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Treasurer:  Emma Shearsby�
�
  


Ensures the committee members are aware of the financial position of the charity, of their financial responsibilities and the charity’s finance procedures. 


Ensures that the committee apply the charity’s resources exclusively in pursuance of its charitable objectives. 


Presents accounts to the members at the AGM. 


Manages the charity’s bank account, updating the list of signatories as necessary. 


Prepares in advance an annual budget, as agreed by the committee, and to monitor it regularly. 


Issue bills and receipts on behalf of the charity and ensure that all necessary payments are made promptly. 


Ensures that the charity’s financial records are maintained accurately and updated on a timely basis. 


Manages staff payroll and volunteers’ expenses. 


Arranges for the accounts to be checked annually and independently and return any other financial reports as necessary. 














The Officers





Chair :    Abby Baugh�
�



 Represents and acts as a spokesperson for the pre-school and as a contact point for parents. 


Develops, with the agreement of the Committee the business plan and future direction of the Pre-school.


Sets agenda with Secretary and chairs meetings.


Co-ordinates the work of the committee to ensure effective administration. 


Acts as the ‘Nominated Person’ for Ofsted.


Line manages the Manager of the setting. 


Supports other committee members and authorises the work of the treasurer. 


Vice chair:   Vacant �
�
  


Supports the Chair, including running meetings in his/her absence and acting as a contact point for the committee


The Vice Chair may also take on projects as they arise. 





Secretary:   Susan Witton �
�
  


Responds to correspondence; maintains records & pre-school policies and procedures. 


Organises all meetings.





Takes and circulates accurate minutes 


Supports all committee and staff members by ensuring the administrative function is efficient. 























The Little Acorns Committee


Who are the Committee?


Your Committee – a team of volunteer parents – are the charity trustees of the pre-school and are responsible for the overall management and smooth-running of the setting. This can mean anything from organising a fundraising event to negotiating with a landlord over the terms of a lease, writing a newsletter, preparing staff or forecasting a budget and monitoring costs. This Guide will introduce you to the parents currently involved with the running of your child’s pre-school and describe the work performed by each of the roles. As the Little Acorns move onto primary school, so the Committee naturally evolves and looks forward to welcoming new members. 





Interested in joining? 


You should speak to Rachel Blackwell or any of the people featured in this Guide, or ask to come to the next meeting to get a taste of how it works. 





How much time would I need to commit? 


The honest answer to this is it depends. Some roles require a few hours of regular commitment, some much more, others less. However much or little time you have to offer there is always something you can do. The Committee meets once every half term, Although serious business, Committee meetings are friendly and informal and members are supported in their role, with training (if needed) and advice on hand. 











The other roles





       HR :  Katy Croskell �
�



Dealing with all on staff issues, except salary administration. 


Keeping the Pre-school updated on current employment legislation. 


Recruitment – attending interviews and  dealing with correspondence with applicants.


Preparing staff contracts.


Attending and reporting on staff appraisals held over one or two evenings in June/July. 


Representing staff at Committee meetings 





       Payroll :  Katy Croskell �
�



Liaising with bureau to ensure staff salaries are paid accurately, on time and in accordance with relevant legislation and standards


Ensuring that all changes are met and pre-school complies with its commitments regarding tax and national insurance





Cash co-ord:  Louise Doherty          �
�



Banking cash and ensuring accurate records of all cash transactions are kept. In close contact with the treasurer.





PLA Rep:  Ann Brigden          �
�



Represents the Pre-School with the Pre-School Alliance body and reports back to the committee on changes.





Fees: Helen  Wallace�
�
  


Issuing invoices to parents and chasing up late payments to ensure good cash flow for pre-school to run efficiently. 





Health & Safety: Abby Baugh�
�
  


Carrying out risk assessments and identifying necessary actions


Ensuring the security of the building





Marketing:  Lucy White �
�
  


Promotion and PR.


Working with fundraisers to advertise Pre-school services and events.


Distribution of electronic notices.





Newsletter:    Susan Witton�
�
  


Preparing half termly newsletter for parents





Fundraising:  Shirley Phillips �
�



Fundraising is the responsibility of the Committee and a number of events and initiatives take place including regular cupcake stalls at pre-school  , Christmas and Easter fayres, webshop, sponsored events and the fruit and veg scheme

















The �Little Acorns


Pre-school Committee


�





Little Acorns is a private charity run by a committee of volunteer parents. 





If you are 


Interested in learning new skills? 


Would like to meet other parents 


Would you like to share your skills, time and ideas with others and give something back to the community ... 


The Little Acorns Pre-school Parents’ Committee would love to hear from you! 





Little Acorns Pre-school


Colleton Drive Twyford RG10 0AX


0118-932 1629


www.littleacorns-twyford.co.uk
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