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STARS Objectives

STARS is a registered charity (charity ref 1149390). It is the name of the PTA (Parent,
Teacher Association) for Abbots Ripton C of E Primary School.

STARS key objectives are;

¢ To develop effective relationships between the staff, parents and others associated
with the school.

® To engage in activities or provide facilities/ equipment which support the school and
advance the education of the pupils.

STARS are able to provide such facilities/ provision for events through fundraising for
Abbots Ripton School.

All parents/ carers of children at Abbots Ripton Primary School are automatically
members of STARS but they may exercise this membership to whatever extent they
wish. Committee members however, as trustees of the charity, must adhere to

additional protocols as follows:

STARS Constitution
The following document provides guidance for the core rules and regulations for the
governance of our PTA.
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Model Constitution for Parent Teacher Associations (England
and Weles)

The NCPTA Model constitution is for use by Parent Teacher Associations
{PTAs] and oifier heme-school groups that are members of the NCPTA
in Englund and Woles. A Model Constitution for NCPTA members in
Norihern lrelond is availoble of www.ncpta.org.uk or from the NCPTA

Advice Line 01732 375460. — . 25
Mervbershof Code.. 8!

The NCPTA Model Constitution musi be adopied by the Association

before it con be used. See the NCPTA Information sheet - NCPTA

wModel Constitufion available of www.ncpte.org.uk for further
guidance.

The decloration on the lost page of this document must be signed by
the Chair of the mesting ot which it is adopted ond witnessed by o
member of the Association who is present of the meeting.

CHARITY REGISTRATION

To register as a charily, send the completed NCPTA Model
Constitvion to the Charity Commission fer Englond and Wales:

Charity Commission Direct
PO Box 1227

Liverpool

169 3UG

0845 300 0218
www.charitycemmission.gov.uk

This should be accompanied by o completed application form (CC30)
and tfrustee declorotion {CCEc). Boih {ovms are available of
www.ncpic.org.uk and are included in the NCPTA charity registration
pack. Ksee a copy of the signed and witnessed Censtitution for your
PTA records.

For further intormation, see the NCPTA Informaotion sheet Charify
Regisirafion ~ Englond ond Wales.

ONLUNE CHARITY REGISTRATION

It is row wossible 1o apply for charity regisiraiion oniine. This is
particularly useful i registrafion is nzeded quickly as enling
applications can take os litle os fen working days.




“\"ﬁf‘ ABLES LIST
owing varicbles speufl.. to the Association sholl be

ingot soraisd info the moasl constifufion.

1.1 Type of Associution: (please fick the apprepricte box}
Friends of the School: £
Heome-School Associ i
Parent Siaft Association:
Porent Teacher Association:
Parents Association:

Ot‘jv“ :

1.2 Assocdation nome in full:

1.3 Schoof name in full: ABB:: &4 TN (& Paina Rl Soqesi
School address:
Building neme and / or number
Street WENWINGTOIN 208D
Town/city A& LZors ;MUJMQQQEQ__
Couniy'_ﬁgmggiogf SYLERE
Postcode Pe2g ot
Caouniry UNITED kit g Do A

1.4 The Commitfee
The minimum number of commitiee members/frustees: 2

2. OBJECTYS
The objed of the Association {the Objects) is fo advance the
education of pupils in the school in particular by:

2.1 Developing effective relotionships between the staff,
parents and ofhers associated with the school;

2.2 Engoging in activities or providing focilities or eauipment which
support the school and advance the education of the pupils.
3. FOWERS

The commifies members/trustees have the following powers,
which muy be exercised only in promoting the Objects:-

a1 To previde odvice

3.2  To publish or disiribute intormation

3.3 To co-cperate with other bodies

3.4 Toraise tunds {but not by meons of permanent iradingj
3.5 T ceguire or hire property of any kind

3.6 Te make granis or loans of money and io give guaraniees

3.7 Ta set cside funds for special putposes or os reserves againg
'é_zk-'re exper.c:'nu.e

3.8  Todeposit or invesf funds in any lovdul manrier {but to invest
oniy after obtaining advice from a financial expert and having
regard fo the suitobility of investmants and the need fo
diversification)

3.5 To take oul public liobilily und personol ocdident insurcuce 1o

cover A=scr_.mmn meetings, odivities, commifiee

s, fo insure the Association's property
against any icreseeable risk and m‘ae out other
poiidies to ';':,rcie':" ihe Assodiction where reqguired

insurance
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To emiploy poid or unpaid agents, staff or advisers
¥ k '

To enter nto contrads fo picvide services 1o or on behall of
other bedies

Te pay the costs of forming the Association

T obioin and pay for goods and services as are necessary for
carrying out the werk of the charity

To opzn ond operate bank and other accounts os the
commitiee members/frusiees consider necessary

To do anvifing else within the law thot promoies the Objecis

SUT the Commitiee sholl not undericke any adivity in the
school premises without the consent of the headteacher.

4. MMEMBERSHIP
Members of the Associgtion are:-

4.1

I
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E:Y
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in o Parenls Association, the parenis, guardians or carers of
ony pupil currently atiending the school or

ire o Parent Teacher Association, Parent Staff or Home-School
Association cs detailed above plus feaching and non-teaching
staft currently employed by the school or

in ony ofher Association, for example o Friends group, those
described above ond any person over the age of 18 wishing
o offer oppropricie support or help fo the school end wha is
accepted by the Commitiee as a Member

thembership is termingied if:-
the Member dies
the Member resigns by writien notice io the Associaiion

the committee members/trustees may for good reason,
regardless of whether or not this is at the request of the
Governing Body or the headteacher, exclude any person
from Membership or from atfending an eveni whose presence
ot or support of the school is deemed a danger to the school
or its pupils or staff ar might bring the Association info
disrapute. Removal is not effective until the Membar
concerned has been noiified in writing of the proposal and
his/her right tc respond within 14 clear days, and the matter
hos been considered in light of any represeniations made.

5. GENERAL MEETINGS (ANNUAL AND EXTRACRDINARY}

5id

Pﬂ G.

Al Members are entitled lo aliend any General meeting of
the Association

Al Generol mestings are colled by giving 21 clear days
written natice of the mesling o the Members. The nolice
should specify the date, time ond location of the General
meating os well as give an overview of the agenda.

There is a quorum ot o General meefing when the number
of Members present is ol least fwice the cumber of
committes membars/trusiess in office ot the start of the

. The only exception would be af o General
meeting where the Associgtion is being disselved: pleass
see Clouse 13,
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(i the Chair is unoble or unwilling to do so!
somz other commifiee member/trustee elected by those
present is in charge of o General mesting.

Encept where atherwise provided in this Constifution, every
issue ol o General meeting is deciced by o simple majorily
atf the vates cost by the Members present of the meefing.

Excep! for the Chair of the meeting, whe has o second o
costing vole where o vote is equally divided (fied), every
Member preseni is enfitled fo one vote on every issue

The Association must hold a General meeting within twelve
months of the date of the odoption of this constitution.
Therectter, an AGM must be held in each subsequent year
and not more than 15 months maoy elopse beiween successive:
annuai Genergl meetings.

Al on AGM the Members:-

receive the occounis of the Association for the previous
financial year

receive the report of the committee members/irustees on the
Associction’s achivities since the previous AGM

elect the commiiiee members/irustees

oppoint an independent examiner or audiior for the
Association

maoy confer on any individual {with his or her conseni}
the honorary title of Patron, President or Vice-President of the
Associaticn

discuss and defermine any issues of policy or dedl with any
other business put before them

An EGM may be called ot any time by the Committee and
nust be calfed within 21 days to happen within three manths
of a written reguest fo the receiving commitiee
members/irustees from at least ten Members.

&. THE COMIAITTEE

&.

é
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i
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All Members of the Commitiee are frusiees of the charity and
have control of the Association, its property and funds. The
Committee Members are referred to in this document as
commitiee members/trustees.

Commities membaers/irusiees shali be elecied at the AGM
and shall hold office until the next AGM.

All commities members/frustees, excep! those whe ore co-
opied, must be Members of the Associgtion.

Committes members/irusiess shall have the power fo co-opi
coemmiflee members/irustess ol ooy fime, and co-opied
commitiee members/irustess sholl seive uniil the date of the
nexi AGMM.

The number ¢f co-optad committee members/irusises niust
50% of the total number of committes
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to the Commitiee moy be made by
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6.7
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ay Mamber of the Assodiolion ond seconded by ancther.
Such neminatiens must have the consent of the nominee.
Neminztioss should be made in wrifing fo the Chair af any
e u he election process has been complefed. If no
rnominoiicns o un insufficent number cre received before the
AGM, any Members present may nominate o person, with
fheir consent, oad thot person may be oppointed by o mojorily
vole of those present.

Sy

A committee member/trusiee (whether elected or co-opted)
aviomaticaily ceoses fo be o committee mamber/trustee if
he or she:

is disgualitied under section 72 of the Charities Act 1993
as amended by the Charities Act 2006 from acting os ©
chority frustee

i incapoble, whether mentolly or physically, of managing bis
or hier own affairs

iz gbsent from three consecutive meetings of the Committee
without prior nofification fo the Secretory

ceases to be o Member of the Association

resigns by writlen notice fo the Committee but only it of least
two commitiee members/irusiees remain in office

s rernoved by o resofution passed by a majority of other
commitiae members/trustess. Removal is not effective until
the commitiee member/trusiee concernad has been notitied
in writing of the proposal ond his/her right io respond within
14 claor days, end the matier has been considered in light of
any representations made.

All commitiee members/trusiess shail be entitled to
reimbursement of reasonable out-of-packet expenses
{induding hotel and fravel costs) actually incurred in the
administration of the Association.

A, retiring commitiea membar/irustee is entitled fo an
ademinity from the confinuving commitiee members/trustess
at the expense of the Asscciction in respect of any fiabilities
properly incurred while he or she held office.

A technical defect in the appointment of a commitiee
membsi/irustes of which the Commitiee are unaware of the
time does not invalidate decisions taken af o meeting.

7. COMRITTEE MEETINGS

ot
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The Commities musl hold of leost three meetings every
occademic year,

A guorum af o Commities mesting is 50 per cent, rounded
up to ihe nearesi whole number, of the folal current
thembership of the Committes.

The Chair o, it the Chair s unable or unwiiling to do so,
some otier commitiee member/irustes chosen by the
tembers present is in charge of each Commitiee meeting




1 omay be made by o simzle ina icrity of ine votes
Commiftee mesting. £ resoution which is in woiiing
ned by ol commitiee embsrs/trusiees is equally volia.
ior may be confained in more then one documend
freared as pessed an the dore of the last sianature

=
n

Excent for the Chair of the meeting, who hos o secand or
casting vole, every commitiee member/trustee hos one vote
o0 eoch issue

&. POWERS OF COMRMITYEE
The foliowing powers ore available fo the Committee o hislp run
e Asscciofion:-

8.1  To delegole any functions of the Commitiee 1o sub-
commitiees. These must consist of two or more persons
appoinied by the Commitiee but ot least oue member of
svery sub-commitice must be o commities member/trustes.
Ali sub-commitice proceedings must be promplly reporled fo
the main Committes

5.2  To moke Rules consistent with this Canstifution abiout the
Committes ond sub-commitiees, 10 govern proceedings of
General meefings and generolly abouf the running of the
Assediation including the operation of bank accounis and the
commitment of funds

9. PROPERTY & FUNDS

2.1 The propery and funds of the Association must only be used
1o fulfil the Objects {see clayuse 2).

9.2  Commitiee membars/trustees can enter inlo confrocts with
the Association for the provision ot goods and services fo the
Assodiotion (buf not confracts of employment with the
Associotion except wath the pricr written consent of the Charity
Coemmission) provided thai:-

$.2.1 the moximum amaunt is set oot in writing and is reasonohle
for te sarvices pravided

§.2.2 the commitiee members/frusiees ore satisfied thot the
agreement is in the interests of the charity before entering
into it

9.2.3 ihe tofal number of commitiee members/trustess entitled 1o
such remunaration is in the minority from fime to time

$.3  Whenever o commitiee member/trusies has u personal
interest in o moller 1o be discussed of o meating, the
committee menthsr/trustee mush: -

§.3.1 declave an interest before discussion begine on thie matler

0
o
[ %]

withdrow from ihiof pant of the meeting uniess expressly invited
ro remain in order to provide information

¥ 3.3 coi e counted in the guotum fer that part of tie mesting

5.3.4 withdrow during the vote and have no voie o the malbis

10.1  The Commitlee miust comply with the regquiremenis of e
C writies Act 1993 o emended by the Tharives Aa 2006 as

ta the Leeping t,i finanzia! records, the audit or snd“ p"ﬂdi’ﬂi

sRsITHnaien of accounte oo

to the Cherity Corminission of:

erEsar oficr ang ransiission




10.1.1 onnual reporfs

10.1.2 annunt refurns

10.1.3 onnuel stolements of account

102 The Commitiee must keep proper records of: -
1023 oli proceedings oi General meefings

10.2.2 oli proceedings of Commities meetings
10.2.3 all repeorts of subs-commitiees

10.3  Annucl reporis and stutements of occount reloiing to the
#ssociation must be made cvailable for inspecion by any
Member of the Association

10.4 The Commitiee must notify the Charity Commission
promptly of any changes to the Association's entry on fhe
Register of Charifies.

1. NOTICES

1.1 Notice of any Generoi mesting of the Assaciation moy be
sent by hond, by post, by suitable electronic communication
{email} or it any newsletter distributed by the Association to its
Kembers. Notification by hand may indude distribution to
parents, guordians ond carers via their children with or
without other commiunications from the schocl.

11.2  The address af which a Member is entitled o receive notices
(if sant by post is the last known address of the Member

1.3 A technicet defedt in the giving of nofice which the Members
or commities members/irusiees are unaware of af the time
does nof invalidate dedsions taken ot o General meefing

12, ARENDMERTS
This Constitution may be amended ot o General mesting of the
Assaciafion by o two-thirds majority of the vates cast, but:-

[2.1  The Members must be given 21 dear doys’ notice of the
proposed amendments

12.2  No amendment is volid if it would moke o fundomental
change to the Objects/clause 2 or destroy the charitable
status of the Assodiation ond no omendment may be made fo
clause 9 without the prior written cansent of the Charify
Commission

12.3 A copy of any resclution omending this constitution musi be sen
fo the Charity Commission within 21 days of if being passed

13, DISSOLUTION

181 The Association may be dissolved by o resolution presented of
an EGN or an AGHM where this is included in Hhe notice of ihe
meeting. The resolution must hove the cgreement of fwo thirds
of those voting and must give instructions for the disposal of
ity assefs remaining after paying the culstonding debis and
tigkiliies of the Associcticn.

be distributed among the Members of
= given fo the scheol for the benefil
I In the eveni of the schoc! dlosing
lg e disinbuted lo o neighbouring
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8 1 to enoiber cherifable couss
provided fhat the couse is within the Objects of the Association.

he g must nolhy
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T4, [INTERPRETATION

in this Constitution:

address: means o posial address or, for the purposes of
elecironic communication, o fax number, an e-mail address o
a fexl message number in each cose registered with the charity
AGM: means on cunual general mieeling of the Members of
the Association

the Association: means the chority comprised in this
constitution

the Chair: meons the Chair of the Associotion elecied of

the AGM

charity frustees: has the meaning prescribed by sadion 97(1) of
the Charities At 1993 as gmended by the Chorifies Act 2006.
Every committee member/frustee is legally o charity trustee.
clear day: means 24 hours from midnight following the
riggering event

the Commission: means the Chority Commission for Engiand
and Wales: www.choritycommission.gov.uk

the Committee: is fhe Governing Body of the Association ana
includes all efecied nnd co-opted commitiee members/irusiees
Committee member/irustes: means o Member of the
Committes elected ot the AGM by the Merbership

co-opted Commitiee member/trusiee: mecns o Member of
the Committee appainied by the commities members/trustees
0 accordance with clause 6

EGM: means a general meeting of the Members of the
Association which is nof an AGM

fundamental change: means o change thai would not have
been within the reasonoble contemplation of o person making
o donation to the Association

general meetings: means any AGM or EGM

Gavertiing Body: means the Governing Body of the school
headteacher: means the heodieacher or Principol of the school
indepandent sxaminer: hos the meuning prescribed by
seclion 43(3)(0} of tha Charities Adt 1993

Meamber and Membership: refer to Members of the
Association as sef oul in clouse 4

months: means caleadar monihs

the Objects: means the charilable Objects of the Association
sel oul in clayse 2

permunsnt frading: means carrying on o frade or business Gl
o continuing basis for the principal purpose of raising funds
and fiof for the purpase of actually carrying oui the Ohjects
writtent or I writing: celers to o legible document on poper
inchuding o for messuge or an slecironic comimunication
where the Member or co-apted commiites member/irusics
hies egrsed to receipt of notices by slechonic means

ysar. means calendor yeor

€nl cre relerences o ihe Ad ox
mig to Hims ond to ony

e femred A e sordas d
e segisinvion nwude vnder .
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Code of Conduct

This Code of Conduct binds both committee and non-committee members of Abbots
Ripton C of E primary School.

These guidelines describe the basic expectations for behaviour and the importance for
all members to conduct themselves professionally and ethically, and will run alongside
our constitution, which is a legally binding document.

In order for STARS to function successfully it is essential that all members agree to
follow these guidelines while acting in association with the PTA.

The Code

Any parent or guardian of a pupil attending Abbots Ripton C of E primary
School and all members of school staff are deemed to be members of the PTA,
with the vested interest in enhancing the school for all pupils.

All work done on behalf of the PTA is voluntary and is done for no personal gain.
All members will act in the best interest of the PTA and the school.

All members will be encouraged to make relevant and positive contributions to
meetings they attend.

All members have the right to be heard and must respect each other’s opinions.

All members have the right to communicate together responsibly. STARS will
communicate to wider members mainly through email and the STARS Facebook
page. It is the responsibility of the individual member to request membership of
the Facebook group or to be added to the STARS email circulation list. This
cannot be done by committee members without seeking prior permission due
to data protection reasons. Should contact details change, it is the member’s
responsibility to notify a committee member of this. Any matters relating to the
school, should be directed to the school office.

Any items emailed/ posted through to the PTA may not be answered
immediately. All committee members work on behalf of the PTA on a voluntary
basis, in their free time and may not be able to address issues straight away. Any
query raised will need to be discussed by the committee and if necessary will be
added to their next meeting agenda.

The committee will work to the rules stated in their constitution. As per the
constitution, decisions will be made by a majority vote of the elected committee
members. The committee may from time to time consult with the wider
membership, however the committee’s decision is final.
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< All members must ensure that any material or discussion of a confidential
nature, especially matters concerning individual staff, pupils or
parents/guardians, is confined to the meeting, attended only by elected
committee members. Names will be blacked out of the meeting minutes, if
necessary.

e The committee should be made aware of any conflict of interest and the person
involved should withdraw from any discussion pertaining to that subject.

e All members must respect the School and personal property.

e All paperwork and assets relating to the PTA are the property of the PTA, and not
that of the individual. When leaving the PTA a member should return any relevant
paperwork or assets to the PTA Committee.

¢ Should it be deemed by the committee that any member has disregarded this
code or their actions have brought the PTA or the school into disrepute, the
committee has the right to exclude that member from future involvement. The
procedure for removal of a PTA member or PTA committee member is stated in
the constitution.

Data Protection

There may be times during PTA business when STARS committee members will collect
personal data from the wider STARS community or other individuals. Committee
members should be mindful of the law with respect to data protection. Committee
members should be aware that ignorance is not a sufficient defence in these matters.

13]Page



Handling Money

Float Policy

The float should be drawn from the bank as close to the event as possible, whilst leaving
enough time for it to be prepared.

Large amounts of cash should not be kept outside of the bank for float purposes.

The amount of float needed should be agreed in advance with the Committee. This is to
ensure that a) the amount of float is accurate and b) means that the decision to remove
large amounts of cash from the account isn’t the decision of one person.

Float should be assigned to a particular stall and the amount recorded on a float slip kept
with the relevant bag. A full list of floats in operation should be kept and each bag recorded
in and out.

Float should be returned to the bank as soon as possible.

Banking
Money should be banked as soon as possible after the event and prior to month end.

For safety reasons, large amounts of money should be banked by two people. This should be
done discreetly and sensible precautions taken.

Where money is held waiting to be collated/banked it should be held as securely as possible
and precautions should be taken to keep it as safe as possible.

Large amounts such as the Summer/Christmas Fayre should be held in the school safe,
counted and banked as soon as possible.

Bank Account

To prevent the potential for fraud and to protect the Committee from accusation, there
should be no online access to the account.

At least 3 Committee members need to signatures on the account and at least two
signatures are needed for any transactions, cheques etc.
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There should only be one current and one saving account. The committee should agree any
movement between the two. However, there is no commitment to have a savings account.

Where a new or change of account is needed. The Treasurer should research the options
available and present them to the Committee who will then make a decision.

STARS should maintain a reserve policy of £2,000. This should be net of any projected

expenses or future commitments and not include projected future income which is not
secure.

Cashing Up

Summer/Christmas Fayres other 4 figure events must be counted by the Treasurer and the
Office Manager Abbots Ripton School. Ideally straight after the event or the monies locked in
the school safe until it can be counted.

For smaller events where the money comes in via smaller amounts the rules around safe
storage, under banking apply. This money should be accompanied by an accurate record and

counted by both the holder and the Treasurer.

Other events which take place on School (or other venue) premises (e.g. shops, cream tea)
should be counted on School premises.

Reporting

All cash in should be recorded in the cash in book and then on a spread sheet to be
reconciled with the bank statement

All payments should be issued on receiving either a receipt or invoice. The paperwork kept
and the expenditure recorded on a spreadsheet.

The spreadsheet should be updated monthly and circulated to all Committee members

The spreadsheet should also show projected income and expenditure as well as ring-fenced
and agreed monies.

An independent, qualified account should be appointed at year end to sign off the accounts
and written evidence of this submitted to the Governors of Abbots Ripton school.

15|Fage



STARS should share with all parents of the school, it’s financial status and 8n particular how
funds are being put to use.
Expenditure

The Headteacher Abbots Ripton School is responsible for putting forward the main projects
for funding at the AGM. The Committee is then responsible for deciding what to fund.

Other projects may be put forward throughout the year for the agreement of the
committee. No project should be committed to without the minuted agreement of the
Committee (min Chair, Treasurer & Secretary).

Once agreed the cost should be entered into the projected expenditure in the spreadsheet

The Office Manger is responsible for invoicing STARS, via the Treasurer, on a termly basis for
expenditure relating to the agreed projects.

STARS funds a range of ongoing projects. The Treasurer is responsible for ensuring that these
are included in the projected expenditure.

In relation to individual expenses two Committee members can sign these off, provided that
the expenditure has already been agreed.

Any expense requests should be submitted promptly and with appropriate receipts. All
expenses should be paid directly by STARS rather than through the school.
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Roles and Responsibilities

The STARS Committee Chair

Main purpose of the role

The Chair directs meetings, making sure everyone’s views are heard and everyone is
involved in the meeting. He or she should make sure all committee members are familiar
with the association’s constitution, and their role and responsibilities as a committee
member and trustee (all committee members are automatically trustees of the association).

Duties and key responsibilities

¢  Prepares for meetings (with the Secretary)

¢ Invites committee members, parents and staff

e« Suggests items for the agenda

e ldentifies outstanding items from last meeting

¢  Prepares introductions for any new members attending

e  Setsthe ground rules for meetings and makes sure they are inclusive and efficient

e Delegates tasks to other members and volunteers, and checks they are completed

¢ Liaises with the school and requests a ‘wish list’ for the committee to agree what to

fund

o  Ensures the committee fulfils its role in respect of governance of the association as
set out in the constitution, for example holding an AGM, election of committee,
working with the Treasurer to ensure annual returns are completed if the PTA is
charity commission registered

o Ensures any decisions made are clear, fit the objects of the constitution, and by
agreement of the committee

¢  Writes the annual report for the association (with the Secretary)

o Can be a signatory on the PTA bank account (along with at least one other committee
member)

Key skills

¢ Confident and assertive —able to control meetings and call to order when necessary,
making sure everyone has an opportunity to speak.
¢  Ability to remain impartial — make sure contributions are brief and ensure everyone’s
views are respected.
¢ Calm, friendly and approachable — as the main point of contact for the PTA for the
school and parents the Chair must be inclusive and make sure everyone feels

welcome.
¢  Organised and able to delegate — most PTAs have lots of activities going on and the
Chair should make sure the workload is shared and tasks are completed as agreed.
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The STARS Committee Secretary

Main purpose of the role

The Secretary supports the Chair to build effective communication links between the school
and the association and maintains accurate records (see below).

Duties and key responsibilities

¢ Prepares for meetings (with the Chair)
e Arranges a suitable venue

e Invites committee members, parents and staff

e Suggests items for the agenda

¢ Circulates the agenda and reports before the meeting
¢ |dentifies outstanding items from last meeting

¢ Helps the Chair keep meetings on track

e Takes minutes at meetings, recording attendance, action points, decisions and
proposals

« Circulates approved minutes, along with a reminder of any actions agreed

¢« Maintains association records e.g., Committee member contact details, Minutes of
meetings

¢ Updates trustee details with Charity Commission (as appropriate)

¢ Assists the Chair writing the annual report for the association

« May be a signatory on the PTA bank account (along with at least one other
committee member)

e« Handles written and email correspondence received for the association

Key skills

¢ Organised and efficient — keeps accurate records in a format that can easily be
handed over to successor.

¢ Good listener — able to identify key discussion points, actions and agreements at
meetings to accurately record in minutes.

¢ Calm, friendly and approachable —able to communicate confidently with the school
and committee.
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The STARS Committee Treasurer

Main purpose of the role

The Treasurer ensures accurate financial records are kept and best practice procedures are
followed for counting money, banking and making payments. He or she should keep the
committee updated with regular reports, and ensure end of year reports are completed for
the association’s AGM and (if applicable) the Charity Commission annual return.

Duties and key responsibilities

¢ Keeps up to date and accurate financial records.

€ Presents financial updates at each committee meeting.

e Manages the PTA bank account and holds the association cheque book.

o Arranges changes of signatories on the association bank account.

. Ensures best practice procedures for counting and banking money after events are in
place and followed.

. Makes approved payments.

e Ensures procedures for making approved payments and claiming approved expenses
are followed by all committee members.

. Prepares annual treasurers report for AGM and arranges an independent
examination of the association accounts.

o Completes the Charity Commission annual return.

e Manages Gift Aid (or assists the committee member responsible for managing Gift
Aid).

Key skills

e Basic understanding of book keeping — able to maintain accurate records of income
and expenditure.

e Organised with an eye for detail — big events involve counting a lot of small change.

The Treasurer leads the ‘money’ team, making up floats and collecting money from
various stalls.

. Calm, approachable and a team player — it’s a busy role. The Treasurer must be able
to remain calm during busy times, and ensure he or she does not work in isolation by
communicating regularly with the rest of the committee.

In addition the above roles, the Committee may wish to have a Deputy or Vice Chair
who can support the Chair in their role.
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