
 

 

 
 
 

 
Project Group/Project Manager report  
9 November 2017 
 

 
Summary of work done/ongoing since Committee meeting 14 September 2017 

 

See also  

- Project Manager weekly summary reports 

- Project Group meeting minutes 

 

Communications, training and development 
There are now 4/5 days remaining of the 12 days originally contracted with Linskill, 

funded by the Big Lottery Building Capabilities grant. The remaining days prioritise 
work done by the Project Group and Project Manager on the Volunteer Programme, 

finance, and the transition to CIO.  
 

Volunteer programme (leading to County Durham Volunteer Kite Mark award) 
See separate summary. Janice Irving from Linskill will be doing a presentation with 
Teresa  on Wednesday 15 November, 11 am – 2 pm to the Project Group. Other 

Trustees are welcome to attend -  please let us know in advance if you will be there, if 
you’ve not already done so. 

 

Documentation and procedures 
The draft Trustee Handbook and other draft and published handbooks can be seen 

on the ‘Policies’ web page on the Scarth Hall website. This page is not on the website 
navigation menu  (although it can be found by searching for ‘policies’).  

 
The draft Trustee Handbook incorporating Terms of Reference for the Project Group 

and an updated Finance Policy was circulated to the Management Committee along 
with a Feedback form. No changes were suggested so this part of the Trustee 
Handbook is now final - although there will be changes resulting from the CIO 

implementation. 
 

Expenditure Justification Form – this was an outcome of the emergency meeting on 
10 August. However it was felt to be more useful to have an Expenditure Proposal 
Form for the purposes of planning expenditure in advance and setting out the details, 

costs and benefits clearly. The form also records the approval process, and therefore 
also serves the purpose of ‘Justification’ of expenditure.  

 

Signage & publicity 
Scarth Hall ‘greeting card’ – TD suggested that Scarth Hall might like to have a 
custom greeting card – for use as a ‘thank you’ card and similar and also for people to 
pick up from the hall. The card would have a cover photograph of the Hall (Peter has 

prepared one), contact details, list of facilities available etc. When the CIO charity 
number is ready we will circulate a draft design for comments. 

 
Open Mic night permanent sign – TD suggested a permanent, more formal sign for 
this established event and Wendi is preparing a design. Lightweight, custom A-boards 

are available – however it was agreed that the existing heavy ‘chalk board’ is most 
suitable so the new sign will be attached to this. 



 

 

Events – general 
The Project Manager has ongoing input into the design of flyers and posters, PR and 
marketing, the Scarth Hall website and Twitter. Wendi and Sheila look after the 

Facebook pages. There’s also Twitter, Parish Magazines (Staindrop, Gainford), and 
various online listings. The Village Hall Consortium has a new website which will 

hopefully be read by people across Teesdale. 
 
This ‘service’ is not just for Scarth Hall events but external events and user group 

classes and activities, the aim being for the whole community to be aware of and 
benefit from what Scarth Hall has to offer.  

 

Event proposal/review form 
There is now an Event Proposal/Review form so that ideas for shows, concerts and 
other events at Scarth Hall can be formally set out with costings, benefits, and the 

approval process all clearly shown for consideration. Once the event has taken place 
the form can be used for de-brief/review/lessons learned. These forms are filed in the 
pink folder in the Training Room cupboard. 

 

Events since September 14 
The Teacups gig sold over tickets even though it was only advertised 4 weeks before 
– there was great feedback and just under half the audience (approximately) were 

people who had not been to Scarth Hall since the refurbishment.  
 
Beer & Music Festival – see Event Review form. 

 
Comedy Night – tickets sold well 

 
Halloween Family Fun Night organized by Adele Fletcher and a team of volunteers 
– this was very successful and a sell-out event. Adele is happy to support other 

volunteers who may wish to organise similar events 
 

Jez Lowe / Steve Tilston concert was sold out. Encouraging everyone to purchase 
tickets in advance either from Staindrop Post Office or online has been very successful 
and has significantly reduced the burden on ‘box office’ volunteers. 

 
Printmaking workshop by Jane Young – very well attended 

 

Events - upcoming 

 Staindrop History open evening – talk & book launch – 17 November 
 Staindrop Guides, Brownies and Rainbows pantomime  - 24 & 25 November 
 Christmas flower arranging workshop – 2 December 

 John Wrightson Band (support from Anne Lamb) – 2 December 
 Carols by Candlelight – 16 December 

 Family Ceilidh – 28 December 
 Oliver Twist/Castle Players – 28 January, 3pm 
 

Events - potential 
 Highlights shows (potential): Giant Jam Sandwich (just heard we can’t have that 

one as they are at The Witham around the same time). We can have Rob Heron & 
his Teapad orchestra on 24 March – Event Proposal Form to complete. 

 Could re-invite Hot Club du Nord and/or The Teacups – see Event Proposal Form 

 Other bands, ideas for events, festivals  - proposers to do the research and 
costings and benefits etc and submit an Event Proposal form 



 

 

 

 

One-off hires review/upcoming 
Raby Castle have starting to use the Training Room and Joe Hodgson room for their 
meetings. We’ve had two other business hirers in as well, all are happy with the 

facilities. There’s also a small group using the Training Room on an evening for a 
social event – it can be made nice and cosy so not just for meetings! 
 

Since the last committee meeting there have been five private hires for parties, and a 
funeral reception. It often happens that these private hires have significant input from 

volunteers and are almost like ‘events’ in themselves – depending on whether the 
hirer requires the bar, whether there is catering involved, how many people are 
attending and so on. 

 
The Event Proposal/Review form could be adapted for  planning and debriefing from 

some of these complex, busy hires – the aim being to ensure that volunteers and 
hirers know what the expect for future similar events. 
 

 

Finance and funding 
CDCF funding of £2500 has been transferred to Scarth Hall to support 20 days’ work 
on the volunteer programme – see separate report 

 
Parent and Toddler group - Shelagh has applied for TAP funding to assist with the 
expenses of this group. 

 
Scarth Hall Finances -  discussion and support from Linskill – see Treasurer report. 

 

User Groups 
Two new proposals have been circulated to Trustees/committee/user groups: 
 
New loyalty scheme 

 
Standardisation of hourly rates 

 

Trustees will vote on these two proposals at the Committee meeting on 9 November. 

 
 
 

  



 

 

Buildings, maintenance, equipment 
 

OUTSIDE 

External lights: the roundel spotlights need to be replaced as they are not 
highlighting the façade properly. There have been quotations and Shelagh is 

submitting an EPF for the £220.38 quotation. 

 

Resurfacing the lane: Ed has been corresponding with BT and others regarding this.  

1 the cost is £2550 so long as the work is done while equipment is on site for new 
build houses. Otherwise - add £1000. 

2 Ed has approached BT for a contribution - but negotiations are difficult  

3 Raby has said that they will contribute if others do. 

4 Ed is seeking assistance from Cllr George Richardson 

 

Drains: Three estimates were obtained for this work. When the remedial drain lining 

work was carried out on October, the workmen discovered several more cracks in the 
drainage system. The company has submitted a video and photographs in support of 

their quote (£1398 inc vat) to line the remaining drain system. Shelagh is submitting 
an Expenditure Proposal Form to the Project Group for this week.  

 

INSIDE 

Hall floor - discussion followed emails as circulated, visit by Randall Orchard, 

involvement of architect and QS then R O advising floor cost was £3500 and so would 
be cancelled, with aim of finding better solution.   

Agreed to seek advice (via a contact of Karen) on what it would take to bring floor to 
acceptable standard and meanwhile advise R O that we would respond after this. 
There will be a decision about how to proceed with the Hall floor pending report. 

 

Kitchen maintenance arrangements: Shelagh has arranged annual kitchen 

maintenance following submission of an Expenditure Proposal Form. Next step is to 
assess whether an annual contract is required – a further EPF will be submitted. 

 

Stage lighting: installation of stage lighting now complete (Ian Rigby) 

 

New PA equipment: additional overhead microphones are now installed 

 

Hearing Loop amplifier: Morris to arrange return of this from AV Works 

 

Small tables: Still needing to find suitable stacking lighter tables – all ideas welcome 

re possible suppliers & products 

 

Improvements to the bar: awaiting proposals and costs and input, then an 
Expenditure Proposal Form can be completed. 

 


