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KINDERGARENS
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For the best possible start




DUTIES OF THE SECRETARY
Correspondence
1. List any relevant correspondence from the Association - Board of Trustee Meeting Minutes/reports, memos, etc and notify Chairperson.

2. Keep copies of all correspondence for funding applications, quotes etc.
3. Make no media statements without the prior approval of the Association CEO. (See the area on media statements, in the C2 Communication Policy in the Kindergarten Manual).

Please Note: The Committee does not make any media statements or write to Local Councils, Members of Parliament and Government agencies, without prior consultation with the CEO.

The Committee forwards copies of any correspondence received in regard to land and buildings to the Association Office. The Association is responsible for Kindergarten land and buildings.  eg letters from City Council re land and leases, traffic, changes to status of property, resource consents, neighbours, valuations etc.

4. Be conversant with the Kindergarten Committee Information Folder.

5. Contact the Association Office if you have any queries.
Minutes/Agenda
1. Prepare in consultation with the Chairperson and display an Agenda for the meeting.

2. Record minutes including decisions made at the Meeting and Action List.

3. The original Minutes and reports should be kept in a Minute File, must be signed by the Chairperson at the next meeting, and must have a copy of the Committee Profit & Loss, Transaction Report, the Head Teacher’s Report, and any other reports presented at the meeting, filed with them.

4. A copy of the Minutes with the Profit & Loss, Transaction Report, and all other reports as above, must be displayed on the Kindergarten Noticeboard.

5. A copy of the Minutes, Head Teacher’s Report and any other reports presented, except the Profit & Loss and Transaction Report, should be sent to the Association Office.

6. A copy of the Minutes of the Annual General Meeting with the Chairperson’s Report and Head Teacher’s Report presented, should be sent to the Association Office.
7. It is recommended that you circulate a copy of the Minutes to each Committee Member and ensure a copy of the Minutes is displayed on the Kindergarten Noticeboard.
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