Committees Check-list
	
	
	Yes / No

	1
	Does the committee have governing documentation in place (Constitution or articles of memorandum)
	

	2
	Does the setting have a committee in place according to the governing documentation?
	

	3
	Are the key trustees in place?
· Chair

· Treasurer

· Secretary
	

	4
	Is there an Induction process for the Committee?
	

	5
	Do all committee members understand their roles and responsibilities?
	

	6
	Does the committee meet regularly?
	

	7
	Is there a record of all meetings held?
	

	8
	Is a Trustees the nominated person for Ofsted?
	

	9
	Have DBS checks been undertaken for all committee members?
	

	10
	Have Ofsted been notified of any changes to the committee via email or completing the relevant forms?
	

	11
	Have all the regulatory bodies been notified of the changes (Charities Commission and Companies House)
	

	12
	Have you completed a change of circumstances form to inform LCC of the change to the committee?
	

	13
	Does the Chair sign the Provider Agreement for the Free Funding Entitlement?
	

	14
	Does the nominated person regularly meet with the leader?
	

	15
	Is a member of the committee responsible for the EYFS and has an understanding of the document?
	

	16
	Is there a supervision and appraisal process in place for the leader?
	

	17
	Is there a process of completing the Self Evaluation (SEF) in place?
	

	18
	Is there supervision and appraisal in place for all members of staff?
	

	19
	Does the Leader provide a report at a committee meeting?
	

	20
	Does the setting have a business plan?
	

	21
	Does the committee set an annual budget for the setting?
	

	22
	Does the committee know the number of children required to break-even?
	

	23
	If there is a new Treasurer in place, have you notified the bank and changed the signatory?
	


Further information can be found on: http://www.leics.gov.uk/index/education/childcare/early_years_service/dnps/ofstedtoptips.htm 

Guide to Registration: https://www.gov.uk/government/publications/how-to-register-on-the-early-years-register 
Early Years Foundation Stage Framework: https://www.gov.uk/government/publications/early-years-foundation-stage-framework--2 
PLA: https://www.pre-school.org.uk 
