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Normandy Village Hall Trustee Policy
1. Introduction
Normandy Village Hall (NVH) is run by volunteers who serve as Trustees of the charity. The Trustees play a vital role in the governance, operation and ongoing development of the hall. This policy sets out how Trustees carry out their voluntary roles, how they are supported, and the responsibilities they hold as the hall’s management committee.
This policy applies only to Trustees, as they are the sole volunteers involved in the running of Normandy Village Hall.
2. Our Commitment to Trustees
Normandy Village Hall will:
· Treat all Trustees fairly, respectfully and without discrimination
· Provide a safe and welcoming environment in which Trustees can carry out their duties
· Ensure Trustees understand their roles and responsibilities
· Provide appropriate guidance, information and support
· Recognise and value the contribution Trustees make
· Handle Trustee information in line with data protection law
· Ensure safeguarding responsibilities are understood and followed
Trustees are volunteers and do not have a contract of employment. However, NVH aims to apply good practice in volunteer and governance management.
3. Trustee Roles
Trustees support the hall in a range of ways, including:
· Overseeing governance and compliance
· Managing bookings, finances and administration
· Supporting community use of the hall
· Carrying out or overseeing maintenance and safety checks
· Leading on specific operational areas such as safeguarding, facilities, funding or policy review
Each Trustee will be given a clear description of their role and responsibilities.
4. Recruitment and Induction
Trustees are appointed in line with the NVH Constitution. All Trustees will:
· Receive information about the hall and its policies
· Be made aware of safeguarding responsibilities
· Receive any necessary safety or compliance guidance
· Know who to contact for support within the committee
Trustees will not be asked to take on tasks beyond their skills or comfort level.
5. Health, Safety and Safeguarding
Trustees must:
· Follow NVH’s Health & Safety Policy
· Report hazards or incidents promptly
· Follow safeguarding procedures and report concerns immediately
· Use equipment safely and responsibly
NVH will provide any necessary safety information or training.
6. Expenses
Trustees may claim reasonable out‑of‑pocket expenses with prior agreement from the Treasurer. Receipts must be provided.
7. Problem Solving
If issues arise, NVH will:
· Discuss the matter with the Trustee
· Try to resolve concerns informally
· Take appropriate action if behaviour or conduct breaches hall policies
NVH reserves the right to ask a Trustee to step down where necessary and in accordance with the Constitution.
8. Data Protection
Trustee information will be stored securely and used only for hall administration. Trustees have the right to access, correct or request deletion of their data.
9. Roles and Responsibilities of Trustees
Trustees are volunteers who hold legal responsibility for the governance and management of Normandy Village Hall CIO. Their key responsibilities include:
a. Governance and Leadership
· Ensuring the hall is run in line with its Constitution and charity law
· Setting strategic direction and priorities
· Ensuring policies are in place, up to date and followed
b. Financial Oversight
· Managing the hall’s finances responsibly
· Approving budgets and monitoring expenditure
· Ensuring proper financial controls are in place
c. Compliance and Legal Duties
· Ensuring the hall complies with: 
· Charity Commission requirements
· Health & Safety legislation
· Data protection law
· Safeguarding responsibilities
· Licensing and insurance requirements
d. Safeguarding
· Promoting a safe environment for all users
· Ensuring safeguarding policies are implemented and reviewed annually
· Reporting concerns appropriately
e. Operational Oversight
Trustees take on specific roles, such as:
· Chair – provides leadership, chairs meetings, oversees governance, manages records, minutes and compliance paperwork
· Treasurer – manages finances, banking, payments and reporting
· Policy Lead – responsible for ensuring policies are implemented, monitored and reviewed.
· Bookings Secretary (currently a paid role) – manages hall bookings and communication with hirers
· Hall Manager – responsible for the day‑to‑day running of the building, including opening and closing the hall, issuing and collecting keys, and carrying out regular checks to ensure the premises are safe, clean and well‑maintained. They also oversee contractors, report faults, and support hirers with any building‑related issues.
· Facilities Lead – oversees maintenance regime and compliance with health and safety 
· Funding Lead - identifies grant opportunities, prepares funding applications, and gathering the information needed for bids.
· Designated Safeguarding Lead– oversees safeguarding practice and reporting
f. Representation and Communication
· Acting as ambassadors for the hall
· Engaging with the community and hall users
· Responding to enquiries and concerns
g. Collective Responsibility
Trustees make decisions collectively and share responsibility for:
· Risk management
· Policy review
· Long‑term planning
· Ensuring the hall remains financially and operationally sustainable
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