[bookmark: _GoBack]Southdown Nursery Trustee Handbook 

The Charity Commission, which regulates charities in England and Wales, says: "Charity trustees are the people who serve on the governing body of a charity. They may be known as trustees, directors, board members, governors or committee members. Charity trustees are responsible for the general control and management of the administration of a charity."

For Southdown that might be
· Helping to fundraise by planning events or helping at them.
· Diplomatically resolving issues that rise with a proactive can do attitude.
· Sitting with the Head (Lucy) or Finance Manager (Nicki) to support and work through a change or issue. 
· Meeting various stakeholders at the venue to walk around, for example the tree inspector!
· Uniting the nursery families/community through events like Supper Clubs and play dates at the park.
· Helping at nursery paint and plays days.

In line with Charity Commission and Companies House Roles at Southdown are
[bookmark: _Hlk66956363]Head Trustee
Secretary
Treasurer
Fundraising
Maintenance
Community/Parent Liason
Person with Significant Control Only required when there are 4 or less trustees
To continue to run the trusts it is important that we have at least 5 DBS checked trustees. Trustees to hold EY2 form from Ofsted.

Head Trustee
1. Remind everyone of half termly meeting, which you take and record minutes. Set next meeting at previous meeting. Hold AGM every year in March.

2. Bank account - be a signatory and have access to bank accounts online for transparency.

3. Nest (Staff Pension scheme) be a named person/second point of contact 

4. Be a named person on Charity Commission paperwork. 

5. Ensure Annual Return for Charity Commission and Confirmation statement is completed each year. 

6. Delegate jobs to other Trustees to get things done and chase up as necessary.

7. Ensure details of Trustees are up to date at Companies House.

8. Ensure we stay above the minimum number of Trustees required by the Trust documentation. 

9. Carry out Lucy’s appraisal and type up report each October/November.  Agree and authorise Summer bonus for Lucy and staff if needed.

10. Write Trustees Report for Annual Accounts.

11. Be point of contact with neighbours.

12. Ensure insurance is renewed.

13. Support Lucy.

Finance/Treasurer
Tax return:  As a charity you are only required to submit a return when HMRC request one (which is usually every 3 years or so). Next tax return is for the year ended 31/08/21 
1. File the Annual Return for Charity Commission (June) and Confirmation Statement for Companies House (September). 

2. Signatory on Bank account.

3. Support Lucy and Nicky with Furlough/Covid.

4. Named on Companies House and Charity Commission paperwork.

5. Update accountants overview at AGM


Fundraising (More flexibility if it’s a committee?)
1. Check with Lucy to ensure you have access to the fundraising folder!

2. Research and Apply for grants/funding/resources

3. Come up with different ways to raise money!

4. Whatsapp group of Parent helper/committee.

Maintenance
Southdown Nursery is on the edge of a conservation area and currently has one TPO on site (Big Lime Tree).  This means that planning any building and garden maintenance should be fairly straight forward. 
1. Work with local contacts/tradesfolk to ensure work is carried out to maintain a safe environment for the nursery.
2. Help to organise paint and play days, general (voluntary) maintenance of the nursery site.
3. Make sure any action/work planned is followed up and completed within agreed timeframe.
4. Help create a directory of helpers/volunteers/useful family people.

Community
1. Maintain and create links with the Southdown families by providing opportunities to socialise out of nursery hours. This can be through Supper Clubs and park play dates.
2. Continuing the Whatsapp group.

Bonus Wonderful Extra Trustees
1. Come up with different ways to raise money.
2. Bring your own unique skills and talents.
3. Helping at events.
4. Making Teas and Coffees!


When leaving post
1. Notify Head Trustee or Lucy before AGM
2. Officially step down at AGM
3. Whilst it may be hard if possible, try and line up someone to replace you.
4. It is important to update contact details before you leave a role to make sure correspondence is not lost when you leave.

