PSA Committee roles

Chair

Characteristics

The Chair providesleadership forthe committee settingthe agendafor meetings and manages
meetingsinline with the agenda.

The Chair should ensure thatissues are properly debated and an agreementis reached. Some
committee members willbe betterat expressingthemselves that others;itisimportantthatthe
chair welcomes contributions from all members of the PSA so that everyone feels involved.

The Chair will ensure that all new members feelwelcome and their contributions valued. The Chair

willintroduce themto the other members and encourage themto play an active partin the
discussions at PSA meetings.

To ensure the smooth running of meetings the Chair must remainimpartialand make sure that all
parties have a voice and the opportunity to participate in decision making.

The Chair will work closely with the Treasurerand Secretary to ensure that the PSA is run effectively.

The Chair will be one of designated signatories and will sign cheques on behalfof the PSA along with
otherdesignated signatories.

Job Function

To ensure thatthe business of the PSAis conducted in accordance with the wishes of the
representatives of the PSA, to uphold the constitution of the PSA, and prepare reports forthe AGM.

Main Duties

e Provide leadership

e Signthe approved minutes of each meeting

e Setthe agendaformeetings

e Getto know membersofthe committee

e Run meetingsinanefficientand timely mannerensurethateveryoneisable to contribute
e Agree adatefor the nextmeeting

e Welcome andinvolve new members

e Writethe annual reportin cooperation with the secretary

e Signchequesforthe PSAwith one other committee member

Secretary
Characteristics

The secretary ensures that the PSA runs smoothly and provides alink between com mittee members

and the PSA, and between the PSA and the school. This requires good organisational and
communication skillsand beingable to stick to deadlines.



Job Function

The Secretaryis a key committee member as they are responsibleforensuring effective
communication links between committee members and between the PSA and the school.

The Secretary deals with all the correspondence that the PSA receives and helps the Chairensure

that meetings run smoothly. Building up agood relationship with the school Secretary will help make
sure that correspondence, sentto school, is passed onto the PSA promptly.

As well as dealing with correspondence, following a meeting, the Secretary willneed to make
bookings and otherarrangements for events. Confirm arrangements made by phone in writing (by
letter oremail). The Secretary will make arrangements for the Annual General Meeting (AGM) and

help the Chair prepare the annual report. The Secretary may also be involved in co-signing cheques
on behalf of the PSA.

Main Duties

e Deal withcorrespondence

e Arrange meetings

e Prepareanddistribute agendas

e Takethe minutesof meetings, type them up and distributethem

e Ensurethat enough PSA membersare presentto make the meeting quorate

e Signchequesasrequired

e Write the annual report with the chair

e Preparationanddistribution of newsletters and other communications to parents
e Preparation of publicity flyers, posters, tickets etcfor events

Treasurer
Characteristics

The Treasureroversees the management of the funds the PSA raises. Although all the members have

equal responsibility to manage and control the funds the Treasurer playsanimportant part in
helpingthe committee carry out these duties properly.

Job Function
To maintain up to date records of all PSA financial transactions.

Main Duties

e Day to day managementof accounts, includingissuing bills and receipts on behalf of the PSA
and making payments.

e To prepare and update financial ledgers on a regular basis.

e Tocomplete bankingtransactions onaregular basis.

e To organise floats for fundraising events, collect and reconciles monies raised at these
events and report totals raised.

e To prepare and reportfinancial statements at PSA meetings.

e To prepare a concise Financial Report forthe Annual General Meeting, Charity Commission
and Gift Aid.



