WARBOYS UNDERFIVES PLAYGROUP

COMMITTEE POSITION RESPONSIBILITIES

POSITION: SECRETARY

Introduction:  The following paragraphs set out the key areas of responsibility that reside with the Warboys Underfives Committee Secretary.  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.
Co-ordination and production of all administration to facilitate and record Committee meetings to include:

a. Issue calling notice to committee members no later than 1 week ahead of meeting date agreed at previous meeting or as altered by Chairperson.  Calling notice should be issued in writing, via email in the first instance or by post if a member is not on email. The calling notice should have an agenda attached and request that committee members confirm their availability for attendance and seek additional items for inclusion on the agenda.  The Chair should be advised who will be attending on collation of the responses.

b. Production of copies of the agenda and previous minutes for distribution on the eve of the committee meeting.

c. Capture of dialogue that occurs at the meeting into a written form of minutes.  These should be full minutes with identification of the subject; summary of the discussion held; details of the decision made and apportionment of action responsibilities committed.  The minutes should be forwarded to the Chairperson within 14 days of the meeting for approval.

d. Following approval by the chair, the minutes are to be printed and distributed to the Committee and Trustees, via email where possible.  A hard copy of the minutes is to be signed by the Chair and retained on file for up to 3 years.

2.
Management and administration of Criminal Records Bureau (CRB)
checks to include:

a. Maintenance of stocks of CRB forms and issuance of the forms to new members of Committee and staff.

b. Checking of personal identification produced by staff or committee as required and signature as appropriate on the CRB form.

c. Sending CRB form off with supporting remittance
 as required and progression of the form until receipt of positive check.

d. Maintaining a record of CRB checks and initiating new checks when cover expires.

e. Advising the Chairperson of any difficulties in obtaining information from personnel in support of CRB checks or if any difficulties are highlighted by the CRB checking company.

� All members of staff and Committee are to be subject to a CRB check


� Funded by Treasurer





