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THE PTFA HANDBOOK 
 

Colwich PTFA 

 
Colwich CE Primary School 

 

This handbook has been compiled by our Parent Teacher and 
Friends Association (PTFA) especially for you, a new family 
joining our school community or a current parent who wants 
to know more about what we do.  
 
It aims to provide you with information about our PTFA which 
forms an integral part of school life and more importantly how 
you can get involved and support our school. 

A Message from Governor - Mrs Helen Vines 
“I have been involved with Colwich school for over 40 years both as a parent, PTFA member, 
school secretary and at present Church Governor. Colwich is one big family doing the best that 
they can do for the children both educationally and through the PTFA who provide those little 
extra’s. We hope to welcome you soon”. 

A Message from the Head Teacher - Alison De Ste Croix 
“Since becoming headteacher of Colwich Primary School in January 2020, I have been really 
grateful for the continued support the school receives from our PTFA. Even during recent difficult 
times of social separation, the PTFA have not faulted in their commitment to raising much needed 
funds for the school, whilst endeavouring to keep spirits up and ensure our strong community 
continues to thrive when we are unable all be together. Our PTFA is only able to support the 
school due to the dedicated volunteers that run it. As you embark on your journey with us, please 
consider joining our friendly team of volunteers, helping our PTFA to continue to grow and 
support our work in school.” 
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Why do we have a PTFA? 
 
Overview 
At Colwich CE Primary School we are really fortunate to have a PTFA that is considered to be an integral part of the 
school community. The primary objective of our PTFA is to fundraise for much needed school equipment and 
resources that fall outside of the school budget. However, our other equally important purposes are: to provide 
closer links between home and school, and to bring teachers, parents and friends together socially in support of 
the school, working towards a common goal. 
 
Since its inception the PTFA has raised thousands of pounds, which has been used to invest essential equipment 
and resources to enhance our children’s education experience and the school’s facilities. We hope to continue to 
raise much-needed funds for our school, to enrich the learning of all our children and have a lot of fun along the 
way! 
 
As well as raising funds, the PTFA, plays an important part in helping to build and maintain a strong community 
around the school:  

§ by getting to know parents and teachers outside your child’s peer group  
§ by making little eyes sparkle at events created especially for them  
§ by learning to do new things as a team and thinking up new ideas  
§ by engaging with the local community on our doorstep  
§ making new friends and having fun  

 
Not all of our events are run as fundraisers, instead some events and activities are run with the aim of giving the 
children a good time and as a way of thanking families for their continued support for the PTFA. 
 

Our PTFA Community 
All families and carers are automatically members of our PTFA when their child joins our school and we would love 
to encourage everyone to get involved in the PTFA. 
 
PTFA Committee  
As the PTFA is a registered charity, it has to have an annually elected committee (drawn from parent volunteers). 
Our PTFA Committee currently consists of three elected Officers: Chair, Treasurer and Secretary all of whom are 
trustees along with other ‘ordinary’ committee members, and all of whom are parents from different year groups.  
To meet the current team and for an overview of the roles and responsibilities of the elected committee members 
please see Appendix A and B.  All elected PTFA committee members are fully DBS checked by the school before 
being allowed on site on a regular basis. 
 
PTFA Volunteers  
In order to try to be more inclusive of parents who are perhaps unable to support the PTFA at actual events in 2020 
we setup a new group of volunteers, and now we have two groups of helpers – the PTFA Squad and Helping Hands.   
 

a. PTFA Squad 
The PTFA Squad is a group made up of parents, teachers and friends of the school who kindly help out at our events. 
This help comes in various forms which include running stalls or the bar, taking tickets at the entrance or simply 
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chaperoning.  The PTFA are always looking for people to join the Squad and be on our list of helpers ready for 
upcoming events.  However, by joining the Squad you are not committing to help out at every event, instead the 
PTFA will be contact the Squad when they are looking for helpers and you simply offer your help when you can. 
 

b. Helping Hands 
Helping Hands is a new group put together in 2020 to be inclusive of parents who are unable to attend PTFA 
meetings or help out at events, but who do want to get involved and do their bit for the school and are happy to 
be given tasks to do at home. These tasks can include wrapping gifts or raffle prizes, helping to prepare crafts for 
the children to do at school or organising materials/activities for events, the list is endless, but the help is always 
appreciated. Many hands do make light work! 
 
Parentkind Support 
Our PTFA is a member of Parentkind, which is a national charity and membership organisation for all Parent Teacher 
Associations. We pay an annual membership fee which provides us access to a lot of member benefits including: 
comprehensive insurance cover for all PTA run events, support and advice on running our PTFA along with many 
fundraising ideas and hints and tips for best practice. 
 

How we run the PTFA 
 
Charitable status  
Charity law requires voluntary organisations such as ours with an annual income in excess of £5,000 to register with 
the Charity Commission for England and Wales, and as a charity we must abide by Charity Commission rules and 
regulations. Being a registered charity enables the PTFA to:  

§ receive charitable donations from local and national companies  
§ apply to grant-making charitable trusts; most charitable trusts will give grants only to groups formally 

recognised as charities  
§ receive donations made through payroll giving and company matched giving schemes  
§ apply for Gift Aid  

 
Our Constitution 
Our PTFA, like most we are bound by a governing document referred to as Our Constitution. This important 
document sets out the rules about how we operate as a PTFA and how we conduct ourselves financially as well as 
an entity. A copy of Our Constitution is available on the school website for your review. 
 
Committee Meetings  
The Committee meet on a regular basis usually twice per month, and once a month at the very least.  Typically, the 
PTFA meet for face-to-face meetings, however since Covid19 the PTFA conduct meetings via Microsoft Teams or 
Zoom in order to comply with current social distancing rules but look forward to returning to face-to-face meetings 
when possible.  At present PTFA meetings are held during the evening to include working parents, but we can be 
very flexible and are happy to change the times of meetings to help suit all members. Not everyone knows this, but 
every parent and carer automatically become a PTFA member when their child joins our school. Everyone is 
welcome to attend meeting including parents and carers, along with their pre-school children when meetings are 
held during the day. 
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Typically, meetings are used to generate ideas for future events/activities, plan logistics and prepare 
materials/equipment for upcoming events and share updates on actions that have taken place between meetings.  
 
Minutes are taken at every meeting and these are uploaded to the PTFA page on the school website and sent out 
to committee members, therefore if you miss either an AGM or planning meeting you are able to catch-up on the 
items discussed at each meeting.  
 
Annual General Meeting (AGM)  
We hold an Annual General Meeting (AGM) at the beginning of every Autumn term in September. This meeting is 
an opportunity for all parents/carers/school community to come along to hear a detailed recap of the previous year 
in terms of: a breakdown of the funds raised; the activities and events that were successful; monies spent on 
investments and any reviews of the constitution (this is the document by which the PTFA is governed). The AGM is 
also the time when we elect a new committee or committee members if current members step down.   
 

How we raise money  
There are lots of different ways that together we can help the PTFA raise money for the school. Here’s a quick 
overview of some of them. 
 
Events, Activities and Competitions 
Like most PTFAs, the majority of our funds are raised through the family and children led events that we run. Some 
of our most popular fundraising events include:  

§ Autumn and Friendship Discos  
§ Summer Fairs  
§ Family Bingo Evenings 
§ Easter Extravaganza 
§ Mufti-days 

 
With the introduction of new social distancing rules in 2020 due to the Covid-19 Pandemic we have had to be more 
creative in ways to raise money, as we have been unable to hold regular events that would be on our calendar. In 
the 2020/2021 school year held competitions, classroom-based activities and reintroduce The Colwich PTFA 100 
Club, a small society lottery open to the local community. 
 
Not all of our activities are for purposes of fundraising - the PTFA often fund events and activities in school at no 
cost to families. The most recent example of this was the PTFA support of the school’s 2020 Winter Wonderland 
Day where we provided crafts, games and puzzles for each classroom, along with sweet treats for each classroom’s 
Movie ‘n’ Munch and prizes for competitions; decorated parts of the school including the addition of a donated 
Christmas tree and helped to make sure the day ran smoothly for the teachers and children. 
 
PTFA 100 Club 
The 100 Club is a small society lottery with a monthly prize draw, that operates in a similar way to The National 
Lottery - only with much better odds! The Colwich PTFA 100 Club was reintroduced in 2021 and runs from the 
beginning to the end of the school year. It is open to all Colwich PTFA members and the local community – so please 
get involved and encourage extended family and friends to join. All monies raised go directly to our PTFA funds and 
our two monthly prize winners.  Please see our PTFA webpage on the school website for more information. 
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Commissions 
As a PTFA we earn commission from two regular sources - Easyfundraising and AmazonSmile. These are both no 
fee, hassle free ways to fundraise for our school, whilst families do their everyday shopping online. In addition, we 
earn commission from the annual purchase of personalised Christmas cards and gifts designed by your children in 
school. 
 

a. Easyfundraising 
Easyfundraising has over 4,000 online shops that cover every category from clothes shop, insurances, holidays, toys, 
furniture to gardening and DIY! To name a few - Notonthehighstreet.com, Argos, The Works, Booking.com, USwitch, 
Etsy, John Lewis, Screwfix, Made.com, HelloFresh, Travelzoo, Wowcher and Amazon*.  Each shop donates a 
percentage of the total purchase price to our school.  It is easy to sign up and add a ‘plug in’ to your computer or 
laptop, which allows an EasyFundrasising reminder to pop up if you are on a shop on its website. There is also an 
App you can download to your phone or tablet. We try to advertise all promotions or sales Easyfundraising have on 
via our Facebook page. Some headlines about Easyfundraising: 

§ Free to join 
§ Easy to sign up 
§ It has over 4,000 shops covering every category from clothes, holidays, insurances, furniture. 
§ Anyone can use Easyfundraising, so you can ask extended family and friends to join. 
§ If you Refer-a-friend and your ‘friend’ spends £5 on Easyfundraising the school automatically receives a £5 

donation. 
§ You can raise money twice if you go through Easyfundraising to AmazonSmile! 

 
b. AmazonSmile 

Similar to Easyfundraising the school earns a commission from purchases made through AmazonSmile. 
This is a simple and automatic way for you to support our school every time we shop at Amazon, and every time 
you go to AmazonSmile 0.5% of the purchase price will be sent directly to our school. Some headlines about 
Easyfundraising: 

§ Free to join 
§ Easy to sign up 
§ Anyone can support our school through AmazonSmile, so you can ask extended family and friends to join. 
§ You can add a ‘plug in’ to your computer or laptop, which pops up to remind you when you are on a shop 

that earns the school commission. 
 

c. Personalised Christmas Cards and Gifts 
The PTFA earn commission through the purchase cards and gifts personalised with the Christmas designs created 
by our children in class. These are always incredibly popular and make lovely gifts for family and friends at Christmas 
and it is always a fun activity for the children. This is a great team effort with teachers supporting this activity by 
giving the children time at the beginning of the Autumn term, so we can organise the children’s designs to be 
templated for parents to review and order in time for Christmas and for us to often clinch an early bird discount. 
Donations  
We raise money in other ways too and donations from families and local businesses are extremely important. 
Parents and carers can donate time, money, raffle prizes, offer of services and skills, unwanted gifts and toys for 
pop-up shops and unwanted decorations to help make the school look festive at Christmas and summer fairs.  
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We also accept donations as a one-off payments or regular amounts paid monthly, quarterly or annually, which has 
been made very accessible through the recent introduction our online SumUp shop and internet banking. This can 
be a great way to support the PTFA and donations in all forms are grateful appreciated. 
 
Support from local businesses  
At Colwich we are extremely lucky to have good links with the local community. Many local residents and local 
businesses are very generous in providing donations of gifts and vouchers for services for raffles and tombola prizes, 
along with competitive costs for the purchase of investments for the school. This continued support makes a huge 
difference to our school and ultimately our children. We hope moving forward to continue to build strong links with 
local residents and local businesses and we hope to open up our events to the wider community. 
 
Company Match Giving 
As a registered charity we are able to participate in Company Match Giving, which is very simple. Companies or 
businesses are able to pledge/donate a sum of money relating to the amount that employee(s) donate or fundraise 
for us. Support like this is enormously helpful and there are several benefits to both our PTFA and the company 
involved:  

§ employees’ morale is boosted by having their efforts supported by their employer  
§ the company benefits from having charitable donations written off against taxable profits  
§ the company can endeavour to get publicity for their giving  
§ our PTFA benefits from receiving perhaps double what we could raise from an event  

 
If you own a company or you think that your employer has a Company Match Giving Scheme already in operation, 
or if you would like some more information about charity matched giving or setting up a scheme in your workplace, 
please contact one of the PTFA committee members. 
 
Pre-Loved Uniform Shop 
Back for 2021 at the request from some parents we are reintroducing a second-hand uniform shop at school.  We 
will be asking for donations of gently used uniform, school bags and PE kits and we will setup opportunities for you 
to buy the missing items in your children’s wardrobes.   
 
Bag2School Scheme 
Bag2School is a leader in recycling textiles and fundraiser who works closely with schools to convert the weight of 
donated unwanted clothes to money. The PTFA has in introduced this scheme at school from 2021, which is a great 
way to raise money for the school, whilst making sure unwanted clothes/textiles go to good home and are diverted 
away from landfill. 
 
Recycling 
The PTFA are hoping to help make the school a greener place by introducing several recycling schemes. We hope 
these will include the recycling of printer ink, batteries and unwanted clothes (as mentioned above).  All of these 
will generate some income for the PTFA with the exception of recycling batteries, but as we often struggle to 
dispose of batteries safely, we thought it would be beneficial for families, as would the donating of the other items. 
Please watch this space. 
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How we spend the money we raise  
 
Decision on Investments 
PTFA funds are spent on the valuable ‘extras’ that are not provided for by the school’s budget. Decisions on how to 
spend PTFA funds are made during PTFA meetings between the Committee and the school’s senior leadership team. 
Funding requests can come from parents, teachers, pupils and the wider school community as a whole, which are 
typically for capital projects that benefit all children. The PTFA fund can been used to help pay for a wide variety of 
materials and equipment and/or events and trips for the pupils. These items can include (but are not limited too): 
materials for special workdays, additional resources that are not covered by the school budget, support for school 
trips and school events, classroom equipment, Year 6 Leaver gifts, outdoor/playground equipment and books etc. 
Fundraising and spending requests are voted on at PTFA meetings, where everyone’s view is taken into account, 
although only registered committee members votes will be counted in the overall decisions.  The PTFA Committee 
introduced a Financial Control and Expense Policy in December 2020 to agree how the PTFA will run from a financial 
point of view and the rules to be abided by all those legally responsible for running the it. A copy of the policy can 
be found on our PTFA webpage on the school website. 
 

How we get information to you  
In order to try and connect with all parents and careers we have several different mediums we use. 
 
The Scoop 
The PTFA aim to produce a monthly newsletter with the purpose of updating the school community and families 
on the past and future fundraising events and activities, information on important dates, and updates on 
fundraising efforts in terms of how much money has been raised and what funds are being spent on. In an effort to 
be ‘greener’ the newsletter is uploaded to the school website and circulated on Facebook and ClassDojo, but no 
longer printed. 
 
Facebook Page 
The PTFA have a private Facebook page to keep parents and carers informed about upcoming events, activities and 
meetings.  We also use this platform to communicate updates on funds raised and investments made.  We 
encourage all parents and carers who are Facebook users to join this group to help stay in the loop with what’s 
going on. The PTFA Facebook page is ‘@ColwichPTFA’. 
 
School Website 
The PTFA have a page on School Website, which you can find under ‘About Us’. Here you can catch up on minutes 
from PTFA Meetings, recent Newsletters, our policies and the Constitution by which we are governed. The PTFA 
hope to work with the school to update ad reorganise this webpage in 2021/2022.  
 
ClassDojo 
ClassDojo is the main application or ‘App’ the school use to keep in daily contact with parents and pupils. The PTFA 
are lucky to have the support from the school who help promote the PTFA on ClassDojo in order to inform and 
remind parents about upcoming events, activities and meetings.   
 
WhatsApp 
For Committee members we have a WhatsApp group, which we use to help organise ourselves and events.  
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Email 
Finally, the PTFA have a dedicated inbox with the email address of ‘PTFAColwich@gmail.com’.  This is used this to 
communicate with the school community, local businesses and of course parents and carers who have any queries. 
The elected committee members (chair, treasurer and secretary) manage the PTFA inbox and aim is to respond to 
all emails within 48 hours.  
 

Thank you from the PTFA Committee  
Thank you for taking the time to read our handbook. We hope you now know a little more about your PTFA and 
are ready to get involved in any way you can.  
 
On behalf of the school community we would like to thank you for your very valuable support, which not only helps 
to enrich the learning experience of our children but make their time in school really enjoyable. Finally, please 
contact us if you have any queries about getting involved, either by email, grabbing a member of the committee at 
school for a chat or leave a message at the school office.  
 
Many thanks, 
Colwich PTFA 
 
Email: PTFAColwich@gmail.com 
Facebook: @ColwichPTFA 
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Appendix 1 – Current PTFA Committee 
 
The Chair 
 

 
 

 
 
Hello Everyone, my name is Donna and my daughter Mackenzie is 
in Year 2.  My background is in Sales, so I am always be looking 
for a deal or freebie for the school.  I'm currently a stay at home 
mum, pursuing a new career as a Teaching Assistant and last year 
I volunteered to support Year 4 at school to gain valuable 
experience. I joined the PTFA last year to get involved in school 
life and the community, and this year I took on the role of 
Chairperson to further my support.  I am fun loving and 
enthusiastic. Please feel free to stop me for a chat. Thanks Donna 

 

The Treasurer 
 

  
 

 
 
 
Hi everyone, I am Mummy to Rory, age 4 and Annabel age 2. We 
enjoy going for walks in our lovely surroundings and playing 
outside. We also spend a lot of time at home baking and doing 
crafty things. I joined the committee when Rory started school in 
September 2020 to help to get to know the school, to meet other 
parents and just generally get involved. Workwise, I am an 
accountant so volunteering for the role of treasurer seemed like the 
obvious way for me to get involved. Since Rory was born, I have 
enjoyed balancing work with family life by only working part time. 

The Secretary 
 

 

 
 
Hi There, I’m mummy to Jack (Year 2) and Lottie Chaplin (Year 1). 
I’m a stay at home mummy and spend most days grubby in the 
garden – at least this is my excuse for looking dishevelled on the 
school run! I joined the PTFA because I love helping out, wanted 
an opportunity to get to know other parents and learn more about 
the school. I previously worked in Learning and Development/HR 
roles in London before which I completed a master’s degree in 
Business Psychology, so people watching is a serious second 
occupation! Being a member of the PTFA provides me with adult 
conversation that saves me talking to the plants in the garden J.  
Please grab me for a natter if there’s anything you want to chat 
about! Lucy x 
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Appendix 2 – PTFA Roles & Responsibilities 
 

Role of Chair 
 
Main purpose of role 
To lead the committee, ensuring the PTA is run in line with its constitution and according to the wishes of all 
members 
 
Typical responsibilities 

§ Setting the dates and agenda for meetings 
§ Managing meetings according to the agenda and remaining impartial while doing so 
§ Ensuring meetings are held fairly and contributions from everyone are welcomed 
§ Writing the annual report for the AGM 
§ Delegating tasks to committee members and volunteers and ensuring these are carried out effectively 
§ Being one of the designated signatories on the PTA bank account 
§ Getting to know PTA members and welcoming and encouraging new volunteers 
§ Drawing up the annual PTA calendar of events 
§ Being the PTA's primary link to the school, which includes agreeing on a wish list with the school 

leadership team 
§ Ensuring the PTA is registered with regulatory bodies, e.g. the Charity Commission, and submitting 

reports where necessary 
 
Skills required 

§ Strong leadership 
§ Enthusiastic 
§ Good mediator 

 
Role of Treasurer 
Main purpose of role: To manage and control PTA funds according to the wishes of the committee 
 
Typical responsibilities 

§ Reporting finances at PTA meetings in a clear, concise way that all members can understand 
§ Preparing a financial report for the AGM 
§ Maintaining up-to-date records of all the PTA's financial activity 
§ Organising floats for fundraising events 
§ Ensuring money is kept safely before and during events, and banking takings afterwards 
§ Reporting income and expenditure information after events 
§ Managing Gift Aid claims 
§ Completing the Charity Commission annual return (if registered) and getting accounts audited where 

necessary 
§ Managing finances on a day-to-day basis, including making payments, completing banking 

transactions and issuing bills and receipts 
§ Ensuring PTA bank cards and cheque books are safely stored 
§ Implementing procedures for making approved payments and claiming expenses and ensuring they're 

followed by all members 
 
Skills required 

§ Organised 
§ Good with numbers 
§ Confident handling money 
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Appendix 2 – Roles & Responsibilities continued … 
 
Role of Secretary 
 
Main purpose of role 
To ensure the PTA runs smoothly and efficiently through the preparation and organisation of the committee's 
paperwork and communications 
 
Typical responsibilities 

§ Working with the chair to prepare for and run meetings 
§ Circulating the agenda and reports before meetings and identifying outstanding items from previous 

meetings 
§ Helping the chair in planning the AGM and preparing the annual report 
§ Managing communication between the committee, volunteers, school and school community, 

including writing emails, newsletters and social media content, which may involve liaising with school 
admin staff 

§ Managing all correspondence received by the PTA 
§ Taking minutes during PTA meetings, typing them up and distributing them to committee members 

once approved by the chair 
§ Maintaining the PTA's records, including minutes, member contact details and legal documents 
§ Ensuring there are enough committee numbers present at meetings to make up the quorum 
§ Preparing the publicity for events, including flyers, posters and tickets 

 
Skills required 

§ Motivated 
§ Strong communicator 
§ Fast and accurate note-taker  

 

 

 

 

 

 

 

 

 

 

 


