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Checklist for Voluntary Management Committees
Name of Setting:   ………………………………………………………………………………………
This is a basic list of the legal and/or recommended minimum requirements for all Settings registered with the Charity Commission.  
	Topic
	Response

	Constitution and Registered Charity Status 

	Has your organisation got a written Constitution?
	

	Has that Constitution been adopted by the Childcare Setting?
	

	Has your Constitution been recognised by the Charity Commission?
	

	Do you have the Certificate and Registration Number from the Charity Commission? What is your Registered Charity Number?
	

	Is your Charity Number shown on all letters and legal documents?
	

	When was the Constitution last reviewed?  Is it in need of amendment? How will you go about any amendments?
	

	When were your last Audited or Certified Accounts sent to the Charity Commission? [should be within 9 months of Financial Year end]
	

	Committee Structure

	Who are your minimum 3 Named Officers?                                 Chair/Secretary/Treasurer
	

	Do you have regular Committee Meetings?  How often?
	

	Are ‘Minutes’ taken at Committee Meetings and circulated afterwards?
	

	When was your last Annual General Meeting?
	

	Staff and Management Information

	Do all your staff have written Contracts of Employment?
	

	Are all your staff and management committee members DBS checked?
	

	Are you aware of the Working Time Directive and do you adhere to it?
	

	Are you aware of the National Minimum Wage, and are all your staff paid at those rates as a minimum?
	

	Are you aware of the Data Protection Act and do you adhere to it?
	

	Operational Issues

	Is your OFSTED Registration Certificate displayed?  Where?
	

	Do you have a copy of the Trust Deed, Lease or Rental or Tenancy Agreement for your premises?  [If not, what protection do you have from being turned-out at short notice?]
	

	If your Lease or Rental Agreement is time-limited, how long is left to run?
	

	Do you have adequate Insurance for premises, contents and 3rd-party liabilities, and is the certificate displayed?
	

	Do you have an up to date Inventory/Asset Register?  Is a copy kept off-site as a precaution in case of fire etc.?
	

	Do you ensure your Fire Appliances are regularly checked?
	


	Finance Issues

	Are you registered with HM Revenue and Customs as an Employer, and have a PAYE Number?
	

	Are you aware you cannot pay your Committee Members anything more than expenses?
	

	If the Setting is part of a larger organisation, are separate financial accounts produced so that its own trading position can be seen independently?  If not, how do you/they know whether the Setting is making profits or losses?
	

	Do you keep regular Income and Expenditure ledgers and bank statements for 6 years?
	

	Do you have a Bank Account in the Setting’s own name?
	

	Does your Bank Mandate show the current signatories on the account?  [Recommendation is for there to be 3 or 4 Officers, of whom “Any Two” can sign – this allows for illness, holidays etc.]
	

	Does your Treasurer make a Report to each Committee Meeting?  [not just stating the Bank Balance, but covering matters such as what major expenditure is coming up and how it will be covered, and the progress compared to your Business Plan]
	

	Does your Treasurer or Secretary report at each Meeting about Occupancy, and what is being done to improve it, or to reverse any declining trend?  [Note:  Occupancy is defined as “How many hours and/or sessions of Childcare were sold (and paid for), out of how many that were offered?”, and is best expressed as a percentage.  Number of Children on Roll is NOT a measurement of Occupancy].
	

	Do you have a Milk Registration Number?
	


Date completed:  ..................................


Completed by: …………………………………………………………… (for the Early Years Team)



 ………………………………………………………….... (for the Setting)

	


ACTIONS REQUIRED:

	No.
	WHAT NEEDS DOING?
	BY WHOM?
	TARGET DATE?
	COMPLETED

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	


	


PAGE  
Revised June 2021

[image: image2.png]Untitled - Message (HTML) 8 =] 3

Ble Edt Vew Iset Fomat ook Acions Help

aReply | (§Replyto All | 3 Forward | B |SIHEX[4-9-A
i) I
S artProject 0424001 indows Picture and Fax Viewer [-[oIx]

From:  Louise Meat 013 15:36

Toi  JohnNewtc
o
Subject

attachments: (Elane

Early Years
School Improvem
Third floor
Loxley House
Station Street
Nottingham

NG2 3NG

0115 8764543

QO =& T [P A|aun LHEl9

Wistart| & & (& Directory Upd. Inbox - Micra... | | Brochure - Co... | . Untted - Mes... | | Early Years N.. | ] The Early vea... | ] erachure - Co... |[&] artProject 0.




