
 

 

Pentlow Parish Council 

Vil lage Hall Management Committee 

Terms of Reference 

1.0 Status 

The Village Hall Management Committee (VHMC) is an unpaid volunteer group who will manage the operation of the Village Hall 
and the maintenance requirements of the building, but are not liable for the insurances or the financial security of the Village Hall. 
The Vil lage Hall is  located in School Road, Pent low, Braintree, CO10 7JP. 

The objective of the Vil lage Hall is  to provide and maintain a mult ipurpose locat ion for social act iv ity for the 
benef it  of the residents  of Pent low.  The Hall  is also used as the poll ing stat ion for the Parish in local and 
nat ional elections and may also be hired out to private indiv iduals or organisat ion’s  for an appropriate charge.     

The Vil lage Hall has a well equipped kitchen, a function hall that accommodates up to 50 people (but only 40 
people for a seated funct ion) and off  road parking for 4 cars. 

The VHMC shall endeavour to be f inancial ly  self-supporting with expenses being funded by the hire of  the Hall  
or by holding fundrais ing events. The Vil lage Hall  wil l be non-profi t making.  

2.0 Membership 

The membership of  the VHMC shall consist of : 

A Parish Councillor  

A Chairperson to be elected by the Parish Council 

A Financial Manager agreed by the members of  the VHMC 

An Events Co-ordinator agreed by the members of the VHMC 

A Maintenance Off icer agreed by the members of the VHMC 

The VHMC shall have the power to appoint an unspecified number of addit ional members to be approved by 
the Parish Council.   

Al l  members of the VHMC to be residents of  Pent low  

A brief  report shall be made by the Chairperson, (or in his/her absence another representat ive of the VHMC), 
at each Parish Council Meet ing to highlight any issues that require consideration by the Parish Council  

In the event of  an off icer being unavailable for the meet ing, another member may undertake his/her dut ies for 
that meet ing only 

Four members of the VHMC will  const itute a quorum 

3.0   Meetings 

An Annual General Meet ing for the Vil lage Hall Management Committee wil l be held at least one month prior to 
the Parish Council Annual General Meet ing.  At this meet ing, the VHMC wil l present an annual report,  annual 
accounts and conf irmation of  the names of members who wish to stand on the VHMC for the following year. 

Formal Meet ings: There wil l be three formal recorded meet ings during the year in addit ion to the AGM, to 
discuss management issues with minutes submitted to the Parish Clerk. 

Addit ional informal meetings may be held at  the discret ion of the VHMC to discuss detai led matters regarding 
Vil lage Hall fundrais ing and social events, but not to include for v il lage hall management issues.   

4.0  Responsibili ties of the Village Hall Management Committee 

The VHMC will  undertake the following  

• Monitor the condit ion of the Vil lage Hall and report major defects to the Parish Council  

• Maintain the Village Hall in a c lean and t idy manner and contract  c leaners when required  

• Maintain the security  of the vi l lage hall including maintaining a log of  al l holding keys to be held by the 
Parish Clerk.  Key al locat ion must be l imited to those who have a regular need to enter the hall. 

• Electrici ty and statutory electrical test ing including full  wir ing check every f ive years 

• Oil  storage and boiler maintenance  

• Water and drainage maintenance 



 

 

• Collect ion of  refuse  

• Maintain the Village Hall in good decorat ive order 

• Recommend rates for the hire of the Vil lage Hall for approval  by the Parish Council  

• Maintain accounts to record Village Hall  income and expenditure  

• Arrange bookings for the Vil lage Hall hire and the issuing of  a key 

• Maintain the exterior grounds of the Vil lage Hall 

• Deal with minor maintenance and repairs 

• Arrange f ire protect ion maintenance of f ire prevent ion equipment 

• Organise licensing agreements when required for Vi l lage Hall funct ions.   

• Ensure the generic r isk assessment  is appropriate for each event 

• Provide annual report and accounts to Parish Council 

• Maintain asset register for v i l lage hall  contents to be kept  by the Parish Clerk 

5.0  Responsibili ties of the Parish Council  in respect of the Vil lage Hall  

The Parish Council wi ll  undertake the following:  

• Arrange and pay for the insurances relat ing to the Village Hall  (bui lding, contents,  employers l iabi l ity, 
hirers l iabi l ity) as Leaseholders of the building and ensuring this is  set at a level to meet al l liabil it ies. 

• To pay to the landlord the annual leasing charge.    

• Annually consider the insurance requirements  and seek compet it ive quotes when applicable. 

• Review and approve, if  necessary, monies to be included in the Parish Council  precept ident if ied by 
the VHMC for anticipated expenditure that cannot be raised from Vil lage Hall  rental and fundrais ing 
income. 

• To make applications for any grants for improvements or maintenance required at the vi l lage hall . 

• To hold membership of RCCE.   

6.0 Finance  

All monies raised or col lected by the VHMC shall only be used for the payment of  uti l ity  bi l ls or other payments 
required to maintain the vi l lage hall and to fulf i l the original mandate when the vil lage hall was gifted. 

Al l  monies received wil l be paid into a designated bank account.   

The Parish Clerk to have viewing rights to al l  bank accounts  held by the VHMC. 

Dual s ignatory wil l be required for al l payments. 

The VHMC annual accounts wil l be submitted to the Parish Council prior to the VHMC AGM in order that they 
can be audited by the Parish Council auditor and included as an ent ity  at the Parish Council  AGM. 


