Committee Roles
There are different positions on the committee:

All these positions have specific roles that are undertaken to ensure that the setting is run according to the constitution.

The Charity’s Constitution will usually set out the responsibility of all these positions.  Overviews of these duties are as follows:

Chairperson (key responsibilities)
· Will normally act as Ofsted Nominated Person

· Leads the strategic operation of the setting and steer the vision of the group
· Arranges and runs meetings

· Chairs meetings of the charity; including committee meetings, open meetings and general meetings, such as the Annual General Meeting (AGM)
· Line manages the manger and providers supervision and appraisals

· Supports other committee members and authorises the work of the Treasurer
· Co-ordinates the work of the committee to ensure effective administration
The Chair is the lead committee member but is not solely responsible for all of the above and can only undertake it with the full support of the committee who are ultimately responsible as a group.
Treasurer

· Ensures that the charity’s financial records are maintained accurately, providing up-to-date statement of accounts 

· Ensures that all committee members are aware of their financial responsibilities and comply with procedures 

· Arranges for the accounts to be independently checked annually before presenting them to the members at the AGM 

· Manages the bank account, updating the list of signatories 

· Prepares in advance an annual budget, as agreed by the committee, and monitors it regularly

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

· Manages staff payroll and volunteers’ expenses 
· Reviews and returns any other financial reports as necessary

The provision may have an administrator, bookkeeper etc fulfilling the day to day workload however the treasurer should still be managing and supervising these tasks and obtaining regular feedback, such as financial reports to disseminate back to the rest of the committee. 
Secretary

· Responds punctually to all correspondence; keeping proper records 

· Organises all meetings including booking venues, arranging refreshments, liaising with attendees to ensure they are informed etc 

· Draws up meeting agendas and circulates to all attendees punctually

· Takes accurate minutes during meetings, types up and sends them out to all attendees in a timely manner 

· Ensures all office filing is kept up-to-date

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

All Committee Members

· Act in the best interests of the charity; promoting its values and working to achieve its charitable objectives

· Have clearly identified roles and responsibilities, work as part of a team with the other trustees; whilst bringing their own ideas, perspectives and experiences to the committee 

· Read committee papers, regularly attend meetings and contribute to the effective management and decision-making process of the committee

· Work with the Treasurer to set priorities for the budget 

· Undertake Ofsted suitability checks as required, DBS checks

· Use safe recruitment procedures and work to EYFS requirements to employ suitable adults to work with the children

