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Good Practice Guidelines for

Voluntary Management Committees
What are the key responsibilities of the Management Committee?

The main function of the management committee is to support the day-to-day operation of the service in co-operation with the manager, staff and parents. Committee members may change on a yearly basis, therefore it is important that once new members are elected they are made aware of the roles and responsibilities of the committee and their individual role. Throughout the year the committee will carry out various duties in supporting the development of the service. The main duties of the committee are:

· Reviewing the policies and procedures of the group

The policies and procedures of the group should be reviewed on a yearly basis to ensure their compliance with regulation.

· Adhering to legal requirements

Ensuring compliance with the Child Care (pre-school services) Regulations 2006.

· Administration duties

Holding regular committee meetings with updates from all members on any duties they have undertaken in relation to the group.

· Employment responsibilities
Recruiting and selecting new staff members, deducting PAYE/PRSI and submitting to the tax office, issuing P60 forms to employees and returning P35 forms to the Inspector of Taxes, verifying annual leave, training and wage payments and conducting grievance and disciplinary procedures as required.


Roles and Responsibilities  
The Chairperson

The role of the Chairperson is to support all members of the committee to work together to achieve the aims of the group. 

The duties of the chairperson include:

· Facilitate committee meetings- consult with the Secretary on the agenda, ensure quorum is present, receive apologies, and ensure all items on the agenda are addressed.

· Ensure equal participation of committee members

· Keeping the meeting running smoothly and resolve conflicts with members

· Motivate committee members

· Delegate tasks so that all members are included in activities of the group.

The Secretary

The role of the Secretary is important in ensuring the work of the committee is well organised.

The duties of the secretary include:

· Dealing with correspondence received/sent by the group

· Helping to arrange committee meetings

· Keeping records of all the committees’ work- minutes of committee meetings, reports, funding applications.

· Giving notice and sending out agendas for committee meetings

· Keeping names, telephone numbers and addresses of committee meetings.


The Treasurer  
The Treasurer has responsibility for the financial management of the group.

The duties of the Treasurer include:

· Keeping records of all income and expenditure

· Ensure all expenditure is authorised by the committee and recorded in the minutes

· Prepare annual accounts and ensure they are audited

· Presenting annual accounts at the AGM

· Ensure the committee is continually informed on the financial situation of the group

· Being a joint cheque signatory on behalf of the committee

· Dealing with the bank and any relevant funding organisations on behalf of the committee.

How do we prepare for an AGM? 

Date: The date of the AGM may be set by legislation or by the group’s constitution (e.g. within 3 months of the end of the financial year or within 15 months of the previous AGM). Ensure that all members are notified of the day and venue in sufficient time as specified by your constitution or Memorandum and Articles of Association.  Usually 14 or 21 days notice is required for an AGM. 

Venue: ensure the venue is accessible to all members and booked well in advance.

Draw up an Agenda (see example attached). 

Issue copies of the minutes of the previous year’s AGM and a financial report for the relevant year, together with an Agenda to members prior to the AGM.  

Arrange a designated person to take apologies and minutes for the meeting and ensure there will be a quorum on the day- the number 
of persons required to be in attendance to meet quorum specified in your constitution.

Accounts must be verified by an Auditor if the Group has Limited Company status.  Groups with a Constitution should have their accounts verified by an approved person appointed by the committee and presented by the treasurer at the meeting.

What happens on the night?

The Chairperson of the committee should chair the AGM. It is their responsibility to keep the meeting from getting sidetracked and keep to the Agenda. Once a discussion is finished the chair will proceed to the next item on the Agenda.  If a person insists on carrying on or disrupting the meeting they will firstly be asked to stop by the chair and if this continues the person can be asked to leave the meeting.

Minutes of the previous years AGM and matters arising 

The minutes are read aloud by the Secretary and any matters arising can be brought to the Chairs attention and resolved, the minutes must then be approved and seconded as a ‘true and accurate account’ by two person in attendance at the previous meeting and on the night.

Financial Report

The Treasurer must present a financial report at the meeting. Copies of this will have been distributed to member prior to the meeting therefore any queries can be brought to the attention of the chair and resolved. 

Chairpersons Address

The chairperson of the committee addresses all in attendance on the progress/actions/main achievements of the group over the past year and the groups plan for the coming year.

Annual Report 

An annual report is a overview of the total operations of the group for the past year including the achievements of the group/challenges faced, appointment of new staff, financial situation and targets met.


Leader/Managers Report   
This is an opportunity for the Playgroup Leader to address the committee members on behalf of her and her staff.

Election of new committee

Persons should be nominated to serve on the committee for the coming year and all nominees must be proposed and seconded by current committee members. Nominees have the opportunity to decline nomination.

If there are only enough nominees to cover those required all nominees are automatically elected.

If more than what is required are nominated a vote will take place, normally by secret ballot with impartial, non-voting attendees collecting and counting votes. The results are then passed to the Chairperson to announce. If there is a tie for the last place, the Chairperson may use a casting vote privately.

The Chairperson then announces the members of the new committee.

The new committee must then elect officers via the same procedures. This can be done at the AGM or on the night of their first committee meeting.

Honeypot Playgroup

Annual General Meeting

22 October 2008

Honeytown Community Centre

Agenda

· Welcome and introductions 


(Chairperson)

· Apologies





(Secretary)

· Minutes and Matters Arising 


(Chairperson)

· Financial Report




(Treasurer)

· Chairpersons Address



(Chairperson)

· Annual Report




(Secretary)

· Leader/Managers report


(Leader/Manager)

· Election of New Committee

· AOB

· Date of Next Meeting

Minutes of Honeypot Playgroup

Annual General Meeting

Held in Honeytown Community Centre on the 22nd October 2009 at 8.00pm
Present:
Hazel Nutt



Apologies:
Arri Val



Laten Early




         Sat Nav



Ala Bama



Holly Bush



Bara Tone

Introduction

· Chairperson welcomed everyone to the meeting and introduced the committee.

· (If not already posted) Audited Accounts for they year and minutes of the previous years AGM were distributed.

Minutes and Matters Arising

· Minutes of last years AGM were read and adopted as a true and accurate account.

Proposed by:


Seconded:

Financial Report

· Accounts for the year presented and adopted

Proposed



Seconded

Chairpersons Address

Annual Report

Leader/Managers Report

Election of New Committee
The following were elected as board members of Honeypot Playgroup 

Name
:

Proposed:



Seconded:

Name
:

Proposed:



Seconded:

Name
:

Proposed:



Seconded:

Name
:

Proposed:



Seconded:

Name
:

Proposed:



Seconded:

Name
:

Proposed:



Seconded:

AOB

Date of Next Meeting


Name of Group ______________

Income and Expenditure Account for year ended____________________

Opening Balance 




   
_______________

Expenditure

Wages/Salaries





_______________

Lease/Rent/Mortgage




_______________

Building Insurance





_______________

Telephone






_______________

Heating






_______________

Electricity






_______________

Insurance Public & Employers



_______________

Postage & Stationery




_______________

Equipment






_______________

Outings






_______________

Food & Supplies





_______________

Rates







_______________

Accountants Fees





_______________

Bank Fees/Interest





_______________

Advertising






_______________

Maintenance






_______________

Miscellaneous





_______________

Total Expenditure




_____________

Income

Fees







______________

Fundraising






______________

Funding






______________

Total Income





_____________

Closing Balance as per…………………          
_____________

I hereby declare that this is a true and accurate record of the finances of ___________ for the year ending ______

Signed:

____________________

______________________
