
BRANCH COMMITTEE ROLE DESCRIPTIONS

Treasurer

NAGC is a company limited by guarantee and a registered charity.  It has a statutory responsibility to see that financial dealings are properly accounted for.  The Branches form a part of the national organisation and NAGC’s auditors may inspect Branch accounts at any time.

· Keep track of income/expenditure; keep evidence of transactions (receipts)

· Produce Annual Accounts for Head Office on a Statement Form 

· Present an annual report to the Branch AGM 

· Manage payments from families – this may be through pre-booking and pre-payment or through payment on the day dependent on Branch organisation

· Pay Activity Providers

· Pay for venues

· Keep records of any Building Society, Bank and Post Office accounts and attach a summary to Head Office with the Annual Accounts

· Apply for grants/funding (with support from Head Office if required) – together with the local Fundraiser and/or other committee members where applicable
Cheques

A bank mandate should be set up at a committee meeting and formally minuted.  At least three local signatories should be appointed, plus one from Head Office.  This is likely to be the Finance & Fundraising Manager.  This is to ease access to the accounts in case the committee folds and individual signatories become difficult to contact.  (All Branch assets form part of the assets of the National Association).  Local signatories should ideally not be related.  A new mandate must be set up every time there is a change of signatories.

Solvency

A Branch may not run an overdraft nor borrow money in the name of NAGC.

VAT

VAT paid by the Branch (for example on stationery) is not reclaimable.  

Gift Aid

The Finance & Fundraising Manager is currently looking into the possibility of claiming Gift Aid.

Annual Accounts
The NAGC financial year runs from 1 May to 30 April. Head Office needs the statement of accounts by 19 May.  As Head Office only receives this one page statement, it would be good practice to have the accounts checked by an independent person.  Each year a selection of Branches are audited in more detail by the Head Office auditors.  
Designated Child Protection Person (DCPP)

Each Branch must have a DCPP who knows how to handle any concerns.  Everyone attending branch activities should know who the DCPP is, so that they know to whom they can turn should they have any concerns.  

· The DCPP should be a member of the branch committee and therefore have an Enhanced CRB disclosure

· The Chairperson should not take on the role of DCPP, so that volunteers have another person to approach should there be a concern around the DCPP

· The DCPP should feel confident to take on this role – NAGC commits to providing all DCPPs with child protection training appropriate to the position and any updated training as legislation demands – this may be by attending support sessions organised by NAGC or by attending appropriate outside training  
· Branches can nominate a person to check a CRB applicant’s documents locally.  Ideally this person would be the DCPP, but the Branch has the flexibility to choose a different person if they wish.  Local checking means that applicants do not need to put important documents in the post to Head Office and the “checker” can check the documents face-to-face
· Familiarise yourself with the NAGC Child Protection Policy and address any queries with Head Office

· Ensure that all families have the opportunity to read the NAGC Child Protection Policy and sign to say they have had this opportunity

· Check that all committee members have an Enhanced CRB disclosure and work together with Head Office to administer this – by encouraging committee members to complete the application form and send it to Head Office

·  Keep a note of disclosure details for committee members – disclosure number, date of issue and counter signatory organisation.  If these details are logged, it is not necessary to keep a copy of the disclosure itself 

· Check that Activity Providers have appropriate CRB clearance and keep a note of their disclosure details as above

· Work closely with other Branch committee members (especially the Activity Organiser) to ensure sufficient coverage and safety for the children

· If agreed by the Branch committee, check documents relating to a CRB application

· Keep the Branch Secretary updated about CRB checks, so that appropriate information can be passed to Head Office – details for committee members must be forwarded to Head Office, but it is not necessary to send details of all Activity Providers, as long as these are logged by the DCPP

· Take seriously any concerns from the Branch membership (adults and children) and handle them according to the NAGC Child Protection Policy

· Treat all information in confidence on a “need to know” basis
· Always feel free to call the NAGC DCPP, who will normally be the Director, to discuss any concerns or issues
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