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Little Villagers Management Committee Meeting
Monthly Meeting Minutes

05th December 2013
Present:
Drew McLellan; Nikki Thom; Jane Yates; Anita Bainbridge; Lynda Peel; Diane Robertson; Sharon Wilkinson
Apologies:

Elaine Mackie; Wendy Walsh; Shona Patterson; Rona Broom; George Smith
Welcome

Drew welcomed all to meeting and in particular the new members of the committee - Lynda Peel and Diane Robertson.

Anita Bainbridge attended the meeting and offered her services as a new committee member. Drew nominated Anita and Jane seconded the nomination. 

We look forward to the new members’ contribution to the club in the coming months.
Chair’s Update
As part of the SCSWIS (formerly known as Care Commission) report, we were advised that more information was required about each child who attends the club in terms of hobbies, friendships, family information etc. Additionally, observation sheets were required to be implemented in the club in order that information about what the child is doing at the club could be recorded on a regular basis. This information would be available to parents at any time.

Sharon had created forms for this purpose and these were presented by Drew for discussion. Anita mentioned that she may be able to look at West Lothian Councils information to ascertain whether the forms created were fit for purpose which was agreed.
If the forms are acceptable then it was decided that the parent and child form be sent to parents in the New Year with a ‘welcome back’ email from Drew.  Nikki requested copies of the observation sheets and child forms as soon as possible so that these could be implemented with immediate effect.











AP : DR, DM, SW
In addition, Drew discussed the Action Plan which had been created to handle any issues from SCSWIS. The Action Plan details any issues raised by SCSWIS, the actions taken by the committee and the conclusion of any outstanding points.

Sharon was asked to undertake the updating and chasing of any outstanding points on the plan. This simply ensures that momentum is kept throughout the year in dealing with any points that were raised. Sharon will look at the plan and ensure that it is up to date and chase any outstanding points.











AP : SW
Treasurer’s update
Jane stated that there were no outstanding issues to report. Invoicing is going well and the system is running smoothly for both parents and the club.

The date of invoicing for January was discussed and the consensus was that invoicing to be sent on 19th/20th December as per normal, with a pay by date of the 7th January 2014.











AP : SW

Coordinator’s Update
Nikki advised that plans for the Panto had been completed and final numbers confirmed. Children were to wear school uniform to the Panto and also coloured bibs were to be worn by all children.

Pay dates for December were discussed and it was agreed that staff were to be paid on the 20th December. Sharon asked Nikki to send final pay details by 15th at latest, she will then issue salary slips the following day to be checked by staff. If all is correct then Sharon would send this information to Jane by the 18th December at latest for salaries to be paid on time.
Nikki asked about allowing the staff a 1600 finish on the last day of term (20th December 2013), Drew advised the committee that no parent had raised an objection following his email of 15th November 2013. As a result, Drew asked for a show of hands from the committee members for staff to be allowed to leave at 1600 on this date. All committee members agreed.











AP : NT, SW, JY

AOCB
Nikki mentioned that the Parents, Children’s and Staff questionnaires had not been completed for some time and that these questionnaires should be completed twice a year as stated by SCSWIS. Sharon was asked to add this to Action Plan and to also check the content of the Parent questionnaire to ensure it is fit for purpose. Nikki to arrange for the child’s and staff questionnaire to 
be completed at the club by next committee meeting. When the Parent questionnaire has been checked, this is to be sent to parents with welcome back email in the New Year.
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