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Policy Document No. 2: MEETINGS POLICY 

1.   Types of Meetings 

• Ordinary Meetings of the Committee will be held bi-monthly, generally in January, March, May. July, 

September, and November. Additional Ordinary Meetings can be called either by the Chair or any two 

Trustees giving seven days’ notice to the rest of the Trustees and details of the reason for calling the 

additional meeting. 

• The Annual General Meeting will be held in May, each year, or as soon as practicable thereafter. 

• An Extraordinary Meeting may be called at any time by the Trustees, and must be arranged if Trustees 

receive a written request signed by not fewer than ten eligible residents living in the area of benefit. Any 

request must state the reason for calling the Extraordinary Meeting and the meeting must be held within 

21 days of the request being received. The meeting shall only deal with the business stated in the 

request. 

• Emergency General Meetings will be held as required and specifically to manage the business affairs of 

the Village Hall if the minimum number of Trustees has dropped to six or below. 

2.   Notice of Meetings 
 
Seven days’ notice of any Ordinary Meeting, the Annual General Meeting, an Extraordinary Meeting or an 
Emergency General Meeting must be given. Notice of any meeting must be posted in appropriate locations 
throughout the area of benefit on notice boards and in appropriate publications or social media pages. 
 
3.   Agenda and Procedures for Meetings 

3.1   Annual General Meeting (AGM) 

• The Chair shall conduct the meeting. 

• The Vice Chair shall conduct the meeting in the absence of the Chair. 

• The order of business shall be: 
- Attendance and apologies 
- Declaration of any Conflict of Interest 
- Minutes of the last AGM. 
- To receive the Chair’s Annual Report to Committee - an account of its work and activities in the 

preceding year. 
- To receive the Treasurer’s Report for the past year, including the Statement of Accounts (subject to 

Independent Examiner’s report) 
- Election of Trustees. 
- Election of Officers (Chairperson/Vice Chairperson; Treasurer/Deputy Treasurer; Secretary,   

Minutes Secretary, Bookings Administration/Assistant Bookings Administrator. 
- Finance Reports for coming year 

   -  Outline Budget for the following year. 
   -  Note the financial position, future forecasts and financial risks. 
   -  Approve the level of reserves and how they are held. 
   -  Approve appointment of the Independent Examiner for the year ahead 
   -  Agree the cleaner’s financial contract and any Christmas bonus. 
   -  Approve the updated Asset Register. 
   -  Review of Hire Charges for the year ahead 

- Review of Constitutional & Operational Matters 
          -  Constitution and Charitable Purpose 
          -  Key documents and policies  
          -  Confirm lead Trustees for Safeguarding, Health & Safety and Data Compliance (GDPR). 
- To receive the Bookings Administrator’s Report 
- Any other business of which due notice has been given. 
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3.2    Ordinary Committee Meetings 

• The Chair shall conduct the meeting. 

• The Vice Chair shall conduct the meeting in the absence of the Chair. 

• In the absence of the Chair and Vice Chair, the meeting shall elect a member to conduct the meeting. 

• The order of business shall be decided by the Secretary in consultation with the Chair and Treasurer 
and will take the form of a written agenda which shall always include: 
- Attendance and apologies. 
- Declaration of any Conflict of Interest 
- Minutes of the previous meeting and Matters Arising. 
- Treasurer’s report including details of income and expenditure since the last meeting. 
- Booking Administrator’s Report. 
- Hall Management and Checklists 
- Items for Decision and Information 
- Any Other Business 
- Date of next meeting 

 
3.3   Extraordinary Committee Meetings 
 

• The Chair shall conduct the meeting. 

• The Vice Chair shall conduct the meeting in the absence of the Chair. 

• The only item for consideration will be the matter that caused the meeting to be called. 
 
3.4   Emergency Meetings 
 

• The Chair shall conduct the meeting. 

• The Vice Chair shall conduct the meeting in the absence of the Chair. 

• In the absence of the Chair and Vice Chair, the meeting shall elect a member to conduct the meeting. 

• Thereafter, the meeting will be conducted in the same way as an Ordinary Meeting. 
 
4.   Quorum 
 
To form a quorum, one third of all Trustees (ie four) must be present at all times during the meeting. If a quorum 
cannot be established, the meeting can continue but no decision can be taken in the absence of votes. 
 
5.   Voting 
 

• Trustees will have a single vote and decisions shall be made by a simple majority of those present and 
voting.  

• The person chairing the meeting may exercise a second or casting vote if there is an equality of votes 
cast. 

 
6.   Minutes 
 
Minutes showing resolutions and decisions, shall be kept on file and made available on the Village Hall pages 
of the village website. 


