
 
 
 
 
 
 

Preston School Association 

Reg. Charity No. 1155745  : prestonpsa@gmail.com : 07968 810126 (Katie Page, Chair) 

 

13th September 2023 

PSA Annual General Meeting – Wednesday 20th September 2023 

 

Dear Parents, Carers, and Teaching Staff,  

Please come to our AGM and drinks! You are all warmly invited to attend Preston School Association’s 

Annual General Meeting at 5:30pm on Wednesday 20th September in the school Hall. The meeting will 

last approximately 90 minutes. Please also come and join regular PSA volunteers for a social drink in 

the Red Lion Pub, Preston afterwards. We would prefer children not to join the AGM as it there is a 

lot of business to go through, but we will make a Zoom link available for people to join remotely. 

Children are welcome to join the social afterwards.  

What’s the PSA and what happens at the AGM? The PSA has existed for over 30 years to raise funds 

to support learning and enrich the life of the school. All parents and carers, and teaching staff are 

automatically members of the PSA. We’re a registered charity, a member of parentkind.org.uk, and 

are also governed by a constitution which guides the ethos of our association. The Annual General 

Meeting is an important event in our annual calendar – an opportunity to hear what the PSA has been 

doing for the previous twelve months, see an account of how funds have been raised and spent, and 

hear about school and PSA objectives for the next 12 months.  

AGM Agenda and Minutes from the last meeting: The proposed Agenda and Minutes from last year’s 

AGM are appended to the end of this letter for reference before next week’s AGM. There will be a 

chance for people to ask questions as part of the Q&A session. Please let the chair know in advance if 

you would like to raise anything in the Any Other Business (AOB) section of the meeting.  

PSA “Re-boot”: This year, I’m also excited to announce that we are embarking on a PSA “Re-boot”. 

We’ve survived the impact Covid lockdowns and the subsequent “new normal” have had on our ability 

to put on events and fundraise, but with yet another generation of parents with PSA experience 

leaving the school community with the graduation of last year’s Year 6 students, and continued 

pressures on school finances, we’re keen to build the PSA back up to (or even to surpass!) its past 

strengths.  

New volunteer roles up for grabs: A key aspect of this will be to make more of the help we’ve already 

been generously offered, as well as to recruit even more volunteers. As such, I invite you to look at 

the diagram and descriptions attached to this letter which describe all the types of roles and 

responsibilities we need to make the PSA function well. In addition to the roles of Chair, Treasurer, 

Secretary, and Trustees, all of which are required by our constitution, we’d like to put forward roles 

to manage specific events, manage tasks like our comms and social media, and manage important 

areas behind the scenes like our inventory. It's just a proposal at this stage – we’re keen to hear from 

the wider PSA membership if you have any suggestions or questions, and the AGM will allow time for 

a discussion about this. We’ll also be inviting people to put themselves forward for roles, so please 

have a think about anything that you might be able help with.  
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Vacancy for Secretary: It is with great regret that I have to announce that Mrs Faye Frost has decided 

to step down from her role as Secretary due to other commitments. I would like to thank Faye for her 

excellent and efficient work as Secretary for these last few years, which has been vital in helping the 

PSA to survive and start rebuilding, for her unstinting support and hard work to make events happen, 

especially Campover and the colour run, as well as for her drive and enthusiasm. If you would like to 

find out more about the role of Secretary or would like to put yourself forward for the role, please 

contact the Chair, Katie Page, via the contact details at the top of this letter.   

Vacancy for Trustees: We also have vacant Trustee roles to fill. While not a time-consuming role, the 

Trustees play a vital role in ensuring the PSA fulfils its annual obligations to the Charity Commission, 

and abides by the spirit of its constitution. Please contact Katie Page or Alice Ide if you’d like to find 

out more.  

Meeting and events planning questionnaire: We would be very grateful if parents and carers could 

take a few moments to fill in our Autumn Term “meeting and events” planning questionnaire via the 

link below. It will help us to refine dates and times for pupil events like movie nights and discos, as 

well as help us schedule planning meetings for events. All responses are anonymous and will be 

treated in the strictest confidence. https://forms.gle/mwEepXHTRG5yudTW9  

As ever, if you have any questions for the PSA, or would like to make suggestions for future events or 

fundraisers, please don’t hesitate to get in touch! 

Look forward to seeing as many of you as possible at the AGM,  

Kind regards,   

 

 

Katie Page, Chair, Preston School Association   

  

ENC: 

- Agenda for AGM 2023 

- Minutes from AGM 2022 

- PSA reboot - proposed roles and responsibilities 
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Preston School Association 

Annual General Meeting 20th September 2023 

Agenda: 

1. Confirmation of elected committee by show of hands: 

a. Chair: Katie Page to continue in post 

b. Treasurer: Vicky Pullinger to continue in post  

c. Secretary: TBC post advertised as of 13th September 

i. Session led by Chair 

 

2. Review of Chair’s Annual Report 

i. Session led by Chair 

 

3. Review of Treasurer's Annual Report 

Session led by Treasurer  

 

 

4. Looking ahead and Reboot of the PSA 

(Presentations led by chair with support from volunteers; discussion encouraged)  

a. Reboot of the PSA – Fundraising objectives for the year  
b. Reboot of the PSA – Planned events for the year   
c. Reboot of the PSA – Proposed roles and responsibilities  

 
 

5. Any Other Business and Q&A 
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PSA “Reboot”: 

Proposed wider roles and responsibilities for the PSA 

 

PSA – Roles and Responsibilities 

 

Chair:  Katie Page  
 

To lead the committee, ensuring the PSA is run in line with its constitution and according to 
the wishes of all members. 
 

Key Responsibilities: 
• Chairs and facilitates meetings in a manner that encourages everyone to contribute. 
• Sets the date and agenda for meetings and keeps the discussion on track. 
• Delegates tasks to committee members 
• Ensures decisions are implemented. 
• Liaises with the school about fundraising priorities  
• Welcomes and motivates new volunteers 
• Is a designated signatory on the PSA bank account 
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• Ensures the PSA is registered with regulatory bodies, eg, the Charity Commission, 
and submits reports where necessary  

 

Treasurer: Vicky Pullinger  
 

Th            c         h  PSA f  d          w  h  h  c mm     ’  d c          w       ch    y 
law. They make sure upcoming events are affordable and profitable and report finical 
information to the rest of the team.  
 

Key Responsibilities: 
• Manages the day-to-day finances 
• K       d      d   d  cc        c  d  f  h  PSA’  f    c     c  v  y  
• Reports on the finances at meetings in a clear, concise way 
• Arranges floats for events 
• Ensures money is kept safely before and during events 
• Banks the takings from events and fundraisers  
• Makes Gift Aid Claims  
• Implements procedures for making payments for claiming expenses 
• Completes the Charity Commission annual return 
• Gets accounts audited where necessary 

 

 

Secretary: Position Vacant 

 

Th    c     y          h    h  PSA’   c  v           m   h y. Th y      h      c       
communication and organisational skills to arrange meetings, take minutes and keep 
records. 
 

Key Responsibilities: 
• Assists the chair with planning meetings. 
• Communicates with the school and committee members, including circulating the 

agenda before a PSA Meeting. 
• Takes minutes at meetings, recording the key points, decisions made and relevant 

action points 
• Manages communication between the committee, volunteers, school and school 

community. 
• Prepares the publicity for events, including flyers, posters and tickets 
• Ensures meetings have enough attendees and form a quorum. 
• Keeps Records 
• Shares Information  
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Events Leads: Vacancies 

 

The Events Leads will help ensure good planning and that things run smoothly on the day. In 
the planning stages, they should work closely with the chair/co-chair to complete risk 
assessments, organise bookings and licensing, and all the details of a successful event. The 
PSA Events Managers are also the point of contact for all the volunteers and external parties 
involved in an event. 
 

Communications Officer: Vacancy 

 

May help and deputise for the secretary. In charge of social media, newsletters, emails and 
keeping the PSA website up to date.  Works closely with the Events Manager(s) to publicise 
events, fundraisers and any other PSA initiatives.  
 

Second-hand Uniform Co-ordinator: Carly Robson 

 

This role involves requesting and sorting through donations, washing and repairing as 
necessary, storing, pricing and organising sales.  
Events can be sporadically organised when needed, with the support from volunteers.  
 

Grants Officer: Vacancy  
 

This role is to research and apply for grants, typically for larger scale projects. The PSA 
grants officer applies to grant-giving trusts, local authorities, and businesses for significant 
f    c    d        . W     g  k           m   ,    y  ’        q   ed to complete applications 
and provide feedback.  
 

Stores Manager: Vacancy  
 

This role involves organising store cupboards, shed and the school premises. It makes life 
easier for everyone if the store is inventoried and well organised. 
 

Catering Manager: Vacancy 

 

This role involves being the go-to person to help organise anything food and drink-
related  for events. Includes being responsible for maintaining catering equipment and 
managing orders of supplies.  
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Local  Liaison Officer: Vacancy  
 

An agile role that involves reaching out to the local community and local businesses to 
inform of upcoming PSA activities, invite input and suggestions, request raffle prizes, 
sponsorship and services. They will also coordinate selling tickets and distributing prizes 
within the local community. 
 

Class Reps: Up to two Vacancies per Class  
 

Class reps are the communication channel between the PSA and parents of each class. As 
  ch,  h y’   k y      c    g v          f    v       d        g  h  c mm            ch     
to the school community with immediacy and directness.  
 

Volunteers: Vacancies 

 

An essential role, assisting at events and supporting the community. Manning stalls, creating 
activities, games and decorations. Supervision of children at events such as discos and 
movie nights.  
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