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PENHILL PLAYGROUP STEERING COMMITTEE ANNUAL  

GENERAL MEETING 
MINUTES OF MEETING HELD ON 

 
Wednesday 25th September 2024 

 
AT PENHILL PLAYGROUP, PENHILL ROAD, LANCING 

 
PRESENT  
Katie Ayling, Clair Newbery, Kate Atkinson/Angel, Leena Tucker, Michelle Venn 
 
Meeting commenced at approximately 7.35pm 
 
1. APOLOGIES FOR ABSENCE  

Apologies were received after the event from Rachael Ticehurst. 
 

2. WELCOME BY THE ACTING CHAIRPERSON 
Everyone was welcomed to the meeting and thanked for coming.  

 
3. MINUTES OF LAST MEETING 

The minutes of the last Annual General Meeting, held on Wednesday 27th September 2023 
were agreed as correct, proposed by Katie Ayling and seconded by Leena Tucker. 

 
4. MATTERS ARISING 

No matters arising. 
 
5. ACTING CHAIRPERSON’S REPORT 

No report.  
 
6. MANAGER’S REPORT 

We started the academic year with 21 children registered with us and this had increased to 
28 children by the end of July, despite a number of children moving away during the year.  
15 children moved on to school and two children moved on to being home educated at the 
end of the academic year. 
 
During the year, we referred two children for speech and language therapy, supported 
another three already receiving therapy and offered support around an Autism diagnosis for 
two families who were already in contact with the Child Development Centre. We have also 
been involved in two Child Protection cases, attending regular in person and online meetings 
and have worked with Early Help to support several families, as well as providing a very 
supported transition for a child moving to another setting. 
 
We had two children in receipt of Inclusion funding during the year which meant we were 
able to purchase some specialist resources, had time to create some new, specific 
resources, attend meetings and training and pay staff for additional time to complete Special 
Educational Needs and Disabilities (SEND) paperwork and referrals. 
 
The number of children in receipt of Early Years Pupil Premium increased and we were able 
to provide a toothbrush and toothpaste for every child at the setting, as well as a Duplo toy 
for Easter (instead of a chocolate egg), which meant  that the children who are not able to 
eat chocolate were not left out or made to feel different. We were also able to use some of 
the money to pay for our outing costs and for hall hire and staffing costs for our parent/carer 
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and craft sessions. 
 
Again, we have tried to use the children’s interests as a starting point for our planning, 
introducing new themes and topics we have felt it is important for the children to learn about, 
such as Chinese New Year, dental health and caring for the environment. We had a visit 
from Sompting Wildlife Rescue who brought in some hedgehogs to show the children, which 
was a lovely experience. 
 
We offered one outing on a Friday morning at the beginning of December, when we took all 
the children to the letterbox to post their Christmas cards and then went on to St Michael’s 
Church to look round the Christmas Tree Festival. We made decorations for our own tree 
and three of the older children who were unable to attend on the Friday, helped to decorate 
the tree on the Thursday morning instead. I am pleased to say our tree was voted third best 
out of the 25 trees on display. 
 
We held our Christmas party for all children registered with us on the last day of term and 
have discovered it is a good idea to offer some physical and creative activities, alongside 
party games, singing and food, in order for all the children attending to feel comfortable and 
involved. We were fortunate that Father Christmas found time to visit us and hand out 
present to all the children. 
 
From January, we provided our usual outing sessions, which were offered to all our older 
children. We visited a number of parks and did several short town walks as well as train and 
bus trips to Worthing, Brighton and Shoreham, which the children really enjoyed. We also 
completed a beach litter pick with Keep Lancing Lovely and were invited to Seaside Primary 
school three times, which meant the children got lots of experience going into school and 
being in the Reception environment, which we hope prepared them well and made them 
excited about starting school. We were fortunate to have our volunteer Angie supporting our 
outings as well as Sammy-Jo, one of our parents and committee members helping out, 
when necessary. 
 
The Government introduced a change to Early Years funding in April, meaning that more 
families are now eligible to claim 15 hours funded entitlement. Due to changes in the way 
the funding can be claimed, we agreed to lower our entry age by a couple of months from 
September 2024. The funding rates have improved, but still do not completely cover our 
costs, which continue to rise. We also increased our fees from April 2024, although there are 
fewer parents paying fees now. 
 
In October, we invited parents into an end of the morning music session, where the children 
performed some songs for their parents/carers, including playing instruments they had made 
themselves and we encouraged parents and carers to join in too.  They were also welcomed 
to stay after the session ended to look through and contribute to their child’s Learning 
Journal. We had 19 children attending the session with 13 adults and 5 siblings joining us for 
the music and 17 adults and children stayed to look at Learning Journals. 
Our parent /carer afternoon in November was not so well attended, with 10 parents/carers 
and 9 children. We invited parents and carers to join us on Friday 15th December at the end 
of our Christmas Party, to join in singing some Christmas songs, which was a lovely way to 
end the term. 
 
We held a games afternoon in early February where parent/carers had the opportunity to try 
out and play a range of board and physical games with their children. Only 5 families 
supported this session. 
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Our Mum’s afternoon in March (for Mothering Sunday) was attended by 12 adults and 12 
children, including Grandparents. The Mum’s got to look through and contribute to their 
child’s Learning Journal if they wanted to, as well as being able to play and engage with their 
child using the Playgroup’s resources. Our annual Dad’s Day on a Saturday in June was 
attended by 9 dad’s and 10 children, which was an improvement on last year. 
 
Parents were offered the Transition sessions we provided last year, but only one parent 
expressed an interest, so it was not cost effective to hold them, although the interested 
parent was given the information and handouts from the sessions. 
 
Two days before the end of the summer term, we were inspected by Ofsted and have 
maintained our “good” rating. It was a very positive experience for us all and the Inspector 
listened to what staff said and took on board the feedback from parents and carers. In her 
feedback to the Manager, the Inspector said we were a very strong good and that the 
families we serve are lucky to have us, which was a really positive thing to hear – just a 
shame that comment didn’t make it into the report!  
 
Training 
Katie completed her Level Three SENCO Training in January, which has meant that she has 
been able to take over the SENCO role from Sabrina, who has now left. 
Staff have continued to update their mandatory training in food hygiene and safeguarding 
and three staff are booked in to update their First Aid over the next 6 months. 
 
Fundraising 
We held a fairly well supported Table Sale on 18th November, serving bacon rolls again, the 
ingredients for which had been donated by Bake Out and Mick McGuinness. Not as many 
people wanted a table this time, so we did not raise as much money as in previous years. 
A Christmas Craft Afternoon was held during the first week of the Christmas holidays, for 
which we made a nominal charge of £2 per family. We provided crisps, drinks and biscuits 
left over from the Table Sale and it was lovely to see whole families attend, with older 
siblings enjoying the crafts as much as the younger ones. We had 13 adults and 29 
children/siblings in attendance and were pleased to welcome some non-Playgroup families 
too. 
 
An Easter/Spring craft afternoon was held at the end of march, attended by 12 adults and 15 
children. We also used this as an opportunity to hold a cake sale and Easter raffle which 
raised a bit of money, but received very few donations to the raffle, limiting its appeal. 
We also held Christmas and Summer Raffles, although neither made as much money as in 
previous years.  
 
Our summer Table Sale had to be cancelled due to lack of people wanting a table. Maybe 
this event is better in the run up to Christmas rather than in the summer and we need to re-
think our summer fundraising ideas for next year. 
 
Staffing 
We were fortunate to be supported by two willing and experienced volunteers this year, 
which really made a difference as we had some very challenging behaviour and children 
who required quite a lot of additional support, which we were able to provide as for at least 
two days a week, when we had a higher staff ratio than was required. 
 
Sadly, Sabrina and Sarah both decided to leave at the end of the summer term, meaning we 
needed to find two replacements, one of whom needed to be qualified in order to meet our 
ratio requirements. In losing these two members of staff, we also lost one of our Designated 
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Safeguarding Officers, the SENCO and both Deputies. Fortunately, Nicky and Hannah both 
agreed to step up to the Deputy role as a job share and Katie continues in her role as 
Designated Safeguarding Officer and will take on the SENCO role for the time being, for 
which her recent qualification has prepared her. 
 
Katie announced in May that she would be leaving at the end of the summer term 2025, 
giving the committee a year to find a replacement Manager, however, after concerns were 
raised about potentially closing the Playgroup, she had a change of heart and is no longer 
planning to leave. 
 
Stay and Play 
This group has continued to just run on a Tuesday afternoon, although there have been 
requests for the Friday session to re-start. It has a fairly stable group of regulars who attend, 
which includes children who attend the Playgroup, alongside their younger siblings, as well 
as childminders, grandparents looking after their grandchildren and other local families who 
have found the group to be a warm and welcoming space. The average attendance is 12 
families per week, with up to 18 children in attendance, but over the course of the year, 112 
families have benefitted from the group being open.  
 
We have continued to offer toast and drinks for both the children and adults and cake or 
biscuits on special occasions. The group this year has been funded by a grant from Adur 
Council, for which we are very grateful. It meant we were able to subsidise places for 
families who couldn’t afford to pay to attend and to open for some additional sessions at the 
end of the summer term, over Christmas and at the beginning of September, all of which 
were well supported, showing that there is still a need for this type of group to continue to 
run. 
 
During the year, we offered information about dental health and provided free toothbrushes 
for all our families, if they wanted them and invited Families in Mind to come into the group 
to talk to parents and carers about mental health and promote their groups which support 
the mental health and wellbeing of parents and carers with young children. We also invited 
in staff from the local Family Hub, to promote the services and support they can offer but 
they have yet to arrange a convenient date. We held a Christmas session where all the 
children received a gift from Father Christmas. 
 
We also held several toy/book and clothing exchanges, where families were welcome to 
bring in good quality items they no longer used and to take away other items in return. This 
helped to show our commitment to recycling and reducing waste and to supporting families 
on low income to obtain items they might otherwise not have been able to afford. 
 
Current Situation 
We currently have 16 children registered with us. Three children who were due to start in 
September changed their minds, so we have lost about 45 hours a week in funding due to 
this. We have 4 children due to start after Christmas, which will help our numbers. Currently, 
all children are funded. 
 
We continue to benefit from the support of our two volunteers, Angie and Julie and we also 
have a student, Millie, one morning a week on a long term work placement and she seems 
very capable and is eager to learn and help. 
 
We still need more committee members, but are pleased to welcome Rachael Ticehurst, a 
local childminder who has already been approved by Ofsted and Michelle Venn our new 
book keeper, who has agreed to take over the Treasurer role from Leena who is standing 
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down at this meeting. 
 
Thank you to the staff and volunteers who work so hard to keep the Playgroup going, 
despite some very challenging circumstances. Although two staff decided to leave in July, 
we are fortunate to have been able to successfully recruit two replacements, Lisa Ansell and 
Rebekah Hicks, to enable us to continue providing a good educational start, as well as a 
caring and supportive environment for those children and their parents and carers who have 
become a part of the Penhill family. 
 

7. TREASURER’S REPORT 
The accounts have been audited and approved and show a profit of £12,689.79 which is 
really positive. 
Leena went through each category, explaining what it included.  
It was noted that the Warm Spaces Grant was actually an Adur Community Grant. 
Under the new way of claiming milk reimbursement money, we are unable to claim the full 
amount spent and unfortunately, are unable to claim for non-dairy milk. 
The training amount seemed low and it was for a new Government Guidance document that 
was purchased, but did not include some of the training that was paid for, which has been 
accounted for in a different category. 
Training this current financial year would be greater as it will include three staff members 
undertaking First Aid Training at a cost of £89 each, plus some staff members needed to 
complete mandatory safeguarding and child protection training. 
 

8. APPOINTMENT OF AUDITOR 
Katie Wastell had agreed to be auditory again and was proposed by Leena Tucker and 
seconded by Katie Ayling. 

 
9. ELECTION OF COMMITTEE 

Members staying on: 
Nicola Kirk, Katie Ayling as Manager, Clair Newbery (who had been co-opted in May), Kate 
Angel Atkinson (who was co-opted onto the committee in November) 
 
Resignations: 
Leena Tucker (Treasurer) 
Zoe Brown was officially removed from the committee in July.  
Sammy-Jo Jessey has moved away.  
 

New members: 
Rachael Ticehurst 
Michelle Venn 
(proposed by Katie Ayling and seconded by Leena Tucker) 
 
Officers:  
Chairperson  Clair Newbery 
Vice Chair  Nicola Kirk (same as last year, if happy to carry on) 
Secretary   Katie Ayling 
Treasurer   Michelle Venn 
 

10. MEETING OPEN TO THE FLOOR 
The possibility of re-starting Stay and Play on a Friday afternoon was discussed. It was 
agreed to put a poll on our Facebook page and to gauge interest from regular attenders. It 
was suggested initially running it over the winter (possibly October Half term until February 
Half term) to see if the demand is there. It was agreed that committee members attending 
would help Katie, so that we are not having to incur extra staff costs. 
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Christmas Table Sale – Katie will find out if staff are able to help and what dates might be 
suitable in November, then we can put out feelers for anyone interested in having a table. 
 
BT- since BT installed Broadband in August, we have been without a telephone line and are 
relying on the Playgroup mobile. Calls go through the the old voicemail, but we are unable to 
access them. Katie has raised a complaint and has a case manage who is looking into the 
problem, but despite being given dates when the problem will be fixed, it has yet to be 
resolved and we may be missing out on important messages being left. 
 
Playgroup Constitution - this needs updating given the change in using online banking, so 
any changes will need to be agreed at the next Committee meeting. Katie will email out 
copies in advance for committee members to read through. 
 
Leena was thanked for all her hard work as Treasurer over the last 9 years and was given a 
thank you gift and card. 
 

11. DATE AND TIME OF NEXT MEETING 
Next meeting: Wednesday 13th November 2024, 7.30pm at 13 Penhill Road 

 
MEETING CLOSED AT APPROXIMATELY 8.20pm. 
 

 

 






















