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The Role & Responsibilities of The Committee

The primary aim of the committee is to ensure the smooth and efficient running of the group and that all of the jobs contributing to this are done.

There are many tasks involved in running a Playgroup and Ferryfield Playgroup employ an Admin. Manager to carry out many these tasks. Those not dealt with by the Admin. Manager can be delegated - not only to committee members but to others in the group who are willing and able.

The committee acts for the whole group and is answerable to the members of the group.

The committee are responsible for the day to day running of the group with the Office Bearers having the authority to make ‘on the spot’ decisions where necessary. However, Gill Brown, our Admin. Manager,  carries out most of the key duties out on the Committee’s behalf and reports to the Committee at meetings. The day-to-day running duties still carried out by the Committee are –

Chairperson – 

· Chair regular meetings. Playgroup must hold at least 6 per year but sometimes one per month is more appropriate.

· Delegate duties and agree dates for completion.

· Employment of new staff – this should be carried out with another Committee Member and agreement of the whole Committee. Gill carries out most of the groundwork in these matters and completes the paperwork necessary for Disclosure checks. Hopefully we will not need to recruit new staff this session. Staff support & supervision is in Gill’s remit and regular reports are given to the Chairperson.

· Be aware of what is happening in Playgroup and deal with any issues promptly.

Secretary –

· Together with Chairperson, draw up agenda for meetings.

· Take minutes at meetings and ensure that they are circulated.

· Write letters make posters for fundraising events – asking for donations etc.

Treasurer –

· Receive monthly reports from Gill and present to Committee meeting if Gill unable to attend.

The role of Treasurer and Secretary can be carried out by one person if preferred or the Treasurer’s post could be combined with another Committee role. (The Inland Revenue has approved this.)
Rota Secretary –

· Use an agreed system for drawing up a duty-rota for parents to help in Playgroup – this could be either parents putting their names on a list, as we have done this last session, or by the Rota Secretary allocating days.

· Check each week that there is cover for the next week.

Supplies – 

· Pick up weekly shopping – list provided by Playleaders.

· Order fruit each week. 

· Send fruit receipts to Fife Council.

· Keep record of spending and retain receipts.

Newsletter –

· Produce regular Newsletters keeping parents/carers up to date with what is happening at Playgroup and of forthcoming events.

The whole Committee –

· Be familiar with Group Policies and Procedures or at least know where to access information. Review policies as required.

· Make financial decisions based on information provided – this usually is to agree purchases of equipment, wage rises etc.

· Fundraising – with Gill carrying out most of the day-to-day work, this could be the biggest role for the Committee. Try to involve as many parents as possible as it is their Playgroup too.

Employment Matters
Playleaders are employed by the committee which means the committee has certain responsibilities towards their staff: -

· ensuring they are paid regularly and on time - itemised pay slips should be issued

· providing all the information and equipment they need

· providing on - going support and training opportunities

· treating them fairly at all times and recognising their individual needs

· complying with all legal obligations e.g. registration, insurance cover, fire drills, Health & Safety

· every member of staff should have a contract

· every member of staff should have a job remit

· every member of staff should have an annual Appraisal

Again Gill carries out most of these duties on behalf of the Committee but Committee input is essential. 
Committee Meetings

Committee meetings have 4 objectives: -

· Discuss

· Make decisions

· Decide how to carry out these decisions

· Allocate tasks

Meetings should have a structure of some kind. This need not be too formal or complicated but is very helpful to those involved. An example of this is: -

· Call the meeting - giving enough notice to everyone

· Quorum - this is the minimum number of members required to hold the meeting and is in the group’s Constitution.

· Agenda 

· Voting - with the Chairperson having the deciding vote when needed.

From experience, the most effective Committee meetings are those which have been well organised. A well-organised meeting can take less than half the time of one without structure and results in a more efficiently run and happier Playgroup.

Prepared by Gill Brown - June 2006 
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