Bleasby School Friends Association (BSFA) Terms of Reference

1. Purpose
Bleasby School Friends Association (BSFA) is a charity organisation of parents and staff. Its core purpose is to advance the education of pupils in the School. The BSFA achieves this through fundraising work. Fundraising events also provide an opportunity for parents, staff and pupils to get together socially. 

2. Membership
2.1 At Bleasby C of E, all parents/carers and teachers are automatically members of the BSFA. All friends of the school are also invited to join and support the endeavours of the BSFA.
2.2 We hold our annual general meeting in July. At this meeting a committee is elected to run the BSFA consisting of a chair, treasurer and a secretary. Charity trustees are also elected.

For 2021 – 2022 The following persons have been elected into key roles within the association

	Katherine Huxtable-Drake
	Chair

	Claire Poyser-Blair
	Secretary

	Emma Parry  
	Treasurer



2.3 The BSFA committee meet once a month and also set up smaller working groups to organise individual events. All members and friends are invited to our monthly meetings – a request should be sent to BSFA@bleasby.notts.sch.uk. 
2.4 Members should declare a conflict of interest if any matters discussed are directly linked with a business linked with the family.
3. Roles
It is the role of the Chair to provide leadership and governance for the BSFA committee, she sets the agenda for meetings and manages meetings in line with the Agenda.  

Duties of the Chair include:
•Provide leadership to the BSFA ensuring long term vision remains appropriate and that shorter term goals are met.
•Set the agenda for meetings
•Encourage attendance at, and participation in, BSFA meetings
•Ensure committee roles and fundraising event roles are filled and tasks accomplished
•Play active role in reviewing the schools wish list of spending with the head teacher and the Treasurer.
•Act as Liaison point with the charities commission and ensures that filings are made in an accurate and timely manner.
•Act as primary contact point between the head teacher, school office and the BSFA for communication.
•Publish notifications and updates on behalf of the BSFA via WhatsApp groups, email, flyers, posters, newsletters, BSFA page on School website and facebook..
•Act as back up signatory for the BSFA bank accounts.
•Write the annual report for the BSFA in cooperation with the secretary.

It is the role of the Secretary to ensure that the BSFA runs smoothly, and to maintain effective communication between committee members and school. The Secretary deals with all the correspondence that the BSFA receives.

Duties of the secretary include:
•Deal with correspondence
•Prepare Agendas
•Call meetings - giving plenty of notice
•Keep a record of attendance at meetings
•Take notes during meetings
•Write up the minutes of meetings
•Manage fundraising pages
•Distribute agendas and minutes to all the Committee
•Assist Chair in organising monthly meetings and the AGM
•liaise with school to develop and manage the BSFA page on the school website
•Manage ParentKind account
•Assist chair to draw up annual BSFA programme
•Write the Annual Report with the Chair


It is the role of the Treasurer to manage and control the funds the BSFA raises. The Treasurer should record all income and expenditure in a ledger, recording details of the amounts received and spent and have these details available for every Committee meeting.

Duties of the treasurer include:
•Maintain the financial records
•Maintain financial plans
•Report income & expenditure at meetings
• Liaise with the bank
•Regular and other payments
•Organise floats for fundraising events, collect and reconcile monies raised at events and report totals raised to the Trustees and events teams
•Charity registration and Gift Aid
•Draw up the annual accounts
•Look for and apply for grants


4. Professional Standards
All BSFA trustees agree to sign the BSFA constitution annually and agree to the standards

5. Amendments
The terms of reference shall be reviewed annually from the date of approval. They may be altered to meet the current needs of all trustees, by agreement of the majority. The above Terms of Reference for Bleasby CofE Primary School have been agreed.

Signed on behalf of the BSFA: C PoyserBlair
Date: 08/10/2021
Date for review: 31/07/2022
