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CHEPSTOW DRILL HALL MANAGEMENT COMMITTEE  

MINUTES OF MEETING 

MONDAY 12 APRIL 2021 18.00 

VIRTUAL MEETING VIA ZOOM 

ATTENDEES 

Ned Heywood Chairman and town councillor 
representative 

Derek Shottin Representing U3A 

Angela Middleditch Volunteer Chris Penrose Volunteer and representing 
Chepstow Society 

Anne Davies Volunteer Kevin Allen Representing ChAOS 

Anne Rainsbury Volunteer and representing 
Chepstow Museum 

Nicky Bailey Volunteer 

John Burrows  Treasurer Ian Smout Assistant treasurer 

Paul Pavia Councillor Hilary Lodge Meeting secretary 

 

Thank you to U3A for letting the meeting use their Zoom subscription. 

 

Before the meeting commenced, a minute’s silence was held in memory of His Royal Highness Prince Philip, Duke of 

Edinburgh. 

 

Ref Note/Action By When Who 

1.0 Apologies   

1.1 Apologies from Louise Best, Tom Kirton, David Rock. 
The meeting was quorate. 

  

2.0 Minutes of last meeting   

2.1 There were no comments on the minutes of the 1 March 2021 meeting that 
were sent out by email on 3 March 2021 

  

3.0 Discussion Items   

 a. Declarations of personal interest   

3.1 There were no declarations of personal interest.   

 b. Meeting to note   

3.2 The public liability insurance has been renewed on the same terms as 
previously i.e., with no business continuity insurance. 

  

3.3 The discounted rate for the rest of 2021 for short (1-3 hour) weekday 
daytime hires has been accepted and Chepstow Town Council (CTC) website 
information on Drill Hall hire charges has been updated.  Hirers will also be 
notified.  

  

3.4 The lone working policy, lone working risk assessment and manual handling 
risk assessment have been accepted.  There was discussion of the need for a 
longer ladder to reach some of the stage lighting and the projector screen 
motor.  The meeting agreed the purchase of a longer ladder (costs quoted 
around £500).  Ned Heywood, Kevin Allen to confirm ladder requirements 
and action purchase. 

30/4/21 Ned 
Heywood/Kevin 
Allen 

 c. Finances   

3.5 John Burrows confirmed that the current financial position is satisfactory as 
grants received during 2020/21 financial year have more than covered 
outgoings.  However, the situation will change during this financial year as 
income will be substantially reduced. 

  

 d.  Cleaning/sanitisation/room layout   
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3.6 The cleaning/sanitisation/room layout paper was discussed point by point. 
Where there was discussion please see below and also the updated paper 
circulated with these minutes. 
Where there was agreement with little/no discussion this is reflected in the 
updated paper circulated with these minutes 
Note, the item numbers below refer to the paper discussed at the meeting. 
The numbering has been changed in the updated document. 

  

3.7 Item 1.4. There was discussion of whether to charge a security deposit on a 
regular basis.  Due to the admin involved it was agreed that a security deposit 
should only be charged for events where there is a higher likelihood of issues 
e.g., late night parties. 

  

3.8 Item 1.4. It was noted that the current charging scheme does include 
additional charges if the hall is not left in a clean and tidy state.  The meeting 
agreed that if this occurs, the caretaker should take photographic evidence 
and charges to cover the additional cleaning time should be added to the 
invoice. 

  

3.9 Item 1.4. There was discussion around waste and recycling bags.  The 
meeting agreed that we should ensure hirers are aware that they need to 
remove waste bags or they will be charged £2.50 per bag and that more than 
2 red/purple bags in total will be charged at 65p per bag. 

  

3.10 Item 1.5 The meeting noted that as soon as the hall re-opens, the caretaker 
cannot remain on full furlough.  Flexible furlough, which can change on a 
weekly basis will need to be invoked. 

  

3.11 Item 1.6. The meeting agreed that monthly deep cleaning activities should be 
carried out by a professional cleaner.  This should include key areas every 
month such as the toilets plus rotating through other areas of the hall.  

  

3.12 Item 1.7. The meeting discussed cleaning/sanitisation activities by volunteers 
classed as at higher risk from COVID-19/extremely clinically vulnerable.  It 
was agreed that the situation has changed since 2020, for example, with the 
vaccination programme.  It was agreed that there is no 
expectation/requirement for volunteers to carry out cleaning/sanitisation 
activities but it is up to the individual to make their own decision.  However, 
the DHMC would advise that volunteers who are clinically extremely 
vulnerable should not carry out these activities. 

  

3.13 Item 2.3. The meeting agreed to restrict use of the fogger to the caretaker 
and volunteers who have been trained.  There was concern over letting hirers 
use the device.  

  

3.14 Items 2.5 and 2.10. The meeting discussed whether sanitisation should be 
carried out before the start of a hire, after a hire or both.  There was a range 
of views between sanitisation being the responsibility of the hirer (as at St 
Arvans hall) and the Drill Hall being responsible to ensure protection of all 
those using the hall including contractors and volunteers between hires. 

  

3.15 Items 2.5 and 2.10. It was agreed that sanitisation using the fogger should be 
the responsibility of the Drill Hall before and after each hire.  A hirer may 
carry out additional sanitisation e.g., use of sanitising spray on touch points, if 
they wish. 

  

3.16 Section 2.11. It was agreed that the fogger should be used to sanitise before 
and after hires regardless of time gaps between hires. 

  

3.17 Section 2.12. The decision in 3.15 that the Drill Hall should carry out fogging 
before and after each hire will also apply to Drill Hall events.  (Since 
volunteers usually unlock/lock up for Drill Hall events, volunteers will be 
responsible for fogging before and after unless there is a change of practice in 
this area.) 

  

3.18 Section 2.6. The meeting agreed that those carrying out cleaning/sanitisation 
are not required to complete a checklist. 
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3.19 Section 2.13.  The meeting accepted that a minimum time between hires for 
cleaning/sanitisation may mean we have to turn down bookings occasionally. 

  

3.20 Items 3.3.  It was agreed that hirers should not be responsible for bulk moves 
of furniture because of potential issues e.g., claims related to injuries, 
damage to furniture/building fabric 

  

3.21 All to review the updated cleaning/sanitisation/room layout document and 
provide any comments to Hilary Lodge by 30 April 2021 otherwise the 
document is deemed to be accepted.  

30/4/21 All 

 e. Re-opening   

3.22 No discussion   

 f. Upgrade of booking system   

3.23 The meeting agreed that Hilary Lodge and Ian Smout should investigate 
booking systems as the current system is very old. 

  

3.24 Action should be taken to ensure that the current booking system data is as 
secure as possible. 

30/4/21 Ned Heywood 

 g. Review of bar prices   

3.25 No discussion   

 h. Status of the Drill Hall Management Committee and community asset 
transfer (CAT) 

  

3.26 It was agreed that any member of the DHMC can submit personal comments 
to the CTC CAT working party.  The CTC CAT working party should view any 
comments received as personal except those submitted by the DHMC 
secretary as a formal submission following discussion at a DHMC meeting. 

  

4.0 Activities   

 a. Activities over last period   

4.1 No discussion.   

 b. Any future activities that require discussion   

4.2 No discussion.   

 c. Hirer comments   

4.3 No comments received by the secretary.   

5.0 Volunteers   

 a. Volunteer numbers/workload including 
additions/resignations/temporary withdrawals 

  

5.1 No discussion.   

 b. Volunteer training   

5.2 No discussion.   

 c. Volunteer communications   

5.3 No discussion.   

6.0 Issues/risks   

 a. New issues/update on existing issues   

6.1 No discussion.   

 b. New risks/update on existing risks   

6.2 No discussion.   

7.0 Open actions update   

7.1 No discussion.  See section 8 below for updates   

 Actions closed since last meeting   

7.2 No discussion.  Unless comments on actions notified as closed with the 
agenda are received before 30/04/21 it is assumed the closure of these 
actions is accepted. 

30/04/21 All 

8.0 Any other business   

8.1 Nicky Bailey raised a request to consider purchase of a cheap pay as you go 
phone to facilitate communication with David Rock.  The meeting agreed to 
the purchase.  Nicky to confirm with David whether he is prepared to accept 
and use it. 

31/5/21 Nicky Bailey 
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The meeting closed at 19.30. 

Summary of decisions 

Item 3b It was agreed to purchase a longer ladder. 

Item 3d It was agreed that the Drill Hall will be responsible for sanitisation before and after hires.  This will 
be carried out by use of the fogger. 

Item 8 It was agreed to purchase a pay as you go mobile phone for David Rock if he is prepared to accept it. 
 

Hilary Lodge 16/04/21  

9.0 Date of next meeting   

9.1 Monday 10 May 2021 18.00. 10/05/21 All 
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APPENDIX 4 ACTIVITIES 
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APPENDIX 6 OPEN ISSUES AND RISKS 

Issue Id 
Issue 

Description 
Impact Assessment 

Owne
r 

Rating Actions being taken to resolve issue 
Action 

Due Date 
Action 
Owner 

Action Notes 

I009 

Health and 
safety/fire safety 
audits identified a 
number of action 
points including 
some items that 
should be 
rectified within a 
month 

Financial impact where 
physical work required to 
rectify items 
Additional work for caretaker 
/volunteers/management 
committee to ensure 
compliance with 
requirements 

DHMC
/CTC 

9 

4/3/19 HL Issue being raised at DHMC 
meeting on 19/3/19.  Proposal that DHMC 
appoint subgroup to ensure compliance with 
requirements. Spreadsheet of proposed 
action produced 

19/03/19 DHMC 

5/4/21 HL update 6 actions still in 
progress  
19/2/21 HL update 10 actions still in 
progress. 
1/11/20 HL update 14 actions still in 
progress, 35 closed 
13/7/20 HL update 18 actions still in 
progress, 31 closed 
31/5/20 HL update 20 actions still in 
progress, 29 closed 
24/4/20 HL update 21 actions still in 
progress, 27 closed. 
21/1/20 HL update 26 actions still in 
progress, 22 closed.10/8/19 HL update  
31 actions still in progress, 17 closed.  
11/4/19 HL update.  Meeting held.  
Actions in progress. 
21/3/19 HL update  Hilary to arrange 
meeting of subgroup to review and 
progress actions. 

I012 

The Covid-19 
lockdown has 
caused the total 
shutdown of the 
Drill Hall and 
potential, long 
term social 
distancing 
requirements 
could severely 
impact the future 
of commercial 
hirings and Drill 
Hall activities 

Virtually complete loss of 

income for over 7 months, 

major reduction in income 

for at least another 2-3 

months and potential 

ongoing reduction in income 

from hires, Drill Hall events 

and bar for many further 

months could result in the 

Drill Hall making a loss 

during the 2020/2021 

financial year and with 

potential impacts into the 

2021/2022 financial year. 

 

The current operating model 

for the Drill Hall may no 

longer be valid if the public 

do not return to social 

events at the same levels 

even after social distancing 

advice is removed. 

DHMC 
9 

 

1/11/20 HL update.  Actions to obtain 

financial relief carried out.  

28/7/20 HL update.  DHMC COVID meeting 

held 27/7/20 at which outline schedule for re-

opening agreed.  "Shopping list" for CTC to 

be produced 

13/7/20 HL update.  Paper by Nicky Bailey to 

be presented to DHMC on 20/7/20 with 

proposal that separate meeting held solely to 

discuss COVID-19, and that COVID safety 

officer appointed who is member of DHMC 

8/6/20 Paper by H Lodge presented to 

DHMC which agreed to creation of sub 

group in conjunction with CTC 

24/4/20 Sub group of Ned Heywood, John 

Burrows, Derek Shottin, Ian Smout, Hilary 

Lodge created to review financial situation 

and report back to the committee prior to the 

next scheduled committee meeting on 8 

June 2020. 

 

22/05/20 
DHMC 
sub 
group 

1/3/21 HL update.  John Burrows 
financial report has confirmed that Drill 
Hall likely to be in surplus at end of FY 
thanks to grant awards.  The situation 
will be much harder in 21/22 FY 
1/3/21 HL update.  Non-domestic rates 
grant awarded 
19/2/21 HL update.  Non-domestic rates 
grant probably worth £3k applied for. 
1/11/20 HL update.  £10K grant 
awarded.  Business rates relief awarded.  
Caretaker placed on furlough scheme.  
CTC grant application for 2020/21 
submitted. 
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Issues closed since last meeting 

Issue Id Issue Description Impact Assessment 
Owne

r 
Rating Actions being taken to resolve issue 

Action Due 
Date 

Action 
Owner 

Action Notes 

No issues closed since the last meeting 

Appendix 6b New risks raised since the last meeting 

Risk Id Risk Description Impact Assessment Date when risk 
would be 
realised 

Rating Risk Mitigation Plan Action 
Owner 

Action Notes 

R025 The Drill Hall booking system 
is based on an unsupported 
version of an Access 
database and is stored on a 
single memory stick.  Risk that 
the data is corrupted or lost 
completely 

Loss of booking information so 
that we are unaware of bookings 
potentially leading to double 
bookings, having to turn hirers 
away, being unprepared for 
hires. 
Potential need to pay 
compensation if we are unable to 
honour a hire. 
Loss of confidence in our hirers if 
we have to appeal to them to 
confirm their bookings. 
Time and effort required to 
recreate bookings from paper 
diary, emails and information 
from hirers. 

Ongoing 
 

9 
 

12/4/21 HL update.  DHMC have 
agreed to Hilary Lodge and Ian 
Smout investigating new booking 
systems.  Actions to be taken to try 
to protect current data. 
 

Hilary 
Lodge/Ian 
Smout 

 

Risks closed since the last meeting 

Risk Id Risk Description Impact Assessment Date when 
risk would 
be realised 

Rating Risk Mitigation Plan Action 
Owner 

Action Notes Date 
Closed 

No risks closed since last meeting 
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APPENDIX 7 DRILL HALL MANAGEMENT COMMITTEE OPEN ACTIONS 

Meeting 
date 

Action 
ref 

Action By when Current Owner Update/comments 

18/6/19 

5.2 Ned to re-advertise the social media role 20/03/2020 Ned Heywood 

21/2/21 HL update Still looking for someone to assist. 
1/11/20 HL update.  Possibility that new volunteer may be able to assist with social 
media 
27/1/20 DHMC Agreed that additional help would be useful for areas of Instagram, 
local press, what’s on/event websites e.g. South Wales Argus website.  Ned to 
create a trailer advertising for someone to help.  Due date changed to 20/3/20 
25/11/19 DHMC.  Discussed and Ned to re-advertise via email circulation list. 
21/10/19 Not discussed at DHMC 
4/9/19 Not discussed at DHMC 
13/5/19 Not discussed at DHMC 
19/3/19 Not discussed at DHMC 
29/1/19 Not discussed at DHMC 
23/11/18 HL update. Social media volunteer post remains unfilled 
20/9/18 Potential social media volunteer mentioned during agenda discussion 
12/9/18 HL update   Agreed to review with potential volunteer after Apple Day 
therefore due date changed from 13/7 to 30/11 
2/8/18 HL update - potential interest from existing volunteer - being investigated 
20/6/18 HL update.  Sent text to Ned 

19/5/13 

6.2 
Currently we have a single account.  John to review 
with Lloyds Bank whether we can have 3 accounts 
with limited amounts. 

31/05/2020 
John 
Burrows/Ian 
Smout 

29/11/20 HL update.  Reminded John/Ian about the action. 
9/3/20 HL update.  Changing due date to end May 2020 as approval for Ian Smout 
from CTC not due until end March 2020. 
9/12/19 HL update.  Changed due date to 31/03/20 to assign task to new treasurer. 
3/9/19 HL update.  John has said not progressed this yet as assumed that there 
might be someone else taking this work forward.  He will pursue if it appears that 
there won't be anyone for a while 
6/8/19 /HL update.  Asked John for update by 20/8/19 

19/10/21 

3.16 

As an example of community support, there was a 
request for information on the amount of money 
raised at Drill Hall live broadcasts in aid of the 
museum.  Annie to provide information. 

30/06/2021 Anne Rainsbury 

29/3/21 HL update.  Annie has responded that she can't 
access the information until there are staff on site working 
with that system again.  Therefore changing due date to end 
June 2021. 
28/3/21 HL update Reminded Annie about the action 
4/2/21 HL update.  Reminded Annie about the action 
29/11/20 HL update.  Reminded Annie about the action 
21/5/20 HL update.  Annie cannot access the information currently.  Due date 
changed to 31/7/20 
4/4/20 HL update.  Reminded Annie about the action 
24/2/20 DHMC  Annie explained that it is not straightforward to produce the figures 
and can take some while before the invoices are available to match against the 
income.  Chris and Keith confirmed that they would like a ballpark figure. 
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19/11/25 

5.2 
The meeting agreed to purchase aprons for the 
volunteers 

31/05/2021 Hilary Lodge 

1/3/21 DHMC It was agreed to proceed with the purchase of 
aprons for volunteers so they are available for the re-
opening.  Due date changed to 31/5/21 
27/1/20 DHMC  The need to be more frugal in expenditure was noted and therefore 
Hilary Lodge is putting the purchase of aprons on hold until new financial year.  Due 
date changed to 31/5/20. 
21/2/20 HL update.  No progress 

20/02/24 

4.2 

Hilary to prepare some words for the caretaker to 
use in emails to dog show organisers covering the 
following: 
1.      The organiser will need to book additional 
hours to allow smells to dissipate e.g. for an all-day 
show, the hire will also need to include the evening. 
2.      All waste is to be taken away by the hirer. 
3.      The hirer should ensure that the extractor fans 
are used. 
4.      If there continue to be issues then the Drill Hall 
may suspend further hires for dog shows. 

31/05/2021 Hilary Lodge 

16/3/21 HL update.  Changing due date to 31/5/21 since no 
dog show bookings left in 2021 
29/11/20 HL update.  Changing due date to 31/3/21  
1/11/20 HL update.  Furlough extended.  Due date changed to 31/12/20 
31/5/20 HL update  Caretaker on furlough therefore discussion needs to be 
postponed from 8/6/20 to a later meeting.  Due date changed to 31/8/20 
22/4/20  HL update.  John Burrows would like the topic to be discussed again by the 
committee 
14/4/20 HL update.  Wording sent to Ned,Louise, John for comment 

20/08/17 

5.22 

The issues with the projector screen were discussed.  
The manufacturer does not offer a repair service.  
Ned suggested that rather than purchasing a new 
one, it requires dismantling to identify the issues.  4 
people are required to remove it.  Ned to arrange 
this by early September to allow time for 
repair/reinstallation/new purchase prior to re-
opening. 

04/09/2020 Ned Heywood 

28/3/21 HL update.  Awaiting Ned to organise fitting the new 
motor 
23/10/20 HL update.  New motor has been delivered. 
28/9/20 DHMC.  Meeting agreed to purchase new motor at £199 
21/9/20 DHMC.  Ned to liaise with Kevin, Colin and others to find a date to take the 
screen down.  Changing due date to from 4/9/20 2/10/20 

20/08/31 

4.33 
Tom Kirton agreed to find out more information 
about https sites. (action owner now changed to Ned 
Heywood) 

30/04/2021 Ned Heywood 

17/3/21 HL update.  Response from Tom.  "So depending on 
who the website host is for the Drill Hall it looks like it can be 
handled entirely by them.  
A brief description of the differences between HTTP and HTTPS  
HTTPS  
At its most basic HTTP is unsecured while HTTPS is secured. HTTP sends data over 
port 80 while HTTPS uses port 443. HTTP operates at application layer, while HTTPS 
operates at transport layer. No encryption in HTTP, with HTTPS the data is 
encrypted before sending. 
This can be done by the hosting company in most situations. HTTPS is super 
important when handing personal data and using e-commerce.  
Without HTTPS, any data you enter into the site (such as your username/password, 
credit card or bank details, any other form submission data, etc.) will be sent 
plaintext and therefore susceptible to interception or eavesdropping. For this 
reason, you should always check that a site is using HTTPS before you enter any 
information.  
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So I think the next step for Ned would be to contact the web host company he is 
using and see if they have an option to switch to HTTPS. They should in essence 
handle the switch. Many hosting companies offer packages including an SSL 
certificate, the installation of the certificate you select and 301 redirect setup. That 
leaves you with only one technical task, the straightforward job of changing your 
website’s links to point at https instead of http."  
Changing action owner to Ned Heywood and due date to 30/4/21 
16/3/21 HL update  Reminded Tom about the action. 
29/11/20 HL update.  Reminded Tom about the action. 

20/11/09 

3.1 Ian Smout to investigate security costs. 06/12/2020 
Ian Smout/John 
Burrows 

29/1/21 HL update.  Reminded John/Ian about the action 
29/11/20 HL update.  Reminded Ian about the action. 
13/11/20 HL update.  Sent details to Ian 

1/3/21 

3.32 
Bar prices should be reviewed. The price for each 
item should be considered based on supplier cost 
and comparison with other venues. 

02/04/2021 
Ian Smout/David 
Rock/John 
Burrows 

  

12/4/21 

3.4 
Ned Heywood, Kevin Allen to confirm ladder 
requirements and action purchase. 

30/04/2021 
Ned 
Heywood/Kevin 
Allen 

  

12/4/21 

3.16 

All to review the updated cleaning/sanitisation/room 
layout document and provide any comments to 
Hilary Lodge by 30 April 2021 otherwise the 
document is deemed to be accepted. 

30/04/2021 All 

  

12/4/21 
3.23 

Action should be taken to ensure that the current 
booking system data is as secure as possible. 

30/04/2021 Ned Heywood 
  

12/4/21 
7.2 

Comments on actions notified as closed with the 
agenda are received before 30/04/21 it is assumed 
the closure of these actions is accepted. 

30/04/2021 All 
  

12/4/21 
8.1 

Nicky to confirm with David Rock whether he is 
prepared to accept a pay as you go mobile phone 
and use it. 

31/05/2021 Nicky Bailey 
  

 


