full. 

The person who organises the activity also organises the picnic for that week, unless 

other arrangements are made. Picnics are held after the activity in a nearby location, 

usually a park. They may occasionally need to be held prior to the activity if the activity 

is in the afternoon. Picnics are outside, even in the winter, unless it is raining or under 

other exceptional circumstances. Picnics should always be free. 

Please be aware of cultural/religious sensitivities when organising cultural or religious 

events. 

HENCAST members are encouraged to share their knowledge, skills and interests with 

other members, particularly with the children. This can be achieved at meet ups and/or 

organised activities. On-going classes and workshops where the member volunteers 

their time, and only seeks reimbursement for the cost of materials, can upon 

endorsement from the Committee run their activity under HENCAST insurance. Individual 

workshops (unless an alternative activity is organised) or on-going classes that don’t 

provide an opportunity for all members to attend should not be scheduled during our 

regular Thursday meet ups.  

Some members may offer, for reasonable remuneration, on-going classes or individual 

workshops. These activities however, are not covered by HENCAST insurance and 

therefore are not deemed official HENCAST activities.  

Please email the committee (via the Secretary) if you would like to invite the Christian 

Home Education Canberra (CHEC) network or a wider group of home-schooling families 

to your event. Joint excursions and meet ups are encouraged but must be arranged in 
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partnership with the committee, this is necessary to ensure the activity has appropriate 

insurance coverage, and that all HENCAST members are made aware of the open 

invite. 

 Events Open to the Public 

From time-to-time the HENCAST Secretary will invite the wider home school community 

to HENCAST activities. This provides an opportunity for families to come along and see 

what HENCAST is all about. HENCAST members will be notified when activities are 

advertised to the broader community.  

 On the Day 

Make sure you are at the venue well before the activity is due to commence to set up 

and welcome attendees. At the conclusion of the event, please make sure the venue is 

returned to the state in which it was found. Don’t be afraid to ask attendees to assist 

with clean-up; as a supportive community of home-schoolers we are more than 

delighted to help.  

 Accidents and Incidents 

Forms are available on the HENCAST website to report accidents and incidents at 

events (see Reporting Accidents and Reporting Incidents). 

 Risks and Reporting 

 Considering and Managing Risks 

In most cases activities carry low risk for members and third parties, but in some cases 

activities carry high risk factors. It is important that risks for a proposed event are 

appropriately considered for the protection of organisers, attendees and third parties.  

A Risk Assessment is a straightforward process that enables organisers to identify risks 

that may be associated with their activity. A Risk Matrix and Risk Register Form is 
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available on the HENCAST website. The form should be completed when organising an 

activity that is new (i.e., never done in HENCAST before), or when an activity carries 

moderate to high risks. The HENCAST committee is here to assist members, so please 

don’t hesitate to contact the committee via the Secretary or excursions email addresses 

if you need help completing the Risk Matrix and Risk Register Form. 

If you identify a medium (moderate) or high risk when completing the risk assessment, 

please contact the committee. The committee will work with you to put strategies in 

place that will reduce the risk of adverse incidents occurring at your activity. If the risks 

remain too high after proposed mitigation strategies, your event will not proceed.  

 Reporting Accidents 

In the event of an accident, a HENCAST Accident Report Form must be completed and 

forwarded to the Secretary’ email. Copies of the Accident Report Form are available 

from the committee, or can be downloaded from the HENCAST website. 

 Reporting Incidents 

Should a serious incident occur at a meet up between young people, parents or the 

general public, an Incident Report Form should be completed and forwarded to the 

Secretary. A copy of the Incident Report Form is available from the committee, or can 

be downloaded from the HENCAST website. 

 Attending a HENCAST Activity 

● Access the HENCAST events calendar that is on the HENCAST website regularly to see 

what events are coming up; 

● Use the HENCAST events calendar to RSVP (Yes or No) to all events. Please keep in 

mind that some events, even free ones, require certain numbers to go ahead, and 

RSVPs may be required weeks in advance. Please ensure you reply to advertised 

events in accordance with the deadline and mark the events in your calendar. This 
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helps the organiser know how many people are coming, and also gives us a list of 

attendees if an accident occurs;  

● Please do not invite non-members to meet ups. If you have a friend or another home 

school family you know, and they might be interested in attending, refer them to the 

Secretary to make contact about attending a meet up. 

● Please do not attend an event without registering, unless the event listing specifically 

notes that this is acceptable. Attending an activity without providing an RSVP can 

create administrative difficulties for the organiser, and may result in you being turned 

away. Additionally, in some instances, not registering attendance may result in the 

cancellation of an activity because the activity did not garner enough interest;  

● Please advise the organiser directly (phone, text or email) at your earliest 

convenience should you be unable to attend an event that you had previously 

indicated you would attend. This also includes last-minute withdrawals, unless of 

course it is not practical for you to do so due to an emergency;  

● Be aware a cancellation at any time may mean you forfeit monies paid, regardless of 

the reason you cancelled. If there is a wait list and the organiser has successfully 

allocated your spot to another member you will likely receive a refund. If there is no 

wait list, you are encouraged to find someone that can take your spot, in this situation 

please let the organiser know you have organised another member to attend in your 

place. The terms and conditions of attendance are driven by the places we visit, and 

the desire to protect members from incurring out-of-pocket expenses;  

● Be aware that unless you speak with the organiser, or receive confirmation from 

them, they may not have received your cancellation;  

● Payment for activities may be needed in advance or on the day. The organiser will 

inform members of the terms of payment, including payment method. Payment 

methods may include cash or bank transfer. If it is preferred, members are welcome 

to pay activity fees in advance into the HENCAST bank account rather than by cash 

(details are available on the HENCAST website). The Treasurer can then forward 

payment to the organiser on your behalf. Before transferring payment into the 

HENCAST account, please contact the Treasurer for an event code;  
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● Please wait a few days before contacting the organiser if you do not receive a 

confirmation of your registration immediately; 

● Please adhere to any age restrictions; 

● Please remember you are responsible for your children at all times. Should your 

children require special care, please advise the organiser accordingly;  

● Please ensure you are aware of your child’s behaviour at an event and address any 

challenging behaviour swiftly, as agreed under our Code of Conduct. Sadly, broader 

members of the Canberra community place greater scrutiny on the home-schooling 

community, and the understanding afforded to children in school simply not 

extended to children in the home-school community. Thus challenging behaviour, if 

not addressed swiftly, can impact our reputation and ability to secure activities; and 

● If you really enjoyed the event then please feel free to give the organiser positive 

feedback and thank them.  

 


