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Trustees' Annual Report for the period 
 

From 

Period start date 

To 

Period end date 

01 04 2018 31 03 2019 

 

Section A                        Reference and administration details 
 

Charity name  St. Christophers Playgroup 

 

Other names charity is known by  

 

Registered charity number (if any)  1053824  
 

Charity's principal address  
 
St. Christophers Church Halls 

1 Lincoln Avenue 

Cheltenham 

Postcode GL513DD 
 

 Names of the charity trustees who manage the charity 

 Trustee name Office (if any) 
Dates acted if not for whole 
year 

Name of person (or body) entitled 
to appoint trustee (if any) 

1 Lisa Wolf Chair   

2 Natalie Carr Vice Chair/Secretary   

3 Laura Brown Treasurer 1/4/18 – 1/9/18  

4 Helen Collins Treasurer 1/9/18 – 31/3/19  

5 Kate Adam Trustee   

6 Sarah Fricker Trustee   

7 Rebecca Brady Trustee   

8 Hazell Wood Trustee   

9     

10     

11     

12     

13     

14     

15     

16     

17     

18     

19     

20     
 

Names of the trustees for the charity, if any, (for example, any custodian trustees) 

 

Name Dates acted if not for whole year 
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Names and addresses of advisers (Optional information) 

Type of adviser Name Address 

   

   

   

   

Name of chief executive or names of senior staff members (Optional information) 

Emma Mayo, Playgroup Manager; Karen Cookes, Playgroup Assistant Manager; Karen Nichol, Playgroup 
Deputy. 

 

 Section B              Structure, governance and management  
 

Description of the charity’s trusts 

Type of governing document     
(eg. trust deed, constitution)  

Constitution 

How the charity is constituted  
(eg. trust, association, company) 

Trust 

Trustee selection methods  
(eg. appointed by, elected by) 

Appointed by the current trustees/committee members or at the AGM by 
general members 

Additional governance issues (Optional information)  

You may choose to include 
additional information, where 
relevant, about: 

• policies and procedures 
adopted for the induction and 
training of trustees;  

• the charity’s organisational 
structure and any wider 
network with which the charity 
works; 

• relationship with any related 
parties; 

• trustees’ consideration of 
major risks and the system 
and procedures to manage 
them.  

St. Christophers Playgroup is overseen by a committee of up to 12 
parents/local people. This includes 3 officer roles (Chairperson, Treasurer 
and Secretary) and up to 9 Trustee roles.  Trustees volunteer their time for 
free and receive no financial benefit whatsoever. This year saw 8 parents 
on the committee. The playgroup management structure consists of a 
Playgroup Manager and a Playgroup Deputy Manager. There are 3 other 
permanent staff who are Playworkers, 2 staff who are fully qualified supply 
staff, and 1 Apprentice who is working towards her level 2 childcare 
qualification   
 
The playgroup is a member of PATA which offers support and training to 
local settings, as well as providing a much needed payroll service to 
ensure that the tax and wage obligations are fully met. 
 
Trustee and indemnity insurances are in place to enable the adequate 
management of risk. All permanent staff are fully trained in at least a level 
3 appropriate qualification, fully trained in 1st aid and H&S and have an up 
to date knowledge of the EYFS, as well as having an advanced DBS 
check on a regular basis.  Designated staff are fully trained in key areas 
such as advanced H&S, Safeguarding, food hygiene, SenCo, Safer 
recruitment, data protection etc and they act as the lead in that area, 
passing their knowledge to the rest of the team on a regular basis.  
Regular checks and risk assessments are undertaken in line with the 
playgroup’s statutory obligations. 
 
Trustees undergo a DBS check in line with statutory requirements and are 
also required to complete an EY2 with Ofsted to confirm their suitability.  
 
Trustees meetings are held at least once a term but have been more 
frequent over the course of the year due to the need to continue to create 
and implement better financial governance, increase revenue by 
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fundraising, as well as to agree and manage staff changes.  Trustees work 
collaboratively on all aspects of the roles and are in regular contact 
outside of the meetings. 
Trustees are required to declare any conflict of interests at each meeting 
and policies and procedures have been developed over the course of the 
year to ensure the adequate induction and training of trustees and that 
they understand the requirements of each role from the offset.  
 
Appropriate training has taken place to ensure best practice, such as the 
Chairperson attending a safe guarding course and the officers learning 
how to undertake the invoicing and funding requests. 
 
All policies and procedures are reviewed annually and updated as 
necessary or when relevant legislation takes effect.  Staff and committee 
members are required to read and understand the policies and procedures 
and any review/update is agreed and minuted within an official committee 
meeting. 

 

Section C                    Objectives and activities 
 

Summary of the objects of the 
charity set out in its 
governing document 

The Aim of the Group is to enhance the development and education 
of children primarily under statutory school age by encouraging 
parents to understand and provide for the needs of their children 
through community groups and by:  
 
(a) offering appropriate play facilities and training courses, together 
with the right of parents to take responsibility for and to become 
involved in the activities of such groups, ensuring that such groups 
offer opportunities for all children, regardless of race, culture, religion, 
disability or means;  
(b) encouraging the study of the needs of such children and their 
families and promoting public interest in and recognition of such 
needs in the local areas;  
(c) instigating and adhering to and furthering the aim of 
Gloucestershire PATA. 
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Summary of the main 
activities undertaken for the 
public benefit in relation to 
these objects (include within 
this section the statutory 
declaration that trustees have 
had regard to the guidance 
issued by the Charity 
Commission on public 
benefit) 

ST. Christophers Playgroup has provided a much needed pre-school and 
playgroup facility for the local area for over 50 years. It provides a 
community service which benefits the local children by providing a safe, 
stimulating and happy environment for children to experience their early 
years where learning is reinforced through play.  
 
St. Christophers Playgroup strives to adequately deliver the Early Years 
Foundation Stage to 2-4 year olds within its fully inclusive setting. Fully 
qualified childcare managers and practitioners are employed to do this, 
who undertake daily planning of activities to meet the needs and interests 
of each child that attends the setting.  They utilise a key person approach 
to ensure that the progress and well being of all the children are 
constantly monitored and relevant records are frequently updated which 
allows for future planning and next steps to be developed and devised, 
along with adequate cohort tracking to be undertaken.  All staff are well 
trained in all aspects of the role and attend regular training courses to 
enable them to successfully meet the needs of all children that attend the 
setting. 
  
Children are helped to learn and develop important social skills that they 
will take with them into school and beyond.  Important foundations are set 
in skills such as communication, language, staying safe, turn taking and 
conflict resolution and all of these skills assist each child with their first 
steps in becoming a responsible member of the local community.   
 
St Christophers Playgroup has also forged links with the local primary 
school, with the use of one of their rooms each week for a dedicated 
preschool session for the preschool children. This has enabled the 
transition to school to be much smoother as many of the children 
attending playgroup will attend that primary school.  The pre-schoolers 
often visited the classrooms during the course of the year as well as had 
lunch in the dinner hall and attended productions by the infant classes 
such as the Christmas Nativity. 
 
The management of the playgroup is undertaken by a committee made 
up of a majority of parents which also supports the local community by 
allowing parents the opportunity to be involved in their children’s 
education from the very start. Parents can also be actively involved in 
each session that their child attends if they so wish.  Parents can also 
become involved in their local community by fundraising which enables 
them to forge links with local businesses and local people. All children’s 
learning journeys are now online so also provides more use of IT for 
parents, carers and staff to develop their skills in this essential area.  
 
In all of their work, the trustees have had regard to the guidance issued 
by the Charity Commission on public benefit. 
 
Policies and procedures are regularly reviewed and updated to ensure 
that the processes are relevant and meet the needs of the children at the 
setting as well as statutory obligations.  The views of the children, 
parents and staff are always listened to and any feedback has been used 
to improve the way in which things are done. 
  
The staff communicate closely with each other and with other settings 
that the children may attend and accurately assess each child as 
required to ensure accurate transition records. The staff work closely with 
parents/carers and outside agencies such as social workers, speech 
therapists etc to ensure the best possible outcome for the child. 
 
Positive relationships have been developed with parents, grandparents 
and carers and they are invited to the sessions on a regular basis 
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whether as a parent helper or to stay and play in the session.  
 

Additional details of objectives and activities (Optional information)  
 

You may choose to include 
further statements, where 
relevant, about:  

• policy on grantmaking; 

• policy programme related 
investment;  

• contribution made by  
volunteers.  

The committee, made up fully of volunteers, provide an essential role for 
the playgroup as they not only manage and organise all the fundraising 
activities throughout the year, but they also manage the staff, finances 
and administration of the playgroup. 
 
Over the course of the year, a number of fundraising events have been 
organised by the trustees to include a Christmas Bazaar, regular coffee 
mornings, Easter Event day, raffles and initiatives such as bags2school 
collections. These have been very beneficial to the funding of the 
playgroup and have enabled relationships to be built with the parents and 
carers of the children that attend the setting. 
 
Each event has been organised with the children in mind and has been 
fun and engaging for the children.  All events raised money which have 
enabled the playgroup to buy much needed equipment or to build up 
reserves. 
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Section D                      Achievements and performance 
 

Summary of the main 
achievements of the charity 
during the year  

 

This year saw the playgroup reach 50 years of serving the local area as a 
community playgroup.  Various fundraisers celebrated this throughout the 
year, making it another very busy and exciting year for the staff and 
trustees. 
 
Throughout the year implementing adequate financial governance and 
reserves has remained a priority and the trustees are extremely pleased 
with the outcome of the accounts this year.  The objective of establishing 
a robust reserve fund and policy was completed successfully and a small 
financial surplus was made again which will be used to update the ICT 
equipment for the children to help further their ability in the use of 
technology. Much needed role play equipment will also be purchased and 
a new slide/climbing frame and a sand/water table were purchased 
during the course of the year.  
 
This was not a small achievement due to nearly all costs increasing, such 
as the national living wage, suppliers costs, rent costs, pension costs etc 
and the hourly rate paid for each eligible child by the government was not 
increased.  The committee also took the decision to not increase the cost 
to the parents and keep the hourly charge and snack charge the same as 
the previous year.  
 
The transfer of funding and invoicing responsibilities to the management 
team from the committee was completed successfully.  This allowed for a 
more efficient management of the playgroup income streams and a better 
invoicing process for the parents. 
 
The constitution was updated to allow for staff members to serve on the 
committee as well as to increase the length of time that trustees could 
serve.  Specific roles and responsibilities for staff on committee were 
created and implemented. 
 
Sadly, the Treasurer decided to step down part way through the year, but 
a trustee was appointed to take over the role immediately. New and more 
robust financial procedures were implemented such as a new petty cash 
procedure which increased efficiency and reduced cash on site. 
 
An audit on the toys/equipment held was completed allowing for the staff 
to begin to compile a better inventory as well as the purchase of better 
storage equipment to house it all in. 
 
A small reorganisation of the management roles was undertaken in 
collaboration with the staff, along with a review of staff working hours, 
leading to a better management structure of the playgroup.  This ensured 
that continuity and succession planning were put in place along with a 
better spread of roles/activities. This has enabled the playgroup to 
continue to go from strength to strength with each session being 
oversubscribed up to the end of the financial year. 
 
Job descriptions have again been updated to ensure they were fully up to 
date and relevant.  Staff have also been on regular training throughout 
the year such as 1st aid, food hygiene, H&S, Safeguarding and optional 
courses such as Boys will be Boys, Behaviour Management and Cohort 
Tracking to increase their knowledge base.  
 
This was also the first year in a long time that an apprentice was 
recruited, who is on track to complete their level 2 qualification on time. 
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Section D                      Achievements and performance 
Finally, the playgroup reluctantly had to refer a family to the small claims 
court for non-payment of fees, which saddened the trustees and staff 
greatly as many attempts were made to recover the outstanding amount 
and much help and flexibility had been offered to them in the spirit of the 
playgroup being a community facility. Unfortunately, it resulted in a CCJ 
being issued and the matter is still ongoing into the next financial year. 
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Section E                    Financial review  
 

Brief statement of the 
charity’s policy on reserves   

St. Christophers Playgroup holds a reserve account and strives to keep 
one terms costs in the reserve account at all times. 

Details of any funds materially 
in deficit 

 

Further financial review details (Optional information) 

You may choose to include 
additional information, where 
relevant about: 

• the charity’s principal 
sources of funds (including 
any fundraising);  

• how expenditure has 
supported the key objectives 
of the charity;  

• investment policy and 
objectives including any 
ethical investment policy 
adopted.  

The principal source of funding was from Gloucestershire County Council 
for the funding of children attending the setting. 
 
Non-funded children’s fees also contributed to the revenue, with a 
charged, optional snack each session. 
 
Fundraising has also been a key factor in increasing revenue and will be 
crucial for any new committee to have more fundraising events 
throughout the year.  
 
Expenditure has been very closely managed again this year and has 
been limited to essential items only.  This will also need to be continued 
into future years.  
 
Wages make up the biggest spend again this year at 73%.of the income 
and staffing levels should be monitored closely, without compromising 
service levels and legal ratios into the coming year. 
 
St. Christophers Playgroup has a reserve account but no other 
investments. 

 

Section F                     Other optional information 
 

The trustees and staff have again worked tirelessly this year to ensure that the playgroup continued to meet 
its financial objectives whilst still being the reputable, well regarded community playgroup it is renowned to 
be, with all the children continuing to thrive in its caring and stimulating environment.  
 
The trustees are especially pleased that for the 2nd year running, they have been able to ensure that a small 
profit was made and the objective of establishing a robust reserve fund and policy has been successfully 
met. The trustees and staff are very happy about being able to invest the surplus money into playgroup and 
purchase much needed ICT equipment and roleplaying toys.  
 
The current officers will be retiring from the committee in April after having an enjoyable 2 years.  Two of the 
current trustees are hoping to stay on the committee for at least another year which will assist in ensuring 
the smooth transition to the new committee. With the addition of the senior staff members onto the 
committee, the coming year promises to be an exciting and productive year for St. Christophers Playgroup.   
 
As usual, the Chairperson and trustees will need to continue to remain cautious due to forecasted increases 
in expenditure, such as increases in national living wage, pensions and supplier’s costs.  With no increase in 
the funding rate per child for another year, close scrutinisation of all costs will need to continue. 
 
The trustees are optimistic that with the continued assistance and support of the excellent staff, St. 
Christophers Playgroup can continue to go from strength to strength in the future.   
  

 

Section G                    Declaration 
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The trustees declare that they have approved the trustees’ report above.  
 
Signed on behalf of the charity’s trustees 

Signature(s) L Wolf 
 

Full name(s) Lisa Wolf 
 

Position (eg Secretary, Chair, 
etc) 

Chair  

 

Date  
4/4/2019 

 

 












