 Policies and procedures

Policies and Procedures
Many activities and functions in community buildings just happen – they are running to a well established formula which has evolved over time and which there is no reason to question. When a question does arise, the hall management committee ‘just deal with it’. 

Managing a community building is a complex task which is governed by a myriad of regulations. This has always been so but there is a heightened awareness of issues in today’s world partly because we live in a more litigious society and also because we are obliged by law to take our responsibilities more seriously.

Halls that seek external funding for new or improved facilities will find that funders too are taking a greater interest in the way you manage the hall. They seek reassurance that their funds will be well invested and will have safeguards which place responsibilities on hall management committees that receive their grants.

So dealing with issues as they arise in an informal ad hoc manner just will not do! This is management ‘on the hoof’ without any points of reference and absolutely no ‘safety net’ for those who make the decisions in this way. It is a short step from this kind of decision making to a breach of trust – meaning that the managing trustees (the committee) could find themselves in a situation where, however unwittingly, they have acted outside the powers given them by the Trust Deed or Governing Document or have acted without the prudence required of them as charity trustees.

This guidance note is designed to assist management committees to develop a framework for decision making that will protect them, their officers and users of the hall from becoming the victims of unintended consequences arising from an ill considered management style (or no style at all!).
Policies and Procedures - Working definitions
· A Policy is a statement of principles that will guide your actions

· A Procedure is a series of actions which have been established as the correct way of implementing a Policy.

In practice, a Policy may well be a concise statement of principle whereas the Procedure may be a much more detailed list of actions which cover the known circumstances where the Policy will be applied. In both documents, clarity is important.

Why do we need policies?
Regard policies as a set of rules by which the management committee does its work. Some of these rules are enshrined in the Trust Deed or Governing Document – a legally binding document. Others are rules required by legislation: (e.g. ‘it is illegal to smoke on these premises’). There may be rules adopted by the committee to protect the committee, its officers and the public from harm. Rules made by the committee are sometimes for simple efficiency and consistency in management

In summary:

A management committee needs Policies 

· To observe the terms of the Trust Deed (Governing Document)

· To conform with legislation

· To protect committee members, officers and the public from harm

· To guide decision making for ease consistency and efficiency

Who needs to know? 
Policies should be open and transparent – so any and everyone need to know what the policies are. There are other more particular groups who can demonstrate a need to know what your policies are:

· Committee members (trustees) should be given a copy of all policies on joining – they cannot play their part without knowing the rules!

· Users of the hall (i.e. regular user groups and individual hirers) need to know the terms and conditions which apply to their use of the hall.

· The Licensing Authority will expect you to include policy statements in your application for a Premises Licence (indeed, you will not be granted a licence if some essential policies are not in order)

· Potential funding agencies may ask for copies of your policies because it is their policy only to grant aid organisations that have relevant policies.
What Policies do we need?
There is not a ‘one size fits all’ answer to this question. Some village halls and other community buildings will have a Governing Document (Trust Deed) that sets out some ‘objectives’ or ‘rules’ which are in fact ‘policies’. The Governing Document will take precedence over other documents so it is important to read it carefully to see what policies are included.

The following list of commonly used policies is a starting point for assessing what your hall management committee may need to consider.
Meetings Policy
Meetings policies and procedures are usually part of the Governing Document although some halls will have a Constitution and/or Standing Orders which will cover this item.

You do not need a separate Meetings Policy document if all the rules are covered by another document a copy of which is held by all the Trustees.  
Finance Policy
Some elements of a finance policy will be in the Governing Document but older documents will be minimal on this issue and there may be some omissions which the committee would like to address. The main features are:

· What the trustees can lawfully use the trust money for

· Whether, and in what circumstances, it is lawful for a trustee to be re-imbursed or paid for goods or services

· The arrangements for independent examination or auditing of accounts

· Who has authority to sign cheques

· Who should receive the bank statements

· A statement about ‘reserves’ and to what extent they should be regarded as ‘restricted funds’ or ‘designated funds’.

· Reporting requirements for the treasurer to observe (how often to report to committee and what format or detail will be expected)

· Arrangements for insuring trust property and frequency of reviews

· Arrangements for paying creditors

· Arrangements for handling income and payment into the bank

· Arrangements for taking bonds or deposits from hirers and for the payment of balances 

Hiring Policy
Hiring out the hall should not be left to the booking secretary to sort out! Questions will arise for which there should be a considered and ready policy:

· Is everyone charged the same rate?

· Is alcohol allowed?

· Is gaming or gambling allowed?

· Whose responsibility is it to check licences 

· What are the conditions for children’s activities, events and parties

· Are teenage parties allowed?

· Do regular bookings take precedence over occasional bookings?

· How do you deal with emergencies during a hiring?

· Who can hold keys – where can keys be obtained

· When is payment due – what happens if payment is not made

Entertainment Policy
Do you have a premises licence? If so are the terms of the licence on display in the hall?

If you do not have a premises licence, what procedures have you in place for ensuring that hirers comply with the law relating to public entertainment?

Your entertainment policy could be that all hall users must be informed of the Premises Licence conditions and must comply with them as a condition of hiring the hall. This will then address the Licensing Authority objectives which include public safety, avoiding nuisance and protecting children from harm.

Alcohol Policy
Some halls that have a covenant on their Deeds may not be allowed to have alcohol on the premises. Some may choose not to sell or serve alcohol and conversely others may have a licence to sell or serve alcohol as part of their Premises Licence.

A common problem is that hirers do not have to advise the hall management committee when they apply for a Temporary Events Notice for an event at which alcohol will be sold or served. However, the hiring agreement should cover this issue as the hall management committee SHOULD know what is going on in its hall.

An alcohol policy statement could be a separate statement or it could be part of the Premises Licence compliance policy. Since 2010, halls which are licensed to serve alcohol must have an Age Verification Policy.

Gambling Policy
Gambling, gaming, bingo, lotteries and raffles are all activities that could take place in a village hall. They are all regulated by law and the committee should have a clear policy stating what is acceptable and what is not – and the conditions to be observed by hirers.

Health & Safety Policy
Everyone running a community building will want to ensure the safety of the people using it. 

Although it is only a legal requirement for employers with more than five employees it is strongly recommended that every hall draws up a health and safety policy in writing. It helps the management committee to clarify procedures and areas of responsibility, and it should help to make people more aware of health and safety issues. The health and safety policy could form part of an application to the local authority for a premises licence under the operating schedule. 

A health and safety policy document comprises 

· a General Statement of Policy, 

· a Statement of Responsibility for carrying out the Policy and 

· a Statement of  Arrangements and Procedures to comply with the Policy. 

Those managing village halls have a ‘duty of care’ under common law towards individuals and organisations to avoid carelessly causing personal injury or damage to property. 

Management committees also have a statutory duty under the Health and Safety at Work Act, 1974 to take ‘reasonably practicable’ steps to ensure the health and safety of employees and others who use the hall, i.e. volunteers, members of the public and contractors. In addition to these general responsibilities recent pieces of legislation have introduced specific health and safety requirements. 

Local Authority environmental health departments and the Health and Safety Executive have responsibility for enforcing health and safety requirements. This may mean an inspection of the hall.

It is extremely important that committee members (as managing trustees) take the steps necessary to ensure that they do not become liable under the Health and Safety at Work Act or that their insurance is not invalidated through their own negligence. 

Health and safety is a shared responsibility and it is important that all members of the management committee become involved. 

Although some legislation applies only to organisations which have employees and not those which use volunteers only, the duty of care applies to all organisations. 

It is important that all village hall committees take their responsibilities seriously. They also have the full responsibilities of an employer to part-time staff such as cleaners and caretakers. Moreover hall users, such as playgroups, may have employees and they will have an obligation to provide a safe place of work. 

No one can guarantee total protection against accidents however. Assessed risks and the measures required to reduce or avoid them have to be balanced against the cost and practicality of the relevant safety measures. 
Children’s Policy
Village Halls through out the country provide premises for a range of child based activities.  From birthday parties to a full range of day and after school care, children visit halls and community venues, gaining enjoyment and pleasure from the experience.  Village Halls provide a safe space for children’s activities that cannot happen in the confines of home or the more structured learning of school.  Management committees who welcome children ensure their building is full of life and has an optimistic and vibrant future.

Nevertheless Committees need to be aware of their responsibilities to assure themselves that they are providing a safe venue. Provided they follow the obvious good practice guidelines then children as well as adults can enjoy the all the opportunities offered by the village hall.

Village hall management committees have a duty to ensure that there are no risks to the health and safety of users, that fire precautions are maintained and good practice in all aspects of the management of the hall are carried out.  These responsibilities are the same regardless of the age of the hall users.
All halls should have a Child Protection policy that sets out the commitment of the committee to protect children from harm.  This needs to recognise the committee’s limitations of the knowledge of Child Protection and the commitment to pass on any concerns to the appropriate agency.

The policy should also set out the committee’s recruitment procedure, which requires all staff and volunteers to undergo a Criminal Records Bureau Disclosure to assess their suitability to work with children, young people or other vulnerable people.

A policy should be supported by good practice guidelines.
Vulnerable Adults Policies
Village Halls throughout the country provide premises for a range of activities for all members of the community. From specialised lunch clubs for older people to day-services for people with learning disability, vulnerable adults visit halls and community venues gaining enjoyment and pleasure from the experience.  Village Halls provide a safe space for activities that cannot happen in the confines of home and the opportunity for meeting a range of other local people.  Halls who welcome all members of their community ensure that the building is well used and valued.

Nevertheless management committees need to be aware of their responsibilities to assure themselves that they are providing a safe venue. Provided management committees follow the obvious good practice guidelines then all members of the community can enjoy the all the opportunities offered by the village hall.

Village hall management committees have a duty to ensure that there are no risks to the health and safety of users, that fire precautions are maintained and good practice in all aspects of the management of the hall is carried out.  These responsibilities are the same regardless of the age of the hall users.
All halls should have a Vulnerable Adult Policy that sets out the commitment of the committee to protect vulnerable adults from harm.  This needs to recognise the committee’s limitations of the knowledge of the Protection of Vulnerable adults (POVA) and the commitment to pass on any concerns to the appropriate agency.

The policy should also set out the Management Committee’s recruitment procedure, which requires all staff and volunteers to undergo a Criminal Records Bureau Disclosure to assess their suitability to work with children, young people or other vulnerable people.
The interests of children and vulnerable adults are closely aligned and one policy statement can be used to cover both categories.

Equality Policy
Policies that address equal opportunities are often required by funding agencies and will also feature in any recruitment process undertaken by the Village Hall Management Committee.

Village Hall Committees need to acknowledge that the United Kingdom is diverse in culture race beliefs and religion and believes that no individual or group of people should receive less favourable treatment on the grounds of gender, age, colour, race, nationality, racial or national origins, cultural heritage, disability, marital status, social background, sexual orientation or geographical location.  Committees need also to acknowledge that members of these groups are often under-represented, exposed to prejudice and stereotyping, and suffer various disadvantages with our society.

Environmental Policy
Funding applications may need to be supported by a statement about the committee’s attitude to the issues of climate change and environmental protection. A policy statement and a list of procedures to be used in pursuit of the policy will suffice     

