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KINDERGARENS

NGA KOHUNGAHUNGA MAI WHAKATU KI AORERE

For the best possible start




DUTIES OF CHAIRPERSON

It is your role to make sure the Committee:

1.
Carries out the role outlined on page 1 of this folder.

2. Encourage good communication between the Kindergarten Parent Committee and Teachers.

3.
Are aware of the Association's structure, policy and current issues being discussed, in consultation with your Parent Forum Representative. (The BOT minutes and Parent Forum Notes are circulated to each Kindergarten for your information.)

4.
Supports the Kindergarten by choosing to fundraise and apply for grants for items from the Kindergarten’s 5 Year Indoor and Outdoor Development Plans.
5.
To assist the Association to ensure that the Kindergarten complies with the legislative requirements of a licensed Early Childhood Centre by: • obtaining approval from the Association for any alterations to buildings, playgrounds or trees, • each year appointing a Maintenance Officer to be responsible for small maintenance jobs. (Refer to the Environment Policy E3 in the Kindergarten Manual). 
6.
The Treasurer presents the Committee Financial Reports every 2 months, are discussed, approved by the Group, signed by the Chairperson, and form part of the Minutes in the Minute File, and a copy of the Minutes displayed on the Kindergarten Noticeboard.
7.
Keeps in constant contact with the Head Teacher and supports them with their requests to ensure good relations between Parents and Teachers.

8.
Under no circumstances discuss any inquiries, concerns or complaints in regard to an Association employee.

(Note: Ensure that any Inquiries/Concerns/Complaints in regard to Teachers, Management, Administration Staff or the Educational Programme are dealt with in accordance with the Inquiries Concerns Complaints Procedure.  (This information is displayed on the wall at the Kindergarten and in the Kindergarten Manual page C1). (NB: Under no circumstances should the Family Liaison Group discuss issues of this nature in regard to any Association Employee)

9.
Keeps parents informed of activities coming up, by issuing newsletters after Committee meetings and displaying the Minutes of Meetings.

10. Does not make any media statements or write to Local Councils, Members of Parliament or Government agencies, without prior consultation with the Chief Executive Officer.

11. Copies any correspondence received in regard to land and buildings and sends to the Association Office e.g. letters from City Council re land and leases, traffic, changes to status of property, Resource Consents, neighbours, valuations etc.

Meetings:

Start on time and keep to the point.  Allow everyone to speak. Stop people from going back over old ground or jumping ahead.

Meetings may only take 30 minutes, followed by a speaker, social, or workshop etc.

Please be aware of additional information under the Secretary’s & Treasurer’s Duties & Guidelines.

REMEMBER:

That help is only a phone call away - the Whanau Facilitator, Brenda Holdaway is always ready, willing and able to assist.
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