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Minutes of the Trustee Committee Meeting 

held on the 17th of March 2022 at 7pm in the Village Hall 
 

Present Apologies 

Neil Bowerman  

 Rebecca Edge 

 David Evans 

 Irene Gray 

 Elaine Holmes 

 Michelle Jones 

Leah Moore  

Andy Page  

Christine Page  

 Allan Quarterman 

 Janie Thoresby 

Christine Walker  

 

Appendix One – Duty Trustee Proposal 
Appendix Two – Financial  
Appendix Three – Health and Safety 
Appendix Four ‐ Maintenance 
Appendix Five – Gas and Electricity 
Appendix Six – Risk Assessment 
 

1. Chair’s Welcome 
The chair welcomed those present. As there is no secretary currently Neil agreed to take 
notes and produce minutes. 

2. Present & Apologies.  As listed above. 
3. Declarations of interest. None. 
4. Minutes of the previous meeting. 

4.1. Minutes of the previous meeting were accepted unanimously as a true record of the 
meeting. 

4.2. There were no matters arising from the minutes of the previous meeting not 
covered in the agenda 

5.   Meeting Subjects 
5.1. Booking Team. 

5.1.1. Debit Card Reader. 
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Following discussion, the Trustees agreed to purchase a SumUp Solo for £100.  
This would allow the Bookings Team to take payments immediately and 
support the Cine Club in enabling Payment Cards to be used at the door.  
ACTION – Neil to purchase in time for the Cine Club starting up again. 

5.1.2. Hall Access for long term Hirers. 
The Meeting discussed placing a set of keys in a key safe outside the Hall.  This 
could be used to avoid the Caretaker from having to visit the Hall to lock up and 
return later in the day to unlock.  It would not be used for the end of the day 
lockup and alarm setting.  It would need to be weatherproof.  ACTION – Neil to 
follow up purchase of Key Safe. 

5.1.3. Attracting Corporate Clients. 
This would require a quality consistent service; remember we are competing 
with the hotels not just on price.  Points for consideration include; Tea & 
Coffee, Flip Charts, Meet & Greet, coping when things go wrong. 

5.1.4. Duty Trustee. 
The Meeting discussed the proposal outlined in Appendix One.  The meeting 
agreed that this could be started when the present difficulties with Caretaking 
had been overcome.  
ACTION Leah to approach the other Trustees about Duty Trustee 

5.1.5. Packages for Hirers 
Weddings ‐ £999 or £899 for Swanland residents. 
Birthday Parties (running for three hours from 2pm) ‐ £139 or £99 for Swanland 
residents. 

5.1.6. Lost and New Hirers. 
We have a new bridge club starting, transferring from the Reckits Hall because 
it is no longer suitable. 
Swanland WI are having a trial run committee meeting thinking to transfer from 
the Christ Church 

5.2. Finance Team. 
Please see Appendix Two for the financial statement. 
5.2.1. Neil is implementing a system of estimating what the staff costs should be so 

that possible excessive claims can be challenged 
5.2.2. Andy is making sure we are operating to a policy of statutory inspections / 

services and ‘fix on fail’.  This will mean a budget of £5k, which is £3k lower 
than 2019. 

5.2.3. David is tackling large expenditures. 
5.3. Health and Safety 

Please see Appendix Three for the updated Risk Assessment 
5.3.1. Fire warden training is available for Caretakers.  Need to get their agreement 

to attend.  ACTION Neil to talk to the Caretakers about Fire Warden Training. 
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5.3.2. Car Park, encouraging the proper use.  The meeting discussed opening a 
discussion with a wider group of stakeholders; with the Parish Council, the 
school and Christ Church.  This is seen as one of our biggest risks that we 
cannot control or improve on our own. 

5.3.3. Manual Handling training for the Caretakers would be considered in the 
future when things had settled down. 

5.4. Maintenance. 
Please see Appendix Four. 
Need working party dates to tackle:  
‐ Paint Touch Ups 
‐ Boiler Room 
‐ Storage room tidy and clear out. 

5.5. Gas and Electricity 
Please see Appendix Five. 
5.5.1. Now on a smart meter for electricity. 
5.5.2. Caretakers reducing the temperature at the end of a Hire. 
5.5.3. At this point radiator controls do not repay their cost. 
5.5.4. Need to examine charging the Library more for their heating.  ACTION – Andy 

to look at what the Library are being charge for heating.  
5.5.5. Need to inform the Parish Council about the present financial position.  

ACTION – Neil to write to the Parish Council 

6. Any Other Business 
6.1. Cine North 

6.1.1. Investigations from the past showed that there was not much income but the 
books balanced. 

6.1.2. We can get a grant for the first three films but cannot charge for people to 
get in – they can pre book. 

6.1.3. Sent an email to past customers 
6.1.4. There will be a dry run.  ACTION – Christine to co‐ordinate. 

6.2. Beverley Building Society Need to sort out who has access to the account ACTION – 
Neil to talk to Beverley Building Society. 

6.3. Wi‐Fi in the office and outlying areas.  When the present Wi‐Fi was installed, it was 
on the understanding that a mesh system would be needed.  However, once it was 
installed it was thought to be sufficiently powerful not to need boosting.  Since the 
office has come into use this has proved not to be true. ACTION – Neil and Chris to 
find a solution. 

6.4. Social Media – Leah needs picture for Instagram ACTION ‐ Everybody 
6.5.  Queens Platinum Jubilee weekend 

6.5.1. The Village Association were pressing ahead with organising.  We would not 
compete but offer assistance where required. 
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6.5.2. The Art Group want the Cygnet Room for three days.  They would need a 
substantial discount.  The meeting was reluctant to commit to this if it meant 
turning full price Hirers away. ACTION – Chris to discuss with them what they 
want in detail and how we can help for the benefit of everybody. 

7. Date of Next Meeting. 
7.1. Thursday 30th of June 2022 at 7 pm. 

8. Meeting closed by Chair 
 

Proposed Dates of Future Meetings. 
a. Thursday 8th of September 2022 at 7 pm. 
b. Thursday 10th of November 2022 at 7 

pm. (Budget for 2023) 
c. Thursday 8th of December 2022 at 7 pm. (AGM) 
d. Thursday 5th of January 2023 at 7 pm. 
e. Thursday 9th of March 2023 at 7 pm. 
f. Thursday 4th of May 2023 at 7 pm. 
g. Thursday 6th of July 2023 at 7 pm. 
h. Thursday 7th of September 2023 at 7 pm. 
i. Thursday 9th of November 2023 at 7 pm. (Budget for 2024) 
j. Thursday 7th of December 2023 at 7 pm. (AGM) 
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Appendix One – Duty Trustee 
 
Every Hirer is valuable to us, both for the income they generate and the reputation that we 
have. 
 
In order to protect both we have a proposal that the Trustees take part in ensuring we 
provide a good service. 
 
As Trustees we will know that we are doing everything we can for our Village Hall and the 
people of Swanland. 
 
Presently there have been two or three occasions a month where help is needed at the Hall. 
  
 
The purpose of the Duty Trustee is to ensure that the Village Hall provides a good service. 

• "Meeting and Greet" for new short term hirers when the Caretaker is not available. 
• Liaise with the Caretakers when something exceptional is happening to ensure that 

everything is running smoothly. 
• Provide a contact point for Hirers when something goes wrong. 

Rarely, there are problems that the Caretakers can not solve or are not able to make 
themselves available. 
Short Term Hirers will occasionally need a helping hand with things like "where things are” 
so we like to provide a Meet & Greet service.  This is usually provided by the Caretakers, but 
now and then something will go wrong.  (Sickness, holiday cover stretching what we ask of 
the staff etc.) 
 
We would publish the Caretaking and Duty Trustee Roster three months in advance 
 
Not all Trustees will be able to join in doing this for a variety of reasons.  Presently we have 
13 trustees, if just eight or nine are able to join in that would allow us to move forward. 
 
Whether the period of duty is a week or a month is a subject for discussion. 
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Appendix Two – Financial 
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Appendix Three – Health and Safety Report 
(for the Management Committee meeting (17/03/22) 

1) Covid 19 risk assessment and special conditions action plan closed. Signage and 
communication updated/removed/left as appropriate. 

2) From last September H&S risk assessments reviewed and simplified around 
hazards, our controls and how effective are our controls – separate attachment to 
discuss at meeting. 

3) How are we going to use CMS ?  I am moving key H&S documents but is quite 
‘clunky’ and have to all adopt in my view.             

 
Andrew Page 
15th March 2022 
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Appendix Four ‐ Maintenance 
 

                                               Maintenance Report 
(for the Management Committee meeting (17/03/22) 

1) All equipment and emergency system mandatory checks completed to schedule 
with no major issues. 

2) Breakdown situations resolved by regular contractors or self‐help.  Main issue had 
been gas boiler tripping on low pressure, traced to failure of expansion tank 
balloon. Tank replaced and situation is now resolved.  

3) Need to discuss and agree with caretakers maintenance/energy 
control/improvements that they could undertake and sustain. Awaiting guidance 
from JD and role discussion but needs prioritising in my view. 

4) Are we going to have Working Party sessions ? – Some activities could be 
paintwork touch‐ups in places, boiler room needs a clean/tidy and storage rooms 
to sort out with caretakers.  

5) Controlling spend to mandatory equipment checks, emergency systems and ‘fix‐
on‐fail’. Sticking with current budget submission of £5k, but ‘fix‐on‐fail’ costs 
running above budget in Q1 primarily from heating repairs and EM lighting repairs. 

 
 
 
 
 
 
 
Andrew Page 
15th March 2022 
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Appendix Five ‐ Gas and Electricity 
Gas and Electricity Update 

(for the Management Committee meeting (17/03/22) 
1) Electricity 

a. In contract with SSE until Dec. 2022 at what are now low rates and SSE 
allow us to be on lower VAT rate of 5%. 

b. Payments has only been based on estimates as I understand. Hence, we 
have experienced large, unexpected bills. Switched to Smart meter from 
10th March 2022. 

c. Based on budget for 2021 from Rebecca expected cost of £4000pa built into 
budget for 2022 but can now measure from meter. We can expect very 
large increase for 2023 based on market prices. 

d. Who will oversee usage and develop ideas for usage savings ahead of large 
increases ? 

e. What are implications, if any, for solar panels and FIT ? 

2) Gas 

a. In 2 year fixed price contract with EDF since early Dec. 21 after previous 
supplier CNG went bust. High prices as no price cap for business users but at 
least now protected from further increases until Dec. 23. Will not allow us 
to be on 5% VAT as business user – only pro‐rated reduction based on 
donation part of income. 

b. Payments now from monthly meter readings and since beginning of Dec. 
has been around £200 per week. Switching to Smart meter on 31st March 
2022. 

c. Based on usage given by previous provider we had estimated cost at 
£7000pa which maybe too low unless we can reduce usage.  

d. Early attempts of usage reduction have caused some reaction – as a start, in 
my view, we need to address Library wanting heating on and the door wide 
open still for Covid rules !! Staff see issue but need to speak to ERYC !! 

Andrew Page 
15th March 2022 
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Appendix Six ‐ Risk assessment  
Company name: Swanland Village Hall ‐ Assessment carried out by: Andy Page 

Date of next review: September 2022 ‐ Date assessment was carried out: September 2021 
 

What are 
the 
hazards? 

Who might 
be harmed 
and how? 

What are you 
already doing 
to control the 
risks? 

What further 
action do you 
need to take to 
control the risks? 

Who needs to 
carry out the 
action? 

When 
is the 
action 
needed 
by? 

Done 

Fire Users, staff 
and trustees 
and 
maintenance 
contractors 

• Fire risk 
assessment
s 

• Fire alarm 
tests on 
weekly 
basis. 

• Fire 
extinguishe
rs checked 
annually. 
Refilled 
after use. 
  

• Ensuring any 
arising actions 
on fire risk 
assessment 
are complete. 

• Communicate 
fire risks and 
controls to 
users with 
hire 
agreement.  

• Fire warden 
training for 
caretakers. 

• Fire drill to be 
carried out on 
annual basis. 

Neil 
 
 
 
Chris 
 
 
 
Neil 
 
 
Andy 

            

Work at 
height 

Caretakers 
and 
Maintenance 
contractors 

• Small 
ladders 
available to 
caretakers 
only for 
light bulb 
changes 
etc. 

• Roof work 
carried out

• System to 
check 
condition of 
step ladders 

 

Andy/Caretakers             
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What are 
the 
hazards? 

Who might 
be harmed 
and how? 

What are you 
already doing 
to control the 
risks? 

What further 
action do you 
need to take to 
control the risks? 

Who needs to 
carry out the 
action? 

When 
is the 
action 
needed 
by? 

Done 

by 
specialised 
contractors 
with job 
specific risk 
assessment
. 

Slips, Trips 
and Falls 

Users, staff 
and trustees 
and 
maintenance 
contractors 

• Good 
lighting, 
well 
maintained 
in car park, 
rooms and 
corridors. 

• Car park 
spaces with 
people 
with 
disabilities 
well 
marked 
(tbc). 

• Corridors 
kept clear 
of any 
obstruction
s. 

• Spillages 
cleaned up 
immediatel
y by users ( 
in hire 
agreement 
tbc ?). 
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What are 
the 
hazards? 

Who might 
be harmed 
and how? 

What are you 
already doing 
to control the 
risks? 

What further 
action do you 
need to take to 
control the risks? 

Who needs to 
carry out the 
action? 

When 
is the 
action 
needed 
by? 

Done 

• Car park 
surface 
well 
maintained
. 

• Step into 
building ( 
ramp 
alternative) 
highlighted 
with white 
paint. 

Electricity Users, staff 
and trustees 
and 
maintenance 
contractors 

• Distribution 
boards all 
in locked 
rooms. 

• PAT testing 
carried out 
annually. 

• Electrical 
circuits 
checked 
every 3 
years. 

• PAT testing 
certificate 
requested 
from hirers 
for any 
equipment 
they use. 

• Socket 
covers in

Caretakers to 
have spares to 
replace any 
missing socket 
covers. 

Caretakers             
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What are 
the 
hazards? 

Who might 
be harmed 
and how? 

What are you 
already doing 
to control the 
risks? 

What further 
action do you 
need to take to 
control the risks? 

Who needs to 
carry out the 
action? 

When 
is the 
action 
needed 
by? 

Done 

place in all 
user rooms 
and hirers 
reminded 
to replace 
if removed 
in hire 
conditions. 

 

Manual 
Handling 

Staff in 
setting up. 

• Aids for 
moving 
heavy 
equipment 
in place. 

• Simple 
manual 
handling 
training for 
caretakers. 

Neil             

Hazardous 
Chemicals 

Staff 
particular 
during 
cleaning 

• Chemicals 
in locked 
storage 
only ‐ 
cleaners 
store. 

• Check MSDS 
for products 
in use and 
update 
COSHH 
assessments. 

Andy             

Vehicle 
Movement 

Users, staff 
and trustees 
and 
maintenance 
contractors 

• Car Park 
designated 
for village 
hall users 
only. 

• Locked 
bollard in 
place to 
control 
unauthoris
ed access 
when hall is

• Review 
placement 
and style of 
signs in car 
park. 

• Confirm 
timings of 
bollard being 
removed/inst
alled around 
start/finish of 
classes with

Andy 
 
 
Neil 
 
 
 
 
 
Andy 
 
Neil 
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What are 
the 
hazards? 

Who might 
be harmed 
and how? 

What are you 
already doing 
to control the 
risks? 

What further 
action do you 
need to take to 
control the risks? 

Who needs to 
carry out the 
action? 

When 
is the 
action 
needed 
by? 

Done 

closed. 

• Briefing to 
school and 
parents 
around risk 
of walking 
in car park 
during busy 
school start 
and finish 
times. 

caretakers. 

• Evaluate 
pedestrian 
walkway for 
users.  

• Address 
periods of 
highest risk 
with other 
stakeholders 
to develop 
eliminate risk 
solutions.  

Gas Users, staff 
and trustees 
and 
maintenance 
contractors 

• Gas 
appliances 
( hob and 
boiler ) 
serviced on 
annual 
maintenanc
e. 

• Isolation 
points well 
signed in 
case of any 
leaks and 
hirers 
informed in 
hire 
agreement 
(tbc). 

    

Asbestos Maintenance 
contractors 

• Nothing 
listed at

• Determine if 
any asbestos

Andy to contact 
Keith Carpenter 

Oct. 
2021 

Email 
from
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What are 
the 
hazards? 

Who might 
be harmed 
and how? 

What are you 
already doing 
to control the 
risks? 

What further 
action do you 
need to take to 
control the risks? 

Who needs to 
carry out the 
action? 

When 
is the 
action 
needed 
by? 

Done 

present. in building Keith 
13/10/21 
saying 
no 
asbestos 
and 
previous 
tests – 
records ?

Legionella Users, staff 
and trustees 
and 
maintenance 
contractors 

• Checks 
done and 
recorded 
on water 
temperatur
e on 
regular 
basis. 

• Allan 
Quarterman 
to explain 
what he does 
to manage 
this risk. 

Allan at trustees 
meeting. 
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