
Whixley Village Hall Management Committee Meeting 

7:30pm. Tuesday 8th December 2020 

By Video Conference 

Minutes 

Attendees: I McNeill, C Sharpe, D Fraser, M Turner 

Apologies: K Haines, G Bland, C Bland, G Lloyd 

Minutes of previous committee meeting and matters arising 

The minutes of the previous meeting and of the AGM were accepted as a true record and IM was actioned to post 
them to the website. 

Matters Arising 
All matters arising are dealt with as agenda items for this meeting 

Chairman and Treasurer’s report 
As KH was not at the meeting IM delivered a report for both chairman and treasurer.  

Since the last meeting KH has also notified the committee of his intention to step down at the end of the financial 
year, on January 31st. Accordingly, IM has been working with KH to transfer the accounting information to an online 

system and to understand all existing bookings. 

Accounts 

During the past two weeks all transactions for the financial year have been analysed and loaded into the new 

accounting system, Freeagent. The bank feed directly from Yorkshire Bank is now working properly and the 
information we are now able to produce and analyse is not only enhanced but is also available from anywhere, if 
authorised, as it is stored in the Cloud. IM said that further more detailed categorisation of some expense headings 

could easily be achieved if DF felt this was necessary. 

IM reported that the current cash balance across the three accounts (bank, cash and PayPal) was £15,264. He also 
reported that we had applied for and been awarded a grant by HBC of £1,334 owing to the fact that the premises 

were closed during the recent lockdown.  

Currently we are using a free trial version of the software and IM said that the cost of the software would be £8 per 

month plus VAT, once the free trial has ended. The committee approved the purchase of this software. 

A lot of progress has also been made in transferring the accounts with various suppliers, such as BT, to be 

independent of an individual.  See later comments under the FM section. 

Banking 

IM reported that the bank mandate had been updated according to the Trustees Resolution which had been 
circulated and approved.  Bank cheque signatories are IM, KH, CD, MT and DF. Online access is currently granted to 

IM and KH. KH will be removed from the mandate and online access at the end of January.  

Bookings 

IM reported that all existing bookings had been loaded into the calendar which was available for all to see on the 
website. All clients have been contacted although there is still some work to do on ensuring a full handover from 

Kevin.  
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MT pointed out that the booking procedure needs to be documented so that it could be handed over if and when a 

new bookings secretary was appointed. IM said that he had some plans to streamline the process to make it easy for 
regular users to book without filling in a full form like new bookers have to do, and that when that process was 

complete he would document it.  

Clashes should be handled as soon as they become apparent with the calendar updated so that all committee 

members can rely on the calendar as the accurate information source. 

New users of the hall should be informed of their responsibilities under COVID-19 restrictions. IM to ensure this is 

included on the booking form.  

Secretary’s report 
CS gave her report on activity since the last meeting.  

Complaints procedure 

The complaints procedure has been circulated and reviewed and was adopted formally by the committee. It will not 
be on public view on the website, but will be stored on the Google Workspace in an identified folder along with 

similar documents for all to reference. 

Feedback mechanism 
It was agreed that a feedback mechanism will be implemented on the website so anyone can leave comments about 

the hall. Any received feedback will be circulated to the same email group as enquiries. A similar, perhaps the same, 

mechanism could be used to record any health and safety issues.  

Google Workspace 

A discussion was held about the organisation of our Google Workspace. IM was actioned to implement a suitable 
folder structure and then give access to other members of the committee who need access. It was then agreed to 

hold an online meeting to provide a briefing on how to use the software and to review the folder structure and 

implement what was needed for all parties.  

Charity Commission website update 
CS reported that she had the necessary access codes and would be updating the site shortly. Trustee members will 

need to supply some additional information in some cases.  

Charity constitution and potential changes to Incorporated status 
Deferred to a future meeting 

Insurance 

CS was actioned to get the necessary file and other details from KH as soon as possible and take over this function.  

Facilities Manager’s report 

Keys 

DF reported that all keys had been collected from prior committee members, catalogued and stored in a key safe in 
the hall. He would make enquiries of existing committee members to locate any additional keys, and also of some 
residents. A list of all key codes of the various boxes around the hall had been made and would be stored in a shared 

location on the Google Workspace.  

Heating  
DF reported that most of the heating issues had been sorted with excellent help from MT. A new oil delivery had 

been done recently as more oil had been used than previously thought.  
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MT explained what might be done to achieve remote control of the heating which would enable the heating 

program to be remotely loaded, and would limit the changes in operation that a user of the hall might be allowed to 

make. MT was actioned to bring the cost of those enhancements to the committee for discussion.  

PAT testing 
MT offered to carry out the necessary PAT testing as he had the necessary skills and equipment. It was also agreed to 
add PAT testing as a requirement on the booking form for any user bringing portable electrical equipment into the 

hall.  

Building Management System 
A detailed discussion was held on the requirement for a building management system which would be a database 

(Google Sheet) of all items owned or operated by the Hall, with details of ownership, acquisition date, maintenance 
requirements, contractors etc. DF was keen to see such a system implemented and all agreed. It was also agreed 
that DF, as Facilities Manager, would be responsible for placing the necessary contracts with suppliers for 

maintenance items. DF was actioned to get all the necessary documentation from KH over the coming weeks.  

The system envisaged would have three levels as follows: 

1. Planned maintenance which would typically be low cost and would include items such as grass cutting, 
cleaning etc. 

2. Irregular maintenance which would be essential items but which would incur significant costs and would 

therefore come to the committee for approval. e.g. Decorations, roof repairs, ladder replacement. 

3. Development. This would include items such as the kitchen replacement and the bar development. 

It was noted that the development plan on the website needs to be updated and IM was actioned to remove the 

existing document until a new plan was agreed.  

Contracts and Licences 

It was agreed that one of the folders on Google Workspaces would be a repository for all contracts and licenses.  

AOB 
Bar services, procurement, stock management. Mt agreed to take over this function when we are able to open the 
bar again. It was agreed that we would follow the policy of purchasing beers and wines that were of general appeal 
rather than specialist products that may result in unsold and out-of-date stock.  

Panto 
No discussion as LF was not present 

Playground 
It was agreed that DF would obtain quotations for the remedial work that had been highlighted by the annual 
inspection so that a decision could be made as to how to fund any repairs. No further discussion as LF and VB were 

not present. 

Newsletter 
It was agreed that no additional newsletter would be published by the Hall, but that the monthly newsletter would 

contain a Hall article whenever possible.  

Date of next meeting 

There being no other business the meeting closed at 9:30pm. It was confirmed that meetings will take place monthly 
on the 2nd Tuesday of the month evening with additional meetings of sub groups as circumstances demand. The 

next meeting will therefore be held on Tuesday January 12th 2021 at 7:30pm, probably by Zoom conference.  
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