WARBOYS UNDERFIVES PLAYGROUP

COMMITTEE POSITION RESPONSIBILITIES

POSITION: CHAIRPERSON

Introduction:  The following paragraphs set out the key areas of responsibility that reside with the Warboys Underfives Committee Chairperson.  These are not exhaustive and additional bespoke tasks may arise during the course of your tenure on the Committee.

Review:  March 2011.

Key Responsibilities:

1.
Employment of Playgroup staffs to include:  

a. Advertising vacancies and attending interviews for staff positions in conjunction with Playgroup Leader.

b.
Issuing of offers of employment and maintenance and review of staff contracts and pay rates.

c.       Management of staff payment in conjunction with Wages Clerk and treasurer.

d.      Management of staff disciplinary procedures and grievances as required.

e.      Assistance to Playgroup Leader with staff reporting as required.  Direct line management and reporting responsibilities for the Playgroup Leader.

f.   
Delivery of leaving gift from Committee members (flowers to value of £10) to members of staff departing.

g. Interaction with Playgroup Leader and other staffs on a regular basis.

2.
Oversight of Playgroup Funds to include:


a.
Monthly reconciliation of playgroup accounts with Treasurer.

b. Liaison with Wages Clerk on Inland revenue matters and staff wages.

c. Holding of debit card on behalf of treasurer for main account.

d. Development of financial plan in conjunction with Committee.

3.
Liaison with Ofsted and PLA as required.

4.
Written and oral liaison with Parents, Parish Council and other external agencies as required.

5.
Co-ordination and management of Cttee meetings; delegation of tasks to appropriate Committee members.

6.
Provision of written report to secretary for Meeting minutes.

7.
Provision of written report to Newsletter editor for newsletters.

8.
Co-operation with and co-ordination with other Committee members in their delivery of tasks/ roles.

9.
Performance/management of scheduled reviews including termly risk assessment; annual review of playgroup policies and regular updating of Management Plan.

10.
Completion and signature of annual returns to Charities Commission and PLA as required.

11.
Ensuring insurance policies and membership of PLA is maintained in date and at appropriate levels of cover.

12.
Identification of training requirements/opportunities appropriate to Committee.

13.
Maintenance of the Management Plan.

14.
Act as first point of call for out of hours emergencies eg flood, drains etc.

15.
Actioning of mail addressed to Chair or passed on by Playgroup Leader

15.
Other duties as required by Playgroup Leader and or Committee.

