
 

Right now, we don’t have an HSA as it needs a Committee to continue its charitable status and a Committee couldn’t 

be voted in at the AGM as not enough people showed up.  Thankfully, there have already been murmurings that 

families will not allow the HSA to disappear and there are people who are interested in ensuring this will not happen.   

So it isn’t over yet…..there will be somebody out there who can’t stand to see the HSA and all the things it does for 

the school disappear.  That same somebody will have a friend who will want to do something too and they’ll have a 

friend who feels the same way and so it will (or could) go on.   

We recognise a lot of you already do a lot to make sure HSA events happen and we thank you for that.  However, for 

those of you who would like to take it a step further by taking on a Committee role but aren’t sure what is involved, 

we have put together the following list of responsibilities for each role:- 

Chair 

 Liaises with school to find out what the fundraising target should be 

 Calls meetings to prepare for fundraising events 

 Chairs those meetings 

 Delegates tasks to Committee members and other volunteers 

 Prepares for the AGM by calling the meeting and writing the report 

 Can be a signatory to the bank account along with at least one other Committee member 

 

As you may be aware, there have been 2 Co-Chairs over the last two years.  This worked well for us as we 

were able to share some of the responsibilities and make work for others too who are already hard pressed 

for time.   

Treasurer 

 Keeps up to date and accurate financial records 

 Presents financial updates as required 

 Manages the bank account and holds the cheque book 

 Arranges any changes to signatories on the bank account 

 Ensures best practice for counting and banking money after events are followed 

 Will almost definitely be a signatory on the account 

 Makes approved payments to school, other organisations and to refund expenses 

 Prepares Annual Treasurer’s Report for the AGM and arranges an independent examination of the accounts 

 Completes the Charity Commission annual return 

Secretary 

 Invites people to meetings 

 Takes minutes at the meetings and circulates them after the event 

 Identifies outstanding items from last meeting 

 Can assist the Chair in writing the report for the AGM  

 Can prepare all external communication to the families at the school and other organisations 



NB.  A Committee only actually needs 2 members – a Chair and a Treasurer.  It can however also have Ordinary 

Members who do not have specific roles but do have voting powers.   

Alongside the Committee, you ideally have a pool of willing volunteers.  The Class Reps could fall into this category or 

could be Ordinary members of the Committee.  The Class Reps should be asked to remind their classes of upcoming 

fundraising events, encourage them to become involved either during the preparation or on the day by coming along 

to meetings or taking their turn to contribute on the day.   

Fundraising events 

These have traditionally been:- The Christmas Bazaar, a quiz in March, May Fayre, School Disco and the Summer 

Picnic.   

It doesn’t have to be this way though and there are lots of ideas on the PTA website for alternate ideas which may 

involve less work but still be enjoyable for families and raise the money needed to get the things the school needs. 

 


