












All these people need to be involved and kept informed to run a successful PFA
PFA – Parent and Friends Association
Gamston historically has been called the PFA, even though teachers have been present on many occasions and then chairing.
Having a teacher on the team will work in your favour as you as parents are not left to liaise with the school for permission for various event, use of hall, etc, you can leave this to them.  Also you have someone to ask teachers to commit to helping at events. 
Permission to run events should be obtained before it goes ahead, the diary needs to be checked and event okayed by the Headteacher.
The field is a community space so if available over weekend if you wanted to hold events on it.
If organising events in school, outside of school hours, someone within the PFA needs to be responsible for organising someone to open and close the school.  The PFA may be charged by the school through its lettings policy in order to cover the cost of the caretaker etc.
Over the years we have funded various activities, events and resources for school such as:  
					Coaches to residential
					Coaches to Christmas Panto
					Stage
					Teaching staff
					Playground equipment, lots and lots
					Books, lots of lots
					Theatre Company 
					Maths resources
					SEN resources 
money donation to each class for their own class resources 
Defib at school with continuous support
Sporting equipment for lessons

Fundraising activities over the years have included:
					Fashion shows
					Christmas Music evening
					Quiz nights
Social evening for parents, governors and staff
School discos
Strawberry fayre
Cake bake
Heads will Roll band
Christmas cards
Recipe book
Race night
Captain Jacks fundraising
Calendars
Table top sales
Pizza night
Talent show
Christmas sing-a-long
Family quiz night
Treasure trail
Choir concert
Grotto

All these events require the PFA to organise, promote, make flyers, attend and not assume school staff will be there to fall back on.  The annual summer Strawberry Fayre takes the most organising and separate meetings are held for this nearer the time, you will be looking at spending from 1pm to 8pm at school on the day of the event from setting up to clearing away.  But this is normally the time when all parents show how much they support the school and chip in somewhere.  It is a great atmosphere throughout the day.
As we are all working mums with limited time but want to help our children, over the last 5 years, we came up with fundraising ideas with no time cost, no money input and with the least amount of effort as possible:
Easyfundraising –e.g since Jan 2015 I have raised £153.09 just from buying domino pizza, ebay items, Viking direct office supplies, Debenhams, the list is endless.  Unfortunately there are only 50 supporters of this fundraising idea, but these 50 supporters have raised around £1500 within this period.   Automatic through the website, no input from us.
Amazon Smile – similar to easyfundraising, raises funds for school each time you shop on Amazon.   Automatic through the website, no input from us.
Starlight collections – old clothes exchanged for money, even though the price	 has reduced since we started, it is still a good way of clearing out your cupboards and raising a bit for school.  Flyers sent from company for us to distribute, store bags, collect and put out on the morning of collection.
Water bottles – we make a small amount on selling these in school.  Ordering only, sold through office.
Ink cartridges – empty inkjet cartridges, just drop them off outside the office in the box and get money back for them.  Post off cartridges every couple of months.
IQ cards – children design their own Christmas cards and a donation is sent to school.  Offer to help in school for the day to get cards done as a class, or send information home for parents to do with the children.  Collect back, post off, sort money.
Cake Bake – we have one per class, so 4 a year, parents of the nominated class are asked to donate cakes for others to buy.  Volunteers from 2pm need to sort onto plates, bag up before special mentions assembly then stay to help sell after.  Someone needs to be responsible plates/bags/publicity, putting banner up and clear away. Then treasurer provides the float and banks the money.
Raffles – have a Christmas raffle every year. Order the raffle tickets, give to office to distribute in envelopes with flyer, publicise, collect prizes, make up hampers, contact winners when raffle is drawn.
School Newsletter – PFA news and information needs to go into school on a weekly basis.
Facebook page – Regular information about what the PFA is doing. 

There are also events run by school which the PFA supports:
Refreshment table at 			Sports day
					Christmas craft evening
					Open days

PFA involvement with school on a voluntary basis
	Christmas tree set up and clear away (weekend and holiday)
	Christmas party help
Disco
Sports day (handing our numbers etc)
Open day
Wrapping Christmas presents
Buying Christmas presents
Strawberry fayre – set up, tidy away, buy things, get donations.
Organising ‘Big Gamston Spring Clean’
Lots of baking for cake sale or refreshment stalls

How we publicise events
Facebook page: https://www.facebook.com/groups/gamstonschool/
Website: https://www.gamstonschool.com/parents-friends-association-pfa/
Weekly articles in school newsletter
Leaflets sent home with children
Notice board in playground
Banners

Annual General Meeting
At an AGM the Chair will give a rundown of how the year has gone, events which have been organised and any ideas which are yet to get going.  To be quorate there should be a minimum of 10 people ideally to forward motions and changes to positions.
The Treasurer will give a breakdown of what has been spent, and on what, plus how much is left in the budget and what needs to be spent before the end of the year.
As a PFA we have to elect a chair, treasurer and secretary which are all on the Charity Commission register (charity number 1162413)
Guidance from the gov.uk on the role of the treasurer and chair:
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2.1 The treasurer
The treasurer usually takes the lead at board level on:
· making sure the charity keeps proper accounts
· reviewing the charity’s financial performance
· drawing up or reviewing policies for finance and investment
· ensuring that the charity has robust and effective financial controls in place
· liaising with finance staff and with the charity’s independent examiner or auditor
· reporting on financial matters to the members, in a membership charity
In larger charities the treasurer may share these responsibilities with a finance committee, and staff may carry out day to day finance functions.
12.2 The chair
The role of the chair may vary depending on the charity’s circumstances. The chair usually:
· helps plan and run trustee meetings (and in a membership charity, members’ meetings)
· takes the lead on ensuring that meetings are properly run and recorded
· takes the lead on ensuring that trustees comply with their duties and the charity is well governed
· might have a second or casting vote if a vote on a trustees’ decision is tied, but only if this is specified in the charity’s governing document
· may act as a spokesperson for the charity
· acts as a link between trustees and staff
· line manages the chief executive on behalf of the trustees

The Secretary

The secretary's role in any formal group is to be guardian of the process of meetings. They are usually the person who makes the arrangements for the meetings, including AGMs, and keeps formal records of the group's process and decisions: the minutes of the meeting. This may include keeping records of correspondence.

Meetings

These are part and parcel of the PFA, plus a requirement for being a charity.  Meetings have to be minuted so those not present and have sent apologies, can access the information and offer help where they can.  Meetings are also a requirement for an AGM to happen.
Ideas outside meetings are great, but ideally these need to discussed within this time.  Any ideas can be emailed to the chair, treasurer or secretary to be raised at the next meeting, or if you know someone who is attending they can pass them on for you.  
We have always worked on the theory “whoever brings an idea to the table runs with it”.  This has worked very well over the last 5 years, but there are always improvements which can be made to any working party. 

Facebook
Gamston PFA facebook page is also a place where parents can access information about what we are doing in school.  We feel it is not a business selling page, another one can be set up for parents to inform others of their business.   Information about school, e.g, times, holidays, etc can be access on the schools website.  


Example of minute taking notes
Gamston Church of England (Aided) Primary School
Parents and Friends Association
Charity No. 1162413
Minutes of the PFA Meeting
………(DATE)……….(TIME)…………..
..…….(PLACE)……
PRESENT: 
APOLOGIES:	

	
	
	Action

	1.
	Matters arising from last meeting:
	

	2.
	
	

	3. 
	Other matters arising:
	

	4.
	Future ideas to discuss
	

	5.
	Next meeting:
Date Time and Place
	



Raised in the academic year 2018/2019

	Bake Sales
	£425.00

	Christmas cards
	£60.00

	Clothes Recycling
	£80.00

	Easyfundraising
	£291.00

	Ink cartridge recycling
	£84.00

	Raffle income
	£363.00

	Refreshments
	£83.00

	Stamptastic
	£7.00

	Strawberry Fayre
	£1,316.00

	Water Bottles
	£54.00

	TOTAL INCOME
	£2,763.00
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PFA


Chair, Treasurer, Secretary


Core members, those who attend all meetings


Members who attend meetings when work permits


Parents who donate items to events the PFA hold


Members who do not attend meeting but help at events
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