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Willowbank Pre-School Committee


A committee is a group of people who ensure that an organisation fulfils all its legal obligations and operates efficiently and successfully according to its values and Ofsted requirements.  As a governing body, they shall have a shared vision of what the organisation is about and its end goals.

The committee is responsible for the overall management and organisation of the pre-school.  Committee members will attend regular meetings to make decisions designed to deliver a happy and effective pre-school setting.  The committee will keep up to date with any relevant legislation, make decisions regarding pre-school children, staff and operational needs, make sustainable development plans and be responsible for fundraising.


Individual Roles & Responsibilities


The Chairperson

· Acts as the public face of the committee to represent the group in an official capacity and public events and open meetings.
· Holds committee meetings approximately every 6 weeks and ensures that they run effectively.  If the Chair is unable to attend a meeting, they must find a deputy.
· Reviews the settings working policies and job descriptions annually. 
· Ensures a quorum of members attend meetings to ensure decisions can be made.
· Holds the AGM. 
· Has an overview of the settings;
· Policies, business and employment practices
· Responsibilities to Ofsted
· Financial position
· Ensures that staff line management regularly occurs.  Line management may be delegated.
· Manages recruitment of staff (with support of other members), setting budgets, staff salary negotiations and presenting books for audits.
· Supports the treasurer and secretary and ensures they are managing their roles and responsibilities.
· Makes quick decisions in the event of a crisis.  As many committee members should be canvassed for their opinion before a decision is made if it is essential that a decision be made before the next committee meeting.
· Liaison with the Custodian Trustees.
· Acts democratically and not as a dictator.




The Secretary

· Informs the committee of meeting dates and times.
· Prepares the agenda for meetings with input from the Chair, committee members and the pre-school manager.  Agendas circulates to all members 1 week prior to each meeting
· Prepares and circulates meeting minutes and actions within 1 week of each meeting.
· Ensures all actions arising from committee meetings are undertaken.
· Attends any other meetings where it is required to take minutes.
· Co-ordinates circulation of relevant documents to committee members.
· Prepares and circulates documents for the AGM.


[bookmark: _GoBack]The Treasurer

· Reporting all financial matters to the committee.
· Keeps clear and accurate records of the settings financial transactions.
· Prepares a budget and budget forecast. (Done by our Accountant)
· Manages the settings budget, issues bills, receipts and payments.
· Manages the settings bank account.
· Arranges annual independent examination of accounts prior to the AGM. (Done by our Accountant)
· Presents an annual financial report for the AGM. (Done by our Accountant)


The Committee Member

· Attend all committee meetings and the AGM.
· Join in discussions and offer constructive ideas and listen to others. 
· Make decisions for the benefit of the pre-school.
· Organise and take part in fundraising and promotional events.
· Raise the profile of the pre-school to attract new parents.
· Manage the pre-school website.
· Attract new committee members when required.
· Liaise regularly with pre-school staff and manager. 



For further information please visit:
https://www.pre-school.org.uk/

Account login:
Email  willowbank@weycp.org.uk
Password  br0mb1e
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