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AGENDA of the Hamsey Parish Council as sole trustee of Beechwood Hall and Rural Park, registered charity number 206200 Beechwood Hall, Cooksbridge
Thursday 6th November 2025 at 7:15pm
 
	1
	Welcome and apologies.
	

	2
	Agree minutes of the meeting held on 24th April 2025.

	

	3
	Review of actions from the meeting held in 24th April 2025.

	

	4
	Finance
a) Financial reports (bank statements, budget versus actuals, review of accounts year to date).
	
RC

	
	b) Review of transactions to approve. 
	RC

	
	c) Review of processes and procedures – Any updates done, highlight any processes that need updating.

	MO/RC/Trustees

	
	d) Bookings update – for hall income
 
	MO

	5
	Compliance
a) Approve policies
Fire Safety Policy
Health and Safety Policy
Children and Vulnerable People Policy
Complaints Policy
Reserves Policy 

	

	6
	Hall Management
	

	
	a) Review of Feedback from bookers and any challenges or opportunities for improvements in operations and management
b) Website updates.
c) Feedback from the hall cleaner – things to consider or improve, any challenges with any bookers in relation to cleaning.
d) Any staffing issues.

	CH
MO


MO


CH

	7
	Maintenance and Improvements
	CH

	
	a) Gardening and park (including all outside areas) upkeep
· Outside toilet door
· New play equipment.
	

	
	b) Hall Maintenance
· Doors

	CH

	
	c) Improvements for approval

	

	8
	Events
a) Events in 2025/2026.
Theatre
Christmas
Easter
b) Youth Club
	CH



NO

	9
	Safeguarding
	CH

	10
	Date of next meeting Either the 5th or the 12th February
	



Action Log 

Action Log  
	April 2025 Meeting 
	Responsibility 
	Completed/Update 

	1 
 
 
	Change current and savings account to Lloyds Bank 
	RC 
	On going. All set up and just the remaining DDs to be transferred.  

	2 
	Switch over hall telephone to Hall paying 
	RC 
	Phone still in contract that will be costly to get out of. RC to contact Td’A. MO emailed Td’A.  Awaiting her action

	3 
	Review policies 
	RK 
	MO reviewed 

	4 
	Review Safeguarding policy 
	CH 
	MO reviewed

	5 
	Design feedback form and share with Cllrs 
	 
	MO doesn’t feel that it is needed. 

	6 
	Market weddings and use local Facebook page to promote weekly hall hire 
	 
	 MO and BJ

	7 
	Provide DB with electricity bill 
	RC 
	30 minute data 

	8 
	Investigate website usage 
	 
	 

	9 
	Ask KA to paint toilet doors.  
	NO 
	Quote received

	10 
	Purchase crockery 
	 MO
	All

	11 
	Arrange car boot sale dates 
	KMcB 
	 

	12 
	Resend budget 
	RC 
	 Yes

	13 
	Issue contract to Ella Clifford 
	CH 
	 Yes

	14 
	Purchase plastic jugs 
	CH 
	 Yes







Hall Manager’s Report
Financial Overview
The projected income for the 2025/2026 financial year is expected to exceed £23,047, compared to £22,775 from the previous year.
Hall Bookings and Activities
We now have a regular Tuesday morning class, and we recently trialled an upholstery course. However, due to limited interest, this may not continue. We have a new sound bath class booked for every other Friday evening in the new year. This seems to fit in well with the weddings booked.
We had an issue with a hirer cancelling at short notice.  They have another booking for January.  I have offered to advertise their course on the Community Facebook page and on the Beechwood Hall website page.  I am not confident this booking will go ahead.  I will speak with the hirer a month before the hire dates to ensure payment or cancellation. 
We have had BBJ cancel their Monday evening class without any notice.  I have advertised that we now have a Monday evening free for a regular weekly class.  
We have had to book time out of the calendar for Ella to clean.  The busier the hall gets the harder it is to fit in cleaning time. 
For 2026, we currently have ten weddings booked — 7 Gold, 2 Silver, and 1 Bronze package. The anticipated income for the 2026/2027 period stands at £17,678 so far.
An Open Day has been scheduled for Sunday, 4th January, inviting all 2026 wedding couples to revisit the hall. This will allow them to take measurements, ask questions, and discuss décor ideas. The aim is to reduce the number of individual revisit requests.
No further 2026 wedding bookings will be accepted. As I will be unavailable for a few of the 2026 wedding dates, it would be beneficial to have a local contact on standby to assist during those times.
There are already two confirmed Gold package weddings booked for 2027.
Marketing and Promotion
Most wedding enquiries come through Bridebook, an online wedding directory. I have uploaded over 20 photos and updated all pricing and hall details on the platform.
Two couples who married at the hall in 2025 kindly shared their photos and a video, which have been extremely useful in showing potential clients how the hall can be styled.
I have also advertised the venue on local community and wedding Facebook pages. However, it would be helpful to clarify whether this responsibility lies with me or the Marketing Manager, as Facebook activity seems to generate party bookings more than weddings.
I have turned down offers from Content Creators to use the hall for free for them to advertise on their socials for us.  


Hirer Relations and Feedback
Relations with our regular hall hirers remain positive. I have discussed storage in the upstairs room with all of them; each confirmed that their items are currently necessary, so freeing up additional space will not be possible at this stage.
After each one-off booking, I contact the hirer by email to request feedback and confirm their deposit return details. This process ensures any hall issues are promptly reported. So far, the only negative feedback has been regarding the projector.
Website and Online Booking
The Beechwood Hall website has been updated to include:
· A Frequently Asked Questions (FAQ) section
· A Recent Events page
· A revised pricing structure
· Links to recommended suppliers
Feedback on the website has been positive, with users describing it as clear and informative. However, some still find the online booking system challenging to use. I have uploaded a “how-to” video, but most new bookings still come via phone or email. This is not an issue, as it allows me to better understand their requirements and discuss clean-up expectations, while also building rapport with clients.
I regularly update the FAQ section whenever new questions arise and have added details such as hall dimensions and table sizes and quantities.
Issues
· Toilet seat in the ladies cannot be tightened. 
· Kitchen and toilet floors are impossible to clean. 
· The overflow parking should be offered to anyone having a large party or wedding. 
Forward Planning
· Tables: Not all tables are the same height, which makes setting up for weddings difficult. Replacement tables cost approximately £200 each (including VAT). Need to count how many that we have of each size. 
· Hall Flooring: Rachel and I have arranged for flooring contractors to inspect the lifting tiles. This seems to be a seasonal issue related to heat and may require attention in summer.
· Doors: A quote of £1,000 has been received from Kevin Ashdown for painting the doors. Confirmation is needed on whether we wish to proceed, and when this could be scheduled.
· Exterior Panelling: The wooden veranda panels are beginning to come away in several areas. Kevin has previously secured some sections but recommends replacement. There are also areas on the main building where panels are loose or damaged.
· Park and Grounds: Managing the three different park and garden contractors remains challenging.
· Barcombe Landscapes handle the field mowing — their work is good value, though communication is sometimes poor.
· Richard, who has replaced Fred, is doing well.
· Sarah manages the planting and garden areas.
Coordinating between all three can be difficult when priorities change regarding what needs mowing or maintaining.
Website Analysis
Overall Performance Summary (YTD 2025)
· Total Visits: 6.3K (+31% YoY)
· Unique Visitors: 3.8K (+13% YoY)
· Pageviews: 14K (+33% YoY)
· Bounce Rate: 53.28% (+4% YoY)
Traffic Growth & Engagement
✅ Visits up by 31% YoY:
This indicates strong overall growth — possibly due to improved SEO, content marketing, or campaigns driving new and returning users.
✅ Unique Visitors up 13% YoY:
New audiences are discovering the site, though at a slower pace than total visits. This suggests repeat visits are increasing, which is a good sign of retention.
✅ Pageviews up 33% YoY:
Engagement per session seems to be rising — people are exploring more pages per visit, showing higher content interest or better navigation design.
⚠️ Bounce Rate up 4% YoY:
Although modest, this rise could hint that some users are landing on pages not fully aligned with their intent, or mobile UX/load speed could be improved.
Monthly Visit Trends
· Peak Month: June (~875 visits) — possibly due to a marketing push, event, or seasonal interest.
· Lowest Month: February (~480 visits).
· Stable Range: Most months fluctuate between 600–700 visits.
· Recent Uptick: October shows recovery after a slight dip in Aug–Sept.
📈 Trend Insight:
Traffic follows a mid-year spike pattern, likely linked to a campaign cycle or product seasonality. The steady recovery in October suggests renewed interest or effective recent promotions.
User Behaviour Insights
· Average Visits per User:
~1.65 visits per unique visitor (6.3K / 3.8K) — moderate repeat engagement, could be improved with retention strategies (e.g., newsletters, loyalty incentives).
· Average Pageviews per Visit:
~2.2 pages per session (14K / 6.3K) — decent, but indicates room for UX optimization to encourage deeper exploration.
Key Recommendations
 Reduce Bounce Rate:
· Improve landing page load times and relevance.
· Optimize top-performing pages for user intent and clarity.
· Add internal links or CTAs to guide users deeper.
 Boost Engagement & Retention:
· Launch email re-engagement campaigns.
· Introduce personalized content recommendations.
· Use exit-intent popups to capture leads.
 Investigate June’s Peak:
· Identify which channels, campaigns, or keywords drove the June spike.
· Replicate successful strategies in upcoming periods.
 Monitor Channel Mix:
· Review “Traffic Sources” (not visible in this screenshot) to confirm where growth is strongest — organic, referral, or social — and double down on high-ROI channels.
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Fire Safety Policy

BEECHWOOD HALL AND RURAL PARK TRUST (the trust) relating to Beechwood Hall and Rural Park (the hall) have set out this Fire Safety Policy to ensure the health, safety and welfare of our employees, volunteers, contractors and hall users are considered at all times. Under The Regulatory Reform (Fire Safety) Order 2005 (“Fire Safety Order”), it is our legal and moral duty as a responsible trust to ensure we provide a safe and healthy environment and to ensure the safety and welfare of our employees, visitors, hall users and contractors at all times and as such we expect all staff to comply with this policy. 

The aim of this Fire Safety Policy is to ensure we manage fire risk to protect staff members, volunteers, contactors, hall users and hall premises, to meet requirements of the Health and Safety at Work Act 1974, the Management of Health and Safety at Work Regulations 1999 and the Fire Safety Order. The Fire Safety Order requires the hall to
· Implement a Fire Safety Policy to minimise fire risk
· Keep up to date records of our fire safety management practices
· Implement preventative action and procedures to reduce the risk of fire outbreak
· Provide means of escape for all staff, visitors and contractors
· Implement procedures that would control the spread of fire should it outbreak

Fire Safety Officer
The Company has assigned one member of the trust to be the Fire Safety Officer. This member of the trust is the person responsible for the safety of staff, visitors and contractors at all times. Their duties include:
· Ensure the overall wellbeing of staff, volunteers, visitors and contractors in relation to Fire Safety 
· Write and keep updated a Fire Safety Risk Assessment, a Fire Safety Policy, a Fire Safety Evacuation Procedures and all other documentation related to Fire Safety for the Company
· Ensure Beechwood Hall and Rural Park is compliant with all legal obligations expected of it
· Ensure that staff, volunteers, visitors and contractors have easy access to fire escapes
· Write and keep updated an Emergency Evacuation Plan for the hall and ensure it is displayed in prominent places throughout the hall premises
· Write and keep updated Personal Emergency Evacuation Plan's for individuals that may need assistance during an evacuation 

Fire Marshal
The Company have assigned a member of the trust with the role of Fire Marshal, who will report directly to the Fire Safety Officer for all Fire Safety matters. Their duties include:
· Ensure that all fire escapes, fire doors, emergency equipment, fire alarms and emergency lights are fully operational and maintained at all times 
· Ensure access to fire escapes, fire doors and emergency equipment is kept clear at all times
· Ensure all steps in the Fire Safety Evacuation Procedure are followed (including but not exclusively
· Ensure the Emergency Evacuation Plan for the hall is displayed in a prominent place on the hall premises, alongside the names of anyone assigned specific fire safety duties.
 
All visitors are responsible for the following:
· Reading the Emergency Evacuation Plan and in the event of a fire, following all the steps outlined in the Plan
· Participating fully in any fire drills
· Report any defective, missing or inaccessible fire emergency equipment to a Fire Marshal
· Report any inaccessible fire escapes or fire doors to a Fire Marshal 
· Move or remove any items that are preventing clear access to fire escapes or fire doors and/or report it to a Fire Marshal if it is not something they can personally deal with

The hall is responsible for the following:
· Implement high standards of fire safety to ensure the safety to all staff, visitors and contractors
· Ensuring the Emergency Evacuation Plan is practiced every 6-months
· Ensure staff and contractors are fully informed on any matter related to fire safety policy or procedure and informed of any changes made 
· Ensuring fire safety notices are displayed in accessible locations around the hall building providing instruction to staff, visitors and contractors on what to do if there is a fire 
· Ensuring fire doors are fitted throughout the building to control the spread of fire
· Ensuring fire exits are unlocked when the premises are occupied, tested on a weekly basis and they are in good working condition
· Ensuring fire emergency escape routes are free of obstruction
· Ensuring a fire detection and alarm system is professionally installed that is suitable for the hall premises. 
· Ensuring the fire detection and alarm system is tested regularly.
· Ensuring firefighting equipment is provided and maintained at all times. At a minimum, this includes fire extinguishers but may also include items such as sprinklers or fire blankets. Equipment servicing will be done by a trained professional according to the servicing scheduled outlined by the manufacturer
· Where required, emergency lighting is provided and tested according to the manufacturer's recommendations 
· 


FIRE SAFETY MANAGEMENT STRUCTURE
	The person with the overall responsibility for fire safety:-

Planning:         Structure of organisation
Organisation:  Setting objectives, policy and procedures 
Control:           Identify person responsible to tasks / actions
Monitoring:     Checks and the implementation of standards
Review:            Reviews of fire safety performance standards 
	Responsible Person:

Carolyn Henry


	
	Position:

Councillor


	
	

	The person with responsibility for fire safety risk assessment:

· Carrying out fire safety risk assessment
· Review of fire safety risk assessments
	Competent Person:

Marie Owen


	
	Position:

Hall Manager


	
	

	The person with responsibility for the maintenance programme:
 
1. Fire detection and warning system
1. Emergency lighting
· Escape routes
· Fire safety signs and notices
· Fire resisting walls, partitions and doors
· Firefighting facilities
· Electrical appliances and premises installations
	Competent Person:

Marie Owen


	
	Position:

Hall Manager


	
	

	The person with responsibility for developing and reviewing the premises Fire Safety Management Plan which details the procedures to be taken by all staff, visitors, members of the public, service users and all relevant person in the event of fire.
	Competent Person:

Marie Owen


	
	Position:

Hall Manager


	
	

	The person with responsibility for staff training:

· What to do in the event of fire
· What to do upon hearing the fire alarm
· Liaison with the fire service
· Emergency shut down procedures
· Firefighting arrangements 
· The reason for good housekeeping practices etc.
	Competent Person:

Carolyn Henry


	
	Position:

Councillor






This policy will be reviewed and revised at regular intervals and those changes will be brought to the notice of all our employees, volunteers and hall users. This policy will be reviewed annually by a responsible person or in the event of a change to legislation, government guidance or as a result of any change or event.

Adopted on behalf of the trust in July 2025	
Dated: July 2025		
Reviewed: July 2026



This policy has been approved by:	
	
Signed:  ........................................................………….....
Name:
Position:
Date:
	






🚨 Emergency Evacuation Plan – Beechwood Hall 
📍 Location Summary
The layout includes:
· Main Hall – primary function space.
· Kitchen – adjacent to the hall.
· Male & Female Toilets – accessible from the hall.
· Front Terrace – located at the front of the building.
· Canopy – sheltering front exits.

🛑 What To Do In An Emergency
1. Remain calm.
2. Activate the nearest fire alarm.
3. Evacuate immediately using the nearest safe exit route.
4. Proceed to the designated assembly point.
5. Do not re-enter the building until cleared by emergency services.

🚪 Escape Routes
1. Main Hall:
· Primary Exit: Use the rear entrance.
· Secondary Exit: Use the front exit via the External Terrace under the canopy.
2. Kitchen:
· Exit into the Main Hall and proceed to front or rear exits.
3. Toilets (Male/Female):
· Exit to the Main Hall, then evacuate via the front entrance or rear terrace.

📢 Assembly Point
· Designated Assembly Area: Playground zone beyond the existing fence line (as shown on plan).

🧯 Fire Safety Equipment Placement
· Fire Alarm Call Points: At all exits (front entrance, rear terrace).
· Fire Extinguishers:
· In the Main Hall (near entrances).
· In the Kitchen (away from cooking sources).
· Fire Exit Signage: Illuminated signs above each exit door.

👥 Roles & Responsibilities
· Fire Warden(s):
· Sweep all rooms (kitchen, toilets, hall) before exiting.
· Report to emergency services upon evacuation.
· Staff/Volunteers:
· Assist persons with reduced mobility or unfamiliar with the premises.
· Ensure doors are closed (but not locked) to slow fire spread.

✅ Safety Notes
· Keep exit routes clear at all times.
· Do not block access to fire extinguishers or alarm points.
· All electrical equipment must be turned off when not in use.
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HEALTH AND SAFETY POLICY STATEMENT 
BEECHWOOD HALL AND RURAL PARK TRUST (the Trust) relating to                                Beechwood Hall and Rural Park (the Hall) 
The Trust seeks through this document to carry out all statutory duties under the Health and 
Safety at Work etc. Act 1974, to prepare and keep revised a written statement of Health & 
Safety Policy, which is brought to the notice of all our employees, volunteers, contractors and Hall users. This general policy statement is the commitment of the Trust to comply with current health and safety legislation. 
It is the responsibility of the Trustees of the Trust, to ensure that the Hall environment is safe and without significant risks to health and safety and meets the appropriate statutory requirements. It is recognised that all employees, volunteers, contractors and Hall users have a vital role to play in the implementation and maintenance of the health and safety programme for the Hall premises. 
Our general policy is 
· To take the necessary actions to enable good standards of health and safety in this organisation; 
· Maintain safe and healthy working conditions; 
· Prevent accidents and cases of work-related ill health; 
· Provide adequate control of health and safety risks arising from activities in the Hall; 
· Ensure all employees are competent to undertake their tasks and to give them adequate training; 
· Provide sufficient information, instruction, training and supervision for all employees, volunteers and Hall users; 
· Ensure the safe storage, handling, use and control of hazardous/dangerous substances; 
· Provide and maintain safe plant and work equipment; 
· Engage and consult with employees, contractors, volunteers and Hall users as appropriate on health and safety conditions; 
· Provide advice and supervision as appropriate on occupational health issues; 
· Implement emergency procedures including evacuation in case of fire or other significant incident; 
· Ensure sufficient financial resources are available for health, safety and welfare requirements and contingencies.
· Any hirer/visitor to the hall who comes across any damage must report this immediately to the hall manager 
· All hirers/visitors to the hall must familiarise themselves with the hall plan
The following items are maintained and where appropriate reviewed regularly: 
· First Aid Box – Responsible person – Hall manager
· Risk Assessments – Responsible person – Hall manager
· Insurance – Responsible person – Hamsey Parish Clerk
· Information (including Hiring Terms and Conditions) for hirers – Responsible person – Hall manager
· Health and Safety Policy – Responsible person – Hall manager
· Information to contractors – Responsible person – Hall manager
· Fire check and precautions – Responsible person – Hall manager
· Accident reporting – Responsible person – Hall manager
Mitigation of Risk 
To mitigate risk the Trustees have taken the following steps: 
· To carry out a full risk assessment every two years or sooner if deemed necessary by the committee. 
· Ensure that there is a copy of the Health and Safety policy located in the hall. 
· Ensure that all hirers are made aware of the Health and Safety Policy and the Fire Evacuation Procedures (Appendix 1). 
Prevention of Fire 
The Trustees have appointed a Fire Safety Officer: Marie Owen. The purpose of this appointment is to reduce the risk and prevent a fire occurring. The Fire Safety Officer carries out the following activities: 
· A fire risk assessment (as part of the overall risk assessment) 
· Precautions to be put in place where necessary and where it is reasonable to do so 
· Ongoing checks of fire safety equipment, exits and alarms 
· Ongoing checks on emergency battery backup lighting 
Hazards that must not be used in the Hall are: 
· Flammable liquids and substances
· Electrical or other portable heating appliances 
Preventative and protective measures must be taken in accordance with the Health and Safety Policy as follows: 
· Smoking, E-cigarettes and vaping is forbidden inside the Hall 
· Inflammable substances must either be replaced or when this is impossible measures taken to control the risk
· Storage of combustible material near a source of ignition is not permitted
· Emergency exit and routes to them must be kept clear at all times
· Appropriate Fire Fighting Equipment is provided
· Fire Equipment is maintained and checked annually
· Others including hirers and volunteers have access to the Health and safety policy
· Ensure that there is statutory luminous signage above all emergency exit doors 
Important issues associated with health and safety in Beechwood Hall Working Alone 
Volunteers, hirers, contractors or workers should not work on the property if they are using ladders, chemicals or equipment that might pose a danger. In any event an assessment of risk should be made and appropriate steps taken to mitigate or eliminate such risks. A mobile phone and telephone number of someone who can administer first aid should be available. 
 
Children 
Minors under the age of 18 must be accompanied and adequately supervised by an adult at all times. It is the responsibility of hirers of the hall or carers of children using the Hall or Park to ensure adequate supervision at all times.  
Children under the age of 12 are not permitted in the kitchen. This is to avoid the risk of scalds, burns cuts and other injuries occurring. 
All users of the Hall must comply with the Hall’s Children’s and Vulnerable Person’s Policy available on the Hall’s website.  
Electrical safety 
The following must be adhered to: 
· Electrical appliances must not be left unsupervised when in operation; 
· Plug sockets must not be overloaded; 
· The user/hirer are responsible for ensuring that all electrical appliance brought on to the Hall’s premises meet safety standards as required by law; 
· Electrical equipment showing signs of damage, exposure of components, water damage etc. should not be touched or operated; 
· Users have a responsibility to ensure that all electrical appliances are shut off when leaving the Hall; 
· Trailing wires or cables are a trip hazard and should be taped down 
· Carry out Portable Appliance Testing (PAT) at least every two years.  
Housekeeping 
The Hall is cleaned and safety checked on a regular basis. However, every user has a responsibility to ensure that the Hall is left clean and tidy. The Trustees cannot guarantee that the Hall will be cleaned between each use. 
Hall users must remove all of their waste and recyclable items into the appropriate bins in the carpark. Any major spillage, damage or accident should be reported to the Hall Manager. Food, drink and perishable items must be taken away at the end of each hire. 
The paths outside and frontage of the Hall must be kept clear and free of litter. 
Noise 
Any form of music or entertainment must be kept to an acceptable level. Users should also be considerate when leaving the hall.  The Hall licence permits music to be played until 11pm only. 
Parking 
Parking outside the Hall is limited. Please do not obstruct driveways or block the road. Parking in the local area is carried out at the users’ risk.  
Accident Reporting Procedure  
Accident Report Forms are available in the kitchen. Employees, contractors, volunteers or hirers must record any accident occurring during use of the hall. To ensure that personal data is kept confidential, individual records are removed and held separately by the Secretary to the Trustees. The cause of accidents will be investigated so as to reduce the risk of reoccurrence. 
The following must be reported: 
· A Death  
· Any injury to person regardless of seriousness to the individual 
· A dangerous incident 
· Any occurrence where the emergency services (either Fire, Police or Ambulance) are called to assist. 
Hirers must report any accidents to the Hall Manager. 
In the event of an emergency, the nearest hospital is: 
Royal Sussex County Hospital 	 	 	         Urgent Treatment Centre
Eastern Road  	 	 	 	 	Victoria Hospital 
Brighton BN2 5BE  	 	 	 	Nevill Road, Lewes, BN7 1PE 
+44 (0)1273 696955  	 	 	           	 01273 474153/ 01273 66492
                                                                                     Open 8am-8pm, Seven days a week.
 The nearest A&E is located at The Royal Sussex County Hospital.	 	 	 	 	 	 	 
Insurance 
The hall is insured as follows: 
Policy number: LCO03262
Insurer: Clear Councils – Ecclesiastical 
 
Hiring Procedure 
All hirers or other users of the Hall must familiarise themselves with this Health and Safety Policy and Fire Risk Assessment. A hard copy of this agreement is located in the kitchen. 
 
  Appendix 1. Fire Evacuation Procedures 
IN CASE OF FIRE  
 
	  
  
	The hirer is deemed the “Responsible Person” and is designated the person in charge of the hall during your hire. 
 
It is advisable to make a note of the name of each person attending your event (see step 1. Roll Call). 
  

	1. 
	In the event of a Fire, the Responsible Person will instruct all persons to leave the building using the nearest available Emergency Exit and to muster together on the park as soon as possible a safe distance away from the Hall. 
A Roll Call should be taken. 
  

	2. 
	No matter how small the fire, CALL THE FIRE BRIGADE ON 999 
Give this address: Beechwood Hall, Beechwood Lane Cooksbridge BN7 3QG 
 

	3. 
	The Responsible Person should ensure that once the Hall is vacated, members of the public do not re-enter the building under any circumstances

	4. 
	On the arrival of the Fire Brigade, the Responsible Person should inform the Officer in Charge that a Roll Call has been taken and all persons are safe/there are missing persons. 
  

	5. 
	Attempts to extinguish the outbreak of the fire with the fire-fighting equipment within the Hall should only be attempted if it is considered safe to do so. If in any doubt, vacate the building immediately. 
  

	6. 
	If all the above steps have been carried out, the management committee must be informed. 
  

	7. 
	All incidents, however small, must be reported to the management committee. 
  


 
This policy statement will be reviewed and revised at regular intervals and those changes will be brought to the notice of all our employees, volunteers and Hall users. The policy will be reviewed annually by a responsible person or in the event of any changes to legislation, government guidance or as a result of any change or event.
Adopted on behalf of the Trust in February 2021.  
ALL HALL USERS ARE STRONGLY ADVISED TO OBSERVE THE CURRENT POLICIES AND PROCEDURES SET OUT IN THE TERMS AND CONDITIONS FOR HIRING THE HALL DETAILING HALL USE. COPIES ARE AVAILABLE AND CAN BE VIEWED ON THE HALL WEBSITE AT http://www.beechwoodhall.org
Dated:      	October 2025 
Review due: 	October 2026  
………………………………….. 	 	 	…………………………………… 
Chairperson					                         Hall Manager
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Beechwood Hall and Rural Park
Children and Vulnerable Persons Policy Statement
Context
All trustees, officers, and volunteers of the Beechwood Hall and Rural Park have a duty to safeguard vulnerable users of the hall and its grounds. They should respond to any concerns they may have regarding the physical, sexual, emotional, or psychological safety of a vulnerable person, or concerns relating to discriminatory or financial violation or exploitation. This policy is in place to protect all vulnerable persons regardless of gender, ethnicity, disability, sexuality, religion, or faith.
Principles
The welfare of the child or vulnerable adult is paramount and is the responsibility of everyone. All children and vulnerable adults, without exception, have the right to protection from abuse, whether physical, verbal, sexual, bullying, exclusion, or neglect. Bullying, shouting, physical violence, sexism, and racism towards children or vulnerable adults will not be permitted or tolerated.
Policy Statement
1. No trustee, officer, or volunteer will have unsupervised access to children or vulnerable adults unless they have been through the safe recruitment process and completed the introductory Child Protection or Vulnerable Adults Protection training.
2. All committee members and volunteers must be aware of this policy and the associated child protection and vulnerable adult issues. Introductory training will be offered and must be completed before taking on any relevant responsibilities.
3. All suspicions or allegations of abuse against a child or vulnerable adult will be taken seriously and dealt with promptly and appropriately. A clear record should be made and escalated as per the safeguarding procedure.
4. There will be a nominated and named Vulnerable Users representative to whom any suspicions or concerns should be reported. This person is:
Cllr Carolyn Henry
Email:  c.henry@hamseyparish.gov.uk
Phone: 07496 636176
5. The trustees will endeavour to keep the premises safe for use by children and vulnerable adults. A higher standard of safety will be maintained where small children, those unable to read safety notices, and physically disabled adults are involved.
6. It is the responsibility of the Hirer to ensure the protection of vulnerable adults using the hired premises. Hirers must ensure that all necessary Child Protection checks have been undertaken before hire commences. Hirers must sign the terms and conditions of hire acknowledging, inter alia, compliance with The Children Act 1989.
7. Trustees will require hirers to report any damage, breakages, or safety issues to the Hall Manager. The Hall Manager will then inform the appropriate people. These issues will be addressed as soon as practicable, with provisions to prevent access by children and vulnerable adults pending repair, where appropriate.
8. The policy will be reviewed annually in July and updated as appropriate.
9. The use of digital devices and access to the internet on the premises must be monitored by the supervising adult or Hirer. Any activity involving children or vulnerable persons online must follow safe digital practices, including restricted access and content filters where feasible.
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Complaints Policy

This policy outlines how complaints will be handled by Beechwood Hall & Rural Park, a charitable organisation committed to providing a welcoming, safe, and well managed facility for the local community.  We aim to resolve and issues fairly, promptly, and constructively. 

This policy applies to all users of the hall, including hirers, visitors, volunteers, and members of the public.  It covers concerns about the services, facilities, or conduct relating to the management and use of the hall and rural park. 
We welcome feedback, including complaints, as a way to improve our services.
Complaints will be treated seriously and handled with respect and confidentiality. 
We aim to resolve all complaints informally where possible and escalate only when necessary. 
We will ensure a fair and timely resolution process.

How to make a complaint
In the first instance, we encourage anyone with a complaint to contact the Hall Manager, who will try to resolve the issue promptly and informally.  This can be done via:  
Email: manager@beechwoodhall.org
Phone: 07596 924385
The Hall Manager will aim to respond within 10 working days.

If the matter is not resolved to your satisfaction, or is more serious in nature, you may make a formal complaint in writing to the Trustees.

Please include:
Your name and contact details
Details of the complaint (including dates, names, and relevant circumstances)
Any action already taken.

Formal complaints should be sent to:
The Chair of Trustees
Beechwood Hall & Rural Park
Beechwood Lane
Cooksbridge
BN7 3QG

We aim to acknowledge formal complaints within 7 working days and provide a full written response within 21 working days, following any investigation deemed necessary. 

In complex or unresolved cases, the complaint will be reviewed at the next available Trustee meeting, or sooner if urgent.  The Trustees may invite the complainant to a meeting to clarify any detail. 
The Trustees’ decision following this review will be final. 

This Complaints Policy should be read in conjunction with the Children and Vulnerable Persons Policy. Complaints that raise concerns about the safety or wellbeing of children, young people, or vulnerable adults will be addressed in line with safeguarding procedures. Where appropriate, such concerns will be referred to the designated safeguarding lead and may be escalated in accordance with statutory safeguarding guidance and protocols.

Complaints specifically concerning the conduct or actions of the Trustees should be directed to the Charity Commission. Such complaints fall outside the scope of this internal complaints policy and should be addressed through the appropriate external regulatory channels to ensure transparency and accountability at the governance level.

All formal complaints will be recorded and retained securely by the Trustees for a minimum of three years.  This included the nature of the complaint, actions taken, and outcomes.

This policy will be reviewed annually by the Trustees to ensure its effectiveness and updated as necessary.

Date Adopted:
Review Date:
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Reserves Policy

The purpose of this reserves policy is to ensure the financial stability and sustainability of Beechwood Hall & Rural Park by maintaining a minimum level of reserves.  This policy outlines how reserves will be manager and monitored to support the ongoing operation and future development of the organisation. 

Beechwood Hall and Rural Park will maintain a minimum reserve of £5,000 at all times. This reserve is intended to provide a financial safety net for unforeseen circumstances, ensuring that the organisation can meet its ongoing obligations even in the event of unexpected financial challenges. 

Any funds held in reserve beyond this minimum level may be considered for investment. All investments will be made with a low-risk approach to safeguard the organisation’s assets.  The primary objective of any investment will be the preservation of capital, followed by liquidity and income generation.  More likely, funds will be held in the organisation’s deposit account with either Santander Bank or Lloyds Bank.

The management and monitoring of the reserves and associated investments will be the responsibility of the organisation’s appointed accountant. The accountant will provide regular financial reports to the trustees, ensuring full transparency and compliance with this policy. 

This policy will be reviewed annually by the trustees to ensure that the reserve level and investment strategy remain appropriate to the organisation’s financial needs and risk profile. 

Date Adopted:
Review Date:
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