
	MEMBERSHIP SECRETARY
	VOLUNTEER CO-ORDINATOR

	Check & send off DBS forms for new members
	Coordinate rota for sessions 

	Request references for new members
	Meet and greet new families, speak to adults during their child’s first session 

	Track adult membership process and regularly update Folk Office
	Welcome and induct new helpers. Support all helpers.

	SAFEGUARDING OFFICER
	Check training needs and plan training

	Prompt adults to sign on the Group Volunteer Agreement to show they have read: national Safeguarding Policy, Code of Conduct, local Safeguarding Plan and group risk assessments
	GROUP CONTACT

	Be a point of contact for anyone who is worried about a child or adult in the group
	Oversee other tasks and delegate. Arrange planning meetings.

	Oversee updating of risk assessments and local safeguarding plan
	Internal point of contact for families and volunteers in the group, via email, text and social media re events and activities 

	SESSION LEADER
	Attend district meetings 

	Key holder - first to arrive, last to leave
	External point of contact for Folk Office and new enquiries. 

	Plan and lead the main activity (with helper)
	TREASURER

	Brief other leaders/ helpers about plan and who is doing what
	Submit an annual return to Folk Office

	Store equipment and liaise with others to bring it to sessions when needed
	Reimburse volunteer expenses

	SESSION HELPER
	Collect donations from parents/ carers

	Sign children and adults in and out on the register, collect donations/ forms 
	Pay money into the bank 

	Lead/ support games at the beginning
	Pay invoices for room hire

	Lead/ support news circle, creed, birthdays and handover to main leader
	Keep track of income and expenditure using the recommended accounting spreadsheet

	Support children to engage and proactively manage behaviour
	Consult group members on financial decisions

	First aid, dial 999 and accident reporting
	Advise group members on a budget and fundraising

	Lead/ support final circle and Link your hands
	Claim Gift Aid on eligible donations



