
 

1951 – 2021 - 7oth Anniversary 

 Reflecting on our past – Planning for your future 

 

Minutes of the Governance Sub-Committee Meeting held on Tuesday October 27th 2021 at 6:30pm 

at West Dene Bradford Road Sherborne 

Attended by Mrs Fiona Hartley (Hon Sec and Chair of Governance Sub-Comm), Cllr Jill Warburton 

(Vice-Chairman of the Friends), Mr John Thompson (Treasurer), Mr Peter Neal (Trustee), Mrs  

Amanda Whitlock (Trustee for Friendship designate) and Mrs Linsley Withers (Administrator) 

No apologies were received as all present. 

Mrs Hartley warmly welcomed Mrs Whitlock a new Trustee recently elected at the Annual General 

Meeting.  All present shared their own welcomes. 

2. Documentation Annual Reviews: 

• Volunteer Handbook 

• Mrs Hartley indicated that the handbook contained both essential and very 

useful information for all volunteers but suggested that some re-ordering of 

the contents might be appropriate. . Most important/must read sections first 

followed by lesser important/should read sections following.  She will send 

her suggestions to Mrs Whitlock and Mrs Withers for review. 

• Mrs Whitlock will also set up some training sessions for our Volunteer 

Helpers and Collectors to go through the Handbook with them. 

• Food Safety and Natasha’s Law 

• Cllr Warburton presented a briefing paper on Natasha’s Law and the 

implications for charities. Discussion occurred on what is legally required if 

food is catered for a Friends’ function. Cllr Warburton proposed that a 

combination of signage making customers aware that some foods may 

contain allergens  and highlighting those that might be present should 

posted at the venue during functions. Mr Neal seconded and all present 

agreed. 

• Cllr Warburton also proposed to recommend at the December Executive 

Committee meeting the Guidelines for Food Handling be adopted as part of 

their annual review. Mr Neal seconded and all present agreed. 

• Diversity Policy 

• Cllr Warburton shared some revisions to the previous Diversity and Inclusion 

Policy that simplified it. She proposed to recommend this at the December 

Executive Committee meeting to be adopted as part of their annual review. 

Mr Neal seconded and all present agreed. 



• Cllr Warburton also shared last years Statement of Progress: How we have 

met our Equality Duty. She will update this for consideration at the 

December Executive Committee meeting. 

 

• Risk Management 

• Mr Thompson led discussion on the Risk Management Policy.  Mrs Withers 

was asked to make several minor changes to grammar/spelling errors and 

change the dates throughout the document. 

• Discussion occurred on the following points 

1. Page Two Box 2 Point 3 

What would be a disaster for the charity that would require a 

recovery plan?  (Reputation, Financial and actions by DHCT were all 

raised.) No such recovery plans are currently in place. 

2. Risk Category 1 Governance Loss of a Key Individual 

It was pointed out that currently there are insufficient handover 

folders. Some people are doing this on an ad hoc basis but there is 

no system in place. 

3. Risk Category 3 Financial Reserves Policy 

Conversation occurred as to whether there is a Reserves Policy. Both 

Mr Neal and Mrs Withers believe there are minuted reference to 

maintaining a reserve of £500,000. Mr Thompson offered to draft a 

proper policy for consideration by the Executive Committee. 

4. Risk Category 3 Financial Investment Policies 

Mr Thompson recently came across some papers from the previous 

Treasurer, Mr Gordon McAndrew, with very detailed investment 

guidelines that are much more in depth than our current policy. He 

offered to rewrite this for consideration by the Executive Committee. 

Mr Thompson proposed to recommend the Risk Management Report for 

consideration at the December Executive Committee meeting.  Mrs Hartley 

seconded and all present agreed. 

• Risk Assessments 

• Mr Neal shared the current Risk Assessments. Mrs Withers was asked to 

ensure the term Helper was used throughout as well as removing specific 

names and inserting titles in their place. 

• Mr Neal proposed to recommend the Risk Assessments for consideration at 

the December Executive Committee meeting. Mrs Hartley seconded and all 

present agreed. 

• Helper Agreement 

• Mrs Whitlock felt we should include that hard copies of policies mentioned 

should be available on request as not all volunteers are comfortable 

accessing these on-line. 

• Mrs Whitlock proposed to recommend the Helper Agreement for 

consideration at the December Executive Committee meeting.  Cllr 

Warburton seconded and all present agreed. 

2. Succession Planning 



• Mrs Withers was asked to share the upcoming needs of the Executive Committee for 

2022. These include the following roles that will become vacant at the 2022 AGM 

o Chairman 

o Chair of MCT Committee to replace Tony Meehan  

o Trustee to replace Peter Neal 

o Trustee to replace Liz Turnbull 

o Trustee or Advisor Events Coordinator 

• Mrs Withers was asked to set up a meeting of the Succession Planning Group to 

begin this process in early January.  It was suggested Mrs Hartley, Cllr Warburton, 

Tony Meehan, Mrs Withers and Mr Peter Neal should be in this group.  

3. Timings and Structure of Governance Sub-Committee Meetings 

• Mrs Hartley opened discussion on the merits of individuals reviewing fewer overall 

documents and sharing their findings at the meeting.  Overall, this was welcomed by 

all present.  This may not work well with some of the more complicated policies. We 

will continue to watch how this works in the future. 

• It was determined that Tuesday evenings are generally a good time for those present 

to meet.  Mrs Withers was asked to put forward dates for 2022. 

 

4. Trustee Handbook 

• Mrs Withers will be giving Mrs Hartley, Mrs Whitlock, and Mr Parkinson their Trustee 

training on November 3rd.   

• Mr Thompson thought a year’s worth of Minutes of the Executive Committee should 

be part of the Training Book.  Mrs Withers explained that currently she only includes 

the minutes of the most recent meetings but will add the three previous ones as 

requested. 

• It was suggested that all of this information should be available to Trustees only via 

our website with a password.  Mrs Withers to work with Mr Baker to investigate if 

this can be achieved. 

• It was also suggested that all policies and documents should have a reviewed date on 

them. 

 

5. Reports for the Executive Committee 

• At the September Executive Committee meeting some Trustees voiced concern over 

the number of reports presented in the bundle.  It was suggested that Mrs Withers 

circulate all Minutes of Sub-Committee to all Trustees following each Sub-Committee 

meeting. Should Trustees have any queries they can voice their concerns at the 

Executive Committee meeting. 

6. Minutes of the Last Meeting 

• Mrs Hartley and Cllr Warburton brought up three items concerning the Constitution 

• Nominations for positions on the Executive Committee needs reviewing. We 

followed the Charity Commissions advice of interviewing candidates prior to 

the AGM but our Constitution allows for nominations on the day. There is 

some mismatch between the Recruitment and Selection policy and the 

Constitution. 

• Also requiring reconsideration is our current Out of Committee voting 

system which demands a unanimous decision by ALL Trustees.  



• Currently the President is not considered a Trustee, but concern was 

expressed that the current postholder does not know this.  It was 

recommended that the Chairman discuss this with the President. 

• Mr Thompson proposed the Minutes of the meeting held on July 27th were a true 

and accurate record. Mr Neal seconded and all present agreed. (Mrs Whitlock 

abstained as she was not at the meeting) 

 

7. Any Other Business 

• Cllr Warburton expressed the groups thanks to Mrs Hartley for hosting the meeting 

and chairing the meeting for the first time.  All present agreed. 

 

 

 

ACTION POINTS: 

1.a. AW/LW    Revise Volunteer Handbook layout 

 AW  Set-up Training for Collectors and Helpers 

1.c. JW  Update Statement of Progress: How we met our Equality Duty by Nov 19th 

 FH  Review JW submission of updated Statement of Progress by Nov 26th 

1.d. LW  Revise Risk Management report with errors + comments agreed by Nov 19th 

 FH  Review LW updated Risk Management report by Nov 26th 

1.d.3 FH  Establish a system of Handover Notes/Folders 

1.d.4 JT  Draft a Reserve Policy 

1.d.4 JT  Revise current Investment Policy  

1.e LW  Revise Risk Assessments with Titles and Dates by Nov 19th 

 FH  Review LW updated Risk Assessments by Nov 26th 

2.f LW  Revise Helper Agreement by Nov 19th 

 FH  Review LW updated Helper Agreement by Nov 26th 

3            LW  Set up Succession Planning Meeting in December for early Jan 

4.  LW  Suggest dates for GSC during 2022 

5. LW  Add Minutes of Exec Comm one year to Trustee Training Books 

 LW/NB  Investigate password protected area on website to Trustees only 

7 FH  Set-up a Constitution Revision Group with JT and PN 

 

 



 

 

 

 

 

 

 

 


