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Beckley Village Hall Management Committee 

Notes of Meeting held at 8.00pm on Wednesday 20th Feb 2019. 

Rev 1 – 20th Feb 2019 

 

  Standard note of our minutes will be displayed on the Village website at 

https://www.beckley-and-stowood-pc.gov.uk/?q=community/village_hall 

Certain matters are of a confidential nature, these include ongoing commercial 

negotiations with suppliers, discussions on claims strategy for defaulting hirers, 

contractual matters where we must honour confidentiality agreement etc. Committee 

members will receive the full minutes but for those items marked with an * the 

discussion will be left blank as they are considered to have been held in closed session. 

 

 Item Action by: 

1 Attendance 

 
David Scott 
Liz Bixby 

Bob Bixby 
John Walsh 

Peter Gosney 
Geoff Mills 

 
 
  

 

 1.1 Apologies 
 
Ann Henman (in Mexico) 
John Stradling 
 
Note that Ann has asked that no decision be taken on the 
projector/sound system until she and John return – which should 

be the following week.  This was agreed. 

 

2 Minutes of last meeting 
 

 
 

 

2.1 Approval (including attachments/papers) 

 
Approved 

 

2.2 Actions Arising not otherwise covered on the agenda 

 
 

 

https://www.beckley-and-stowood-pc.gov.uk/?q=community/village_hall
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(i)* Cleaning Contract 

 
Agreed not to pay further invoices without evidence of 

attendance confirmed by CCTV. 
 

LB is in negotiations with an alternative supplier.  No details 
reported here for reasons of confidentiality. 

 
We envisage dealing with the window cleaning separately.  

LB has a potential supplier. 
 

Agreed to pursue both of these to try to secure firm and clear 
contracts. 

 
We would then terminated with All in One 

 

 

Liz B.  and 
others. 

(ii)* Facilities Management 

 
Note David’s most recent invoice.   The Committee is comfortable 

about David’s service so far. We’ll keep a more detailed review as 
a rolling action.   Note added 6th Jan – I understand from Stuart 
that Bob and Dave have discussed Dave’s formal retirement from 

the Hall but a continuing wish to serve – see separate item below. 
 

Agreed that GM/Bob Bixby will meet with David and come back to 
committee with a view to us picking up the routine checking and 
exploring whether David will do non-urgent work but get paid for 

it. 
 

John will ask Helen if she could talk to Kate White 
 
No commitments made to Kate or David until we know the views of 

both. 

 

 

 
Keep as rolling 

action for a 
more detailed 
review. 

 
Tell GM the 

name of the 
paint used to 
add to the list 

of paints we 
keep as a 

record.    
Diamond High 
Performance 

Eggshell Dulux 

(xvi) Operating Instruction Generally – needed. 
 
DVS and GM will coordinate on this. 

DVS and GM 

(xvii) 150 Club use of Funds 
 

This is ongoing and will be reported in detail at the next March 
meeting. 
 

 

DVS for 
ongoing 

projector/audio 
system 
installation.. 
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3 Treasurer’s Report 
 
 

Other Matters raised by the Treasurer – to be updated at 
this meeting.: 

 
Initial High Water Charge 
 

The high water charge, which we suspect may be related to 
Kingerlee’s use, has been investigated by JW who reported at the 

meeting that it looks as though this would not fall on the Trust and 
in any event if pursued against Kingerly or the PC should be able 
to be rebutted.. 

 
Audited Accounts and Charity commission Reporting 

 
We are fully up-to-date. 
 

 
 

JW 
 

4 Report on activities since last meeting and general status of 

forward bookings.   
 

See Stuart Marshall’s report circulated separately (Attachment 2) 
 
 

 

5 AOB  

5.4 Trustee Recruitment 
 

AH will recruit some more Trustees/Friends 
 

It was agreed that the current Friends would not wish to be 
Trustees. 

AH 

5.6 Fire Alarm Maintenance 

 
DVS has concluded a contract with the the original supplier (Oak 

Park Alarms) of the fire alarm to look after the Alarm, Emergency 
Lighting and Extinguishers.  We do require instructions on how to 
operate/test/close the fire alarm 

DVS 

 
 

5.7 Hall completion action list  

(iii) Document preparation 
 

1. Only outstanding are storage policy   (by GM) 
2. Operating instructions and cleaners’ log book (in hand) 

GM/LB 
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(iv) Funders Plaques 
 

DVS to contact each funder and ask if they have any views on the 
acknowledgement plaque that we wish to display in the Hall. 
 

JW to DVS the following sources of money for the Hall fundraising:   
 

The following shows where the hall fundraising came from and went to. This  
ignores the £35,000 paid to the fund by the Parish Council and then repaid 
when they decided to build the new hall: 

 Grants Received 

               Garfield Weston Foundation                   20,000 

               JA Pye Settlement                                 1,000 

               Doris Field Trust                                       1,000 

Profit on events                                                              18,935 

 Interest                                                                    1,201 

 Donations                                                                 4,051 

                               Total in                                           48,187 

 Payments Out 

        To Parish Council                                                  35,236 

Viridor                                                                 7,666 

Expenses                                                            5,290 

  

               Total Out                                           48,192 

 

For the moment put plaques in our external noticeboard. 
 

DVS funders 
views (if any) 

on form of 
plaques. 

(v) Completion of O&M Manuals 

 

DVS/GM 
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Sections are missing on cleaning the stone floor (external and 
internal) – chasing these only 
 

The store room and shower room floors are in the manuals. 
 

The complete electrical and mechanical installation which is listed 
as being under separate folders. DS has these in hardcopy which 
he will pass to Geoff. 

 
Also can we get an electronic copy? DS has these which he will 

pass to Geoff. 
 
For example we have no instructions for the fire alarm. DS is 

chasing Oakpark Alarms and Security Services of Winslow, Bucks. 
 

Also ask Kingerlee to complete DN13 (details of finishes) – DS to 
chase 

(vi) Draft Excluders 

 
To external doors and particular problem with the outside door to 
the changing rooms.  Not a defect.  Agreed to ask Dave Drew to do 

this – screw to the inside.  Ongoing action. 

RB 

(viii) Facilities Management 
 

Discuss and agree arrangements for ongoing facilities management 
including lining up specialists who we can have on call (plumber, 

electrician, painter/decorator, gardener) 
 

GM is also discussing a possible support service from a local 
builder, who is used by North Oxford Properties for their landlord 
call-out service. 

Ongoing  -GM 

(xi) Signage for disabled parking space 
 
LB has purchased two signs and RB will put them up.   We will not 

extend the hard surface. 

LB 

(xii) Handle for outside gas valve – GM to ask if we need a 
handle given the risk of kids turning it off. 

 
Feedback from Calor is to leave the handle on but if we are 

concerned then fit a flimsy cabinet (which they can supply or we 
can fit) with a utility key (standard triangular shape).  This is what 
schools do for example.   The process should be that if there is a 

gas fire the hall should be immediately evacuated, without looking 
for a handle or key, and then when everyone is out be able to turn 

off the gas.  If the utility key is not to hand then the box should be 

DVS to fit and 
no further 

action unless 
we have a 

problem.  Done 
NFA 
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able to be broken into easily.   No quote given without a visit – do 
we get Dave to make and fit one?  DVS to refit the handle. 

5.8* Damage to Hall Floor 

 
Remediation due to take place early March. 
 

We will then decide on action and submit a claim to the responsible 
hirer. 

 
 

GM 

5.31 Review of Booking Secretary’s Terms 
 

Stuart’s contract commenced 8th Oct 2017 and is subject to annual 

review after an initial 3 month trial period.  On the Oct 2018 
review Stuart proposed no change but we agreed that we would 
not wait a full year before the next review when the booking role 

should have settled down whereas by Oct 2018 the role and level 
of business/activity was still evolving 
 
GM proposes a review mid-year (say July) and seeks agreement to 

that. 

GM (roll to 

July) 

5.32 Completion and Trustee Acceptance of DN23 – Guide to new 
Trustees and Financial Authorisation Review 
 
Updated and issue (see Attachment 3) for approval at this 

meeting. 

All.  Approved.  
NFA 

5.33 Beckley Church 
 
The Committee agreed that this would be discussed at the AGM 
but with the Committee being sympathetic to providing appropriate 

support within the CIO's charitable objectives. 

DVS 

5.34 Report on other actions since last meeting: 
 

4 – Bob to check if we can store material on the shower roof 

Yes if reasonably light. Space is big enough to store for example the plastic boxes 
with childrens toys in.  Noted NFA for the moment. 

5  – Bob to check if the patio doors are operating OK 

Yes. I am going to put a small sign next to them to tell people how they work 

 
 

 
 
 

 
 

 
RB 
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 In addition- 

 the outside tap has been isolated. The tap is behind the cladding above the toilet in 
the mens loo.   DVS to add to job list for Darnell 

 

 
DVS 

5.35 Oxford Spinners and Weavers 

Stuart has received the following request: 

 “As Treasurer of OGWSD, I am planning ahead for 2020 and for our forthcoming 
AGM in March where we will discuss membership and fees.  With that in mind, 
would you be able to let me know if there is likely to be an increase in the rate of hire 
for BVH for 2020 comparable to that for 2019?  

The Guild is very much enjoying its new home in Beckley and is very grateful for the 
6 months grace that has been granted to it before having to pay the new rate. 

If there is likely to be an large increase again in 2020, then the Committee would like 
to discuss a suitable increase in membership fees, ahead of the AGM, so that the 
Guild is able to continue to enjoy everything that BVH has to offer. 

Thank you in anticipation of your response.” 

 And my comments to you/commitee: 

 "...Even if we are not in a position to advise on 2020 rates, maybe we'd be able to 
give a guidance on when they might be set. 

As a bit of background. I was advised to take their original 4 dates (Dec '18, Jan '19, 
Feb '19, Mar '19) at £15/hr, which were booked just before we increased our 
weekend daytime rates at the start of August last year to £20/hr. We then 
subsequently increased them further to £25/hr for 2019. We've since agreed that 
50% of their 2019 dates will be at £15/hr and the remaining 50% at the new £25/hr. 
They hire the hall for 6 hours at a time from 10am to 4pm." 

 Regards, 

 Stuart Marshall 

Agreed that so long as they pay a year in advance we will 

fix the 2020 rates at the same as 2019. 

Stuart to 
advise OGWSD 

5.36 Semi Permanent Art in the Hall 

 

Item to be led by John S when he is next present. 

JS 

5.37 Repairs to car-park DVS 
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Agreed to share the cost of this with the PC up to a 2000 pounds contribution. 

5.38 Various Comments from AH 

To be covered when AH is present at next meeting. 

AH 

6 Accident Report Book 
 

No entry 

 

7 Hirers’ comments book: 
 
 

No entry 

 

8 Date(s) of next meeting.  

 
Proposed:   

 
AGM 27th March 
 

 
General Meetings:  Next meetings to be: 

 
 20th March  

 
 
 Generally we agreed to reserve the 3rd 

Wednesday of every month and we can then 
decide at each meeting whether to jump the 

next meeting. 

 

   

 
 

 
  

Papers submitted for 20th Feb 2019 Meeting: (sent separately other than 

Attachment 4) 

1 Minutes of last meeting 

2 Stuart Marshall’s latest report 

3 DN23 – update of Guide to New Trustees 

4 AGM Guidance from DN23 (which was itself based on our governing document) 

and current status 
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Attachment 4 

 

5.5 The Annual General Meeting  

 

The Annual General Meeting (AGM) is the culmination of the Committee’s year in office. 

It provides an opportunity to publicise the achievements of the year, to make 

suggestions for the future and to hear suggestions and criticisms (constructive!) from 

the public. A well thought out meeting can pay dividends, particularly in stimulating the 

general public’s interest in the Trust’s activities and potential. To get full value from the 

AGM it is vital to get as many people as possible to attend. Linking the AGM with a social 

event can provide an additional incentive/attraction, encouraging people to come. 

The AGM provides a good opportunity to explain the structure of the organisation; the 

role and function of the Committee; the role of its officers and that of individual 

Committee members. It is good practice to circulate a brief written explanation of the 

role of officers, together with their duties and responsibilities and that of Committee 

members, when sending out nomination forms. Appendix 2 gives a sample letter to 

representatives of local organisations prior to an AGM.  

The AGM must be publicised and held in accordance with the Governing Documents.  

5.5.1 The AGM agenda  

A sample agenda for the AGM is set out below:  

1. Welcome by the Chair  

2. Apologies for absence  

3. Approval of the minutes of the last AGM (state date)  

4. Matters Arising  

5. Chair’s Annual Report  

6. Treasurer’s Financial Report  

7. Appointment and election of the Committee (to be deferred to the next General 

Meeting) 

8. Appointment of an independent examiner or auditor1 for the forthcoming year  
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9. To consider any resolutions and/or recommendations which have been forwarded in 

writing to the honorary Secretary  

10. To consider AOB of which due notice has been given in writing to the  Secretary.  

Note that this should be in compliance with the Charities Act 2006.  Our Constitution 

permits either an Examiner or an Auditor.  

5.5.2  Checklist for an AGM  

Before the AGM  

• check the governing document to ensure that the AGM is being held within the 

time period allotted (which is 18 months from creation and then annually with no 
more than 15 months permitted between AGMs) 

• check to ensure that the accounts have been independently examined or audited  
• check the governing document for details/instructions about the period of notice 

that needs to be given. If it is not stipulated in the governing document then 
reasonable notice should be given (the Charity Commission recommend 21 clear 
days).  Our Constitution states 14 days but 21 days should be our normal target. 
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• check the governing document for details of how to advertise the AGM and what 

must be complied with in terms of the agenda items.  This includes affixing a 
notice within Beckley to a some conspicuous please as the Trustees just to be 

appropriate. 
• check that Committee members are fully conversant with the rules for 

appointing/electing the members of the Committee  

• check that the Committee have had sight of and signed off the annual accounts  
• check that the independent examiner/auditor has been informed of the meeting.  

 

At the AGM  

 

• ensure minutes are kept, as it is legal business that is being transacted the 
minutes should include:  

– the full text of any motions and amendments  
– names of the proposer and seconder for each motion  

– the result of votes, as announced by the Chair of the meeting  
• ensure that copies of the governing document and lease (if there is one) are to 

hand, together with any other documentation relating to the management of the 

building  
• ensure elections are held in compliance with the governing document and that it is 

known who is eligible to vote  
• ensure any resolutions and matters for AOB comply with the due period of notice 

given.  
 

After the AGM  

• ensure new members of the Committee sign a declaration verifying that they are 
not disqualified as provided elsewhere herein.  

• submit copies of the accounts and annual report to the Charity Commission (as 
required under charity law within ten months of the end of the financial year 
(Charities with an annual income of less than £10,000 are not required to submit 

an annual return or submit an annual report)  
• ensure the minutes are written up  

• induct new Committee members   
• ensure that contact details are updated to take account of new Committee 

members and changing roles.  

 

5.6 Minutes  
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Minutes should be written up as soon as possible after the meeting and the draft, in our 

case, will be circulated electronically to all Trustees. This gives Trustees the opportunity 

to mention any concerns to the Chair before they are approved at the next meeting and 

lodged on the Village website. The minutes are the charity’s record of decisions made 

and it is therefore important that they are accurate and stored appropriately.  

It is not necessary for the minutes to list all the points made by individuals at the 

meeting; only the resolutions agreed by the Committee and the main points which led to 

the decision. Only in very rare cases will it be necessary to record any members’ 

remarks in full. For complex discussions it is sufficient to state “Among the points raised 

in discussion were ...’ and then give a brief summary.  

It is the role of the Chair to check with those present that the minutes are a true and 

accurate record. If after discussion a Trustee is unable to agree then this should be 

formally noted.  

Minutes are for people who were not at a meeting as well as those who were present. 

They are not open documents and do not have to be made available for public inspection 

but in our case we choose to make them available unless there are specific reasons not 

to do so, which reasons (such as matters of commercial confidentiality as in discussions 

on tenders prior to award) may fall away in due course when the full minutes can then 

be made publicly available. They are  a useful source of information for others who may, 

in the future, need or want to know what the Committee has done.  

Minutes should record:  

1. the organisation’s name  
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2. the type of meeting held e.g. management meeting, AGM (annual general 

meeting) etc  
3. the date and time of the meeting  

4. where the meeting took place  
5. apologies for absence  
6. who attended from the Committee  

7. others present and in what capacity e.g. an employee as an observer  
8. who chaired and who minuted the meeting (if chairing and minuting is rotated, 

then the minutes should state who will be doing them at the next meeting)  
9. any necessary corrections to the minutes of the previous meeting  

10.whether the minutes were accepted as an accurate record and signed  
11.matters arising from the previous meeting not being covered elsewhere  
12.a separate minute for each item or topic being discussed at the meeting.  

 

Minutes are a record of what was discussed and decided, about a particular topic and 

should also include:  

 

1. any decision reached by the meeting (including a decision not to take a decision)  

2. a summary of the discussion which lead to the decision being made  
3. any action needed to be undertaken in order to implement the decision  
4. who is responsible for the action  

5. the deadline for implementing the action.  
 

 

 


