Who runs St Paul's After School Club?
St Paul’s Stars Breakfast & After School Club is a registered charity and an Ofsted registered childcare provider. The club employs a Playleader who oversees the running of the club along with a deputy and a team of around 8 staff. The club is not part of the school, but we work in partnership with the leadership of St Pauls to ensure continuity of care between the school and St Pauls Stars.
The Management Committee
The club is run by a management committee of volunteer parents, who are responsible for the overall management of the club, including employing and managing staff, managing finances, complying with relevant legislation (Health and safety, child protection, tax and national insurance etc), and liaising with the local authority, Ofsted and the charity commission. 
The committee is also responsible for recruiting new committee members, and in particular ensuring that the office holder roles (Chair, treasurer and secretary) are filled. If at any time these roles cannot be filled, then the committee cannot continue to run and the club would be forced to close.
As you might expect from those who value the provision of wrap-around care, many of the committee are busy working parents with many other commitments. We want to ensure that St Pauls continues to offer high-quality wrap-around care which supports both children and parents. We are always pleased to welcome new members to the committee- the more volunteers we have the lighter everyone’s load will be!
You don’t need to have any previous experience or knowledge to be a member of the committee, you need to be over 18 and have no previous convictions or disqualifications from acting as a company director or from working with children. All new committee members are required to complete a suitability form and obtain an enhanced DBS disclosure.
Committee roles
There is no fixed length of time anyone can serve on the committee, however for the officer roles the post holder commits to a term of 3 years. Due to the importance of these roles being filled, each role must have a shadow/deputy in post during the year prior to the current post holder stepping down. The shadow then commits to taking on the officer role at the end of this handover year.
Officers of the Club
	Chair
	Sets the agenda for and chairs committee meetings. Provides line management and support to the Playleader. Responsible for liaison with the school and governors and oversight of all aspects of the committee's work.

	Secretary
	Organises meetings, takes minutes and ensures actions are completed. Updates parent handbook and club policies annually. 

	Treasurer
	Looks after the finances, prepares the accounts, ensures accounts are audited, uploads information to the Charity Commission website, determines surplus, if any, for investment into the Club or facilities. Ensures insurance is renewed annually.



Other roles within the Management Committee
	Bookings 
	Manages bookings in Kids Club (our online booking system), approving contracts and dealing with queries, liaising with playleader as needed.

	HR and payroll
	Sends monthly staff timesheets to West Berkshire Council for payment of salaries. Manages salary increases. Produces contracts for new staff.

	Reconciliations
	Reconciles payments made by parents into the Club’s bank account with parents invoices in Kids Club. Responds to queries relating to payments



There are a number of other duties which may be combined with one of the above roles or shared between other committee members:
	Website
	Updates the After School Club page in the school website with booking information, policies and other documents as needed.

	Risk register
	Undertaking an annual review of the club risk register

	Newsletter
	Puts together review of activities taking place in the Club, sent to all parents, usually approx. termly.

	Health and Safety
	Review of the COSHH files to ensure we are compliant with Health & Safety legislation, discusses first aid equipment or other needs with Playleader

	Liaison with Council
	Point of contact for the Council in matters relating to the Council’s record of the Club on its website and the Local Offer for children with disabilities or special educational needs.

	Nominated person for Ofsted and HMRC
	Receives information about the suitability decisions made by Ofsted about potential new Committee members and liaises with them as needed. Also is the contact for HMRC for tax free childcare and other tax matters. This is currently the Chair but can be any member of the Committee. 









  



Committee meetings
Meetings are held approx every 6 weeks on dates that suit the committee members. Meetings are virtual to allow more flexibility for attendees, usually starting at 7.30. The AGM is held in person in the school hall at the end of June, usually around 6pm.
For more information about St Pauls Stars you can contact the committee via st.pauls.asc@gmail.com
