Sandwich Town Council
Ordinary Meeting of the Council as Trustee of
Sandwich Toll Bridge Fund

Agenda

Chair: Clir P Carter

Councillors: | Black, P Breen, D Carter, E Csuka, W Fortescue, J Franklin, N Gray, S Mallett, D
Marie, M Moorhouse, M Pennington, L Ripley, V Tomlins, C Wiles and C Ungerson

Councillors are hereby summoned to attend a meeting of the Trustee of Sandwich Toll Bridge
Fund on 22" May 2023 at the conclusion of the Ordinary Meeting of the Council, to transact the

business on the agenda below.

Gill Gray — Interim Town Clerk
Date: 17" May 2023

1 Apologies for absence received:

2 Declarations of interest:

To receive any declarations of disclosable pecuniary interests from
Members in respect of business to be transacted on the agenda.

3 Minutes of the previous Meeting:

of Sandwich Toll Bridge Fund, held on 24" April 2023 and to
consider any matters arising from those minutes not covered
elsewhere in this Agenda.

To approve the Minutes of the Ordinary Meeting of STC as Trustee

Attach 1

4 Payment Schedules:

4a To approve the Sandwich Toll Bridge Fund Payment
Schedule for May.

Schedule for May.

May.

4b To approve the Sandwich Toll Bridge Fund Guildhall Payment

4c To approve the Museum and Archives Payment Schedule for

Attach 2a, 2b and
2c

5 Finances and Investments:

5a To receive and approve the Sandwich Toll Bridge Fund
Statement of Accounts as at 30" April 2023.

5b To receive and approve the Sandwich Toll Bridge Fund
Guildhall Statement of Accounts as at 30" April 2023.

5¢ To receive and approve the Sandwich Guildhall Museum
Statement of Accounts as at 30th April 2023.

5d To receive and approve the Quilter Cheviot Assets
Management monthly investment report as at 30" April 2023.

Attach 3a, 3b, 3c
and 3d

6 Grant Applications:
To receive and consider the following grant application:




None received.

Bank Account Signatories
To receive and consider a report from the RFO regarding bank
account signatories: Two decisions required

Attach 4

Museum Reports

A Collections Care Grant and Payment
B Museum and Archive Committee

C Plaque for John May

Members invited to consider the three reports from the Museum
Coordinator.

A — Decision required

B — Three decisions required

C — Trustee is asked to note.

Attach 5a, 5b and
5¢

Date of next Full Council Meeting: Monday 26" June 2023




Rttt |

Minutes of the Ordinary Meeting of Sandwich Town
Council as Trustee of Sandwich Toll Bridge Fund
Monday 24" April 2023

Chair: Clir J Franklin
Councillors: D Carter, P Carter, D Friend, N Gray, K Heaven, D Marie,
M Moorhouse, M Pennington, H Sampson, D Siviikaya, V Tomlins, C Wiles and
C Ungerson — Clir S Chandler (KCC)

Officer: Gill Gray Interim Town Clerk and eleven r:

STBF.04.23.1 | Apologies for absence received;
Apologies were received from:
reasons) and Clir A Fox (pers

STBF.04.23.2 | Declarations of interest:
The following declarations of inter
Clir Franklin declared.a

STBF.04.23.3

Redtle of Payments for April.
RESOLUTION: Schedule of Payments for April were
received and approved.

5¢ Members received the Museum and Archives
Schedule of Payments for April.

RESOLUTION: Schedule of Payments for April were
received and approved.

STBF.04.23.5 | Finances and Investments:

6a To receive and note the Sandwich Toll Bridge Fund
Statement of Accounts as at 315t March 2023.




RESOLUTION: Statement of accounts was received
and noted.

6b To receive and note the Sandwich Toll Bridge Fund
Statement of Accounts as at 315t March 2023.
RESOLUTION: Statement of accounts was received
and noted.

6¢c To receive and note the Sandwich Toll Bridge Fund
Guildhall Museum Statement of Accounts as at 315t March
2023.

RESOLUTION: Statement of accounts was received
and noted.

6d To receive and note the Quilter Chevio
Management monthly investment report st March
2023
RESOLUTION: Investment report wa
noted.

STBF.04.23.6 | Grant Applications: RFQ
To receive and consider the foll
7a To considerag
Sandwich for £250 tG
virtual dementia tour.
STBF.04.23.7 RFO
Councillors
the STBF to
urance, grants,
e drawdown of £20,000 from
for insurance, grants, and
STBF.04.23.8
@@ report from the Museum Co-ordinator for
facilities for the museum.
STBF.04.23.9 atters: RFO

Under the Public Bodies (Admission to Meetings) Act 1960
(extended by s.100 of the Local Government Act 1972) the
public may be excluded from the meeting for the following
items of business on the grounds that they involve the
likely disclosure of exempt information as defined in Part 1
of Schedule 12A of the Local Government Act 1972 by
virtue of the paragraph specified against the item.

Information relating to a particular employee, former
employee, or applicant to become an employee of, or a
particular officeholder, under the authority:




RESOLUTION: To request that the public left the
remainder of the meeting to consider the confidential
matters.

8a Council received an invoice for legal work related to a
personnel matter, which was duly discussed.
RESOLUTION: Council agreed that the invoice be paid
in full.

8b Council considered the report from the RFO and
agreed the uplift in staff salaries by the maximum option and
the reinstatement of full-time hours for one caretaker.
RESOLUTION: Council agreed the maximum option in
uplift in staff salaries and the reinstatemen ll-time
hours for one caretaker.

RESOLUTION: Mid-month paymen
£64,453.70 were approved.

STBF.04.23.10 | Date of next STBF Meeting: 22" 2023.

N
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TRUSTEES OF SANDWICH TOLL BRIDGE FUND - STATEMENT AS AT 30/04/23

INCOME

Balance Brought Forward 01/04/23
Investment Income

Transfer from Reserves

Investment Income
Property Rent (incl. Insurance Contribution)

Property Rent (incl. Insurance Contribution)

TOTAL

EXPENDITURE
Staffing

Admin Salaries
Administration
Bank Charges
Grants

Grants Donations Gifts
Insurance

Rented Property Insurance
Other Insurances (i.e. libel and slander)

Bank Balance as per Bank Reconciliation at 30/04/23

Bank Reconciliation as at 30/04/23
Current a/c

QOutstanding Payments

OUTSTANDING PAYMENTS
TOTAL

£10,023.29

£20,000.00
£4,374.71

£538.50

£34,936.50

£3,355.48
£5.08
£12,000.00

£3,389.02
£690.16

£15,495.86

£34,936.50

£15,495.86
£0.00

£15,495.86

£0.00

Atach 3a



SANDWICH TOLL BRIDGE FUND
Balance B/Fwd 01/04/2023 £10,023.29
Expenditure

Staffing

Admin Salaries

Staff Bonus pot

Parking and Mileage

Administration

Peninsula

Bank Charges

Audit Fees

Grants

Grants Donations Gifts

Insurance

Rented Property Insurance

Other Insurances (i.e. libel and slander)
Other

Property Asset Management
Contribution to Guildhall Account
Contribution to Guildhall Account
Miscellaneous

Investment of proceeds from sale of part of Guildhall

TOTAL

Income

Predicted Balance carried forward

Investment Income

Transfer from Reserves

Investment Income

Guildhall Carpark

Guildhall Carpark

Property Rent (incl. Insurance Contribution)
Property Rent (incl. Insurance Contribution)
Loan Repayments

Annual repayment from Sandwich Tennis Club
(Loan from 2015)

Other

Rights of Way

Red Town Books sold to VIC and Museum

TOTAL

Balance at Bank 30/04/23 (excl. Cheviot Funds)

Budget Expenditure  Balance to
2023/24 To Date Date
£58,100.00 £3,355.48 £54,744.52
£480.00 £0.00 £480.00
£250.00 £0.00 £250.00
£880.00 £0.00 £880.00
£90.00 £5.98 £84.02
£1,800.00 £0.00 £1,800.00
£20,000.00 £12,000.00 £8,000.00
£3,170.00 £3,389.02 -£219.02
£690.00 £690.16 -£0.16
£10,000.00 £0.00 £10,000.00
£65,000.00 £0.00 £65,000.00
£0.00 £0.00 £0.00
£160,460.00 £19,440.64 £141,019.36
Budget Income to Balance to
2022/23 date Date
£12,160.00 £10,023.29 -£2,136.71
£77,200.00 £20,000.00 -£57,200.00
£45,000.00 £4,374.71 -£40,625.29
£15,000.00 £0.00 -£15,000.00
£9,800.00 £538.50 -£9,261.50
£1,000.00 £0.00 -£1,000.00
£270.00 £0.00 -£270.00
£30.00 £0.00 -£30.00
£160,460.00 £34,936.50 -£125,523.50
£15,495.86



Attncia 2b

SANDWICH TOLL BRIDGE FUND GUILDHALL A/C - STATEMENT AS AT 30/04/23

INCOME
2022/23 Balance Brought Forward from Sandwich Town Council Account £44,709.33
£44,709.33
Guildhall
Guildhall Hire Charges £2,510.00
Guildhall Tours £5.85
£2,515.85
Miscellaneous Income
Reimbursement from Sandwich Toll Bridge Fund account for Insurance £4,079.18
Reimbursement from Sandwich Town Council account for insurance £5,492.72
Payment for broken window from HMCTS £25.21
Contributions £9,597.11
Contribution from Sandwich Town Council (excluding utilities) £113,750.00
£113,750.00
TOTAL £170,572.29
EXPENDITURE
Vat Paid
VAT £1,237.77
Guildhall Expenditure
Guildhall Admin Salaries £22,458.23
Caretaker & Cleaner Salaries £5,402.86
Visitor Information Staff (Guildhall roomhire/weddings element) £846.91
Office Expenses £24 .96
Bank Charges £10.15
Guildhall Insurance including contents £21,790.49
Repairs and Maintenance £1,246.65
Heating, Lighting, Water & Rates £4,699.03
Guildhall Wi-Fi £171.80
Reimbursement of 50% of professional legal fees £943.25
Curtain tie backs for Gallery £24.50
£58,856.60
Balance at Bank as per Bank Reconciliation as at 30/04/23 £111,715.69
TOTAL £170,572.29
Bank Reconciliation as at 30/04/23
Current alc £114,456.18
Less: Outstanding payments £2,740.49
TOTAL £111,715.69

OUTSTANDING PAYMENTS
121 Sandwich Toll Bridge Fund Museum Account (Reimbursement re Dover

District Council planning fees re the new Museum Collection Store) i
5 Dover District Council (Business Rates 2023-24 - Guildhall) £1,624.56

6 Dover District Council (Business Rates 2023-24 - Guildhall Forecourt) £785.93
£2,740.49



SANDWICH TOLL BRIDGE FUND GUILDHALL A/C - Balance B/Fwd 01/04/23 £44,709.33

Expenditure

Guildhall Admin Salaries

Caretaker & Cleaner Salaries

Staff bonus pot

Visitor Information Staff (Guildhall roomhire/weddings element)
Staffing Contingency Fund

Staff Training

Officers Travel & Parking Expenses

Petty Cash

Peninsula Business

Office Expenses

IT Expenses (incl. Website)

Bank Charges

Health & Safety Provisions

Guildhall Insurance including contents
Repairs and Maintenance

Cleaning Stock

Heating, Lighting, Water & Rates
Christmas Tree

Guildhall Watering System, pots and plants
Guildhall Wi-Fi

Cancelled Weddings & Returned Deposits
Guildhall Promotion

Reimbursement of 50% of professional legal fees

Curtain tie backs for Gallery

TOTAL

Income

Balance b/f

Predicted Balance carried forward

Guildhall
Guildhall Hire Charges

Guildhall Tours

Miscellaneous Income

Reimbursement from Sandwich Toll Bridge Fund account for Other

Insurance

Reimbursement from Sandwich Town Council account for Drill Hail

insurance
Payment for broken window from HMCTS

Contributions

STC 25% contribution for Utilities

Contribution from Sandwich Town Council (excluding utilities)
Contribution from Sandwich Toll Bridge Fund

TOTAL

Bank reconciliation as at 30/04/23

PTG PR Ep
£42,500.00 £42,500.00 £22,458.23 £20,041.77
£74,150.00 £74,150.00 £5,402.86 £68,747.14

£950.00 £950.00 £0.00 £950.00
£12,510.00 £12,510.00 £846.91 £11,663.09
£1,000.00 £1,000.00 £0.00 £1,000.00
£1,500.00 £1,500.00 £0.00 £1,500.00
£1,260.00 £1,260.00 £0.00 £1,260.00
£70.00 £70.00 £0.00 £70.00
£1,800.00 £1,800.00 £0.00 £1,800.00
£1,000.00 £1,000.00 £24.96 £975.04
£6,960.00 £6,960.00 £0.00 £6,960.00
£120.00 £120.00 £10.15 £109.85
£5,000.00 £5,000.00 £0.00 £5,000.00
£12,350.00 £12,350.00 £21,790.49 -£9,440.49
£40,600.00 £40,600.00 £1,246.65 £39,353.35
£1,500.00 £1,500.00 £0.00 £1,500.00
£43,470.00 £43,470.00 £4,699.03 £38,770.97
£200.00 £200.00 £0.00 £200.00
£500.00 £500.00 £0.00 £500.00
£1,900.00 £1,900.00 £171.80 £1,728.20
£1,200.00 £1,200.00 £0.00 £1,200.00
£6,000.00 £6,000.00 £0.00 £6,000.00
£0.00 £0.00 £943.25 -£943.25
£0.00 £0.00 £24.50 -£24.50
£256,540.00 £0.00 £256,540.00 £57,618.83 £198,921.17

Apprg;;g::dget Virements RevizsggmBzufget Incg::: to Bal;:::: to
£8,200.00 £8,200.00 £44,709.33 £36,509.33
£55,000.00 £55,000.00 £2,510.00 -£52,490.00

£100.00 £100.00 £5.85 -£94.15

£0.00 £0.00 £4,079.18 £4,079.18

£0.00 £0.00 £5,492.72 £5,492.72

£0.00 £0.00 £25.21 £25.21
£14,490.00 £14,490.00 £0.00 -£14,480.00
£113,750.00 £113,750.00 £113,750.00 £0.00
£65,000.00 £65,000.00 £0.00  -£65,000.00
£256,540.00 £0.00 £256,540.00 £170,572.29 -£85,967.71
£111,715.69



SANDWICH GUILDHALL MUSEUM: GENERAL ACCOUNT SUMMARY
Income & Expenditure Account for the period 1st April 2023 - 30th April 2023

Income 2023/24
Balance Brought Forward (Non Ring-fenced) £4,010.09
Balance Brought Forward (for Roman Bowl) £80.00
Balance Brought Forward (SEMP Audience Champions Grant) £2,291.83
Balance Brought Forward (Ringfenced monies from loan of MC) £5,750.06
£12,131.98
Merchandise Income £193.44
External Funding:
Grant from South East Museums £1,000.00
TOTAL £13,325.42

Expenditure

Website and Social Media £113.80
Balance of Account 30/04/23 £13,211.62
£13,325.42

General Museum Income & Expenditure  1st April 2023 - 30th April 2023

Income 2022/23
Balance Brought Forward £4,090.09
Merchandise Income £193.44
£4,283.53
Expenditure
VAT
Website and Social Media £113.80
£113.80
Balance at 30/04/23 (included above) £4,169.73
PROJECTS BREAKDOWN:
SEMP Audience Champions Grant - 1st April 2023 - 30th April 2023
Balance Brought Forward £2,291.83
Balance at 30/04/23 (included above) £2,291.83

Ringfenced funds from loan of Magna-Carta & COTF - 1st April 2023 - 30th April 2023

Balance Brought Forward £5,750.06

Balance at 30/04/23 (included above) £5,750.06

Stewardship Grant _1st April 2023 - 30th April 2023

Balance Brought Forward £0.00
Balance at 30/04/23 (included above) £0.00

Scottish Widows IMHOF Account balance @ 01/05/23: £16,320.64

Attacty, B c
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Ataon 4

Report to Councillors and Members of: Sandwich Toll Bridge Fund

Meeting scheduled for 22" May 2023

Report from: Responsible Finance Officer

Date: 17" May 2023

Subject: Bank Account Signatories

Classification: Non-Confidential

Purpose of report:

To request more Councillors to volunteer to become signatories for the Sandwich Town
Council and Sandwich Toll Bridge Fund NatWest Bank accounts.

The list of signatories should be the same for both organisations.

Bankline Authorisation

Sandwich Town Council and Sandwich Toll Bridge Fund use NatWest Bankline to authorise
most of their payments, including salaries, by BACS.

Some payments are authorised as direct debits and standing orders. Occasionally, cheques are
still requested by creditors in place of a BACs payment.

Internal transfers between accounts are also set up and authorised at the same time as BACS
payments.

Monthly Timetable

Each month there are two standard BACS / Internal Transfer runs — one which takes place mid-
month, which includes staff salaries along with urgent invoices, and one at month-end consisting
of invoices that are received later in the month.
Bank authorisation is required to be made by two Councillors, as stipulated in the Sandwich
Town Council and Toll Bridge Fund financial regulations and in the mandates submitted to the
NatWest.
Two authorisations take place:

e The first normally between the 13" and 16™" of each month.

¢ The second take place in the couple of days following the monthly Council / Trustee
Meeting.

Each bank signatory signs for all accounts.




More Signatories Recommended

Currently we have five Councillors who are set up as signatories on our NatWest bank accounts.

Please could | request that another 3 or 4 Councillors volunteer to be a bank signatory, so that
we have a good availability of signatories at all times?

Please do think about your availability at those times mentioned above. Authorisation can take
place at home on the Councillor iPad, or in the Guildhall office. Training will be given!

Recommendations:
1. Three or four Councillors are requested to volunteer to be a Bank Signatory.

2. That all other Councillors and staff no longer serving the Council (or Charity)
should be removed immediately as signatories on the Bank Mandate.




Atzcn S q

Report to Trustee of: Sandwich Toll Bridge Fund

Meeting scheduled for 22" May 2023

Report from: Museum Coordinator

Date: 15" May 2023

Subject: Collections Care Grant and Payment

Classification: General

Purpose of report:

To approve the payment for collections care materials for the museum.

As the Trustee is aware, one of the important projects that is currently being focussed on is the
packing of the collection using the correct museum grade materials. This was referred to in an
update report in February 2023. In addition to this the Museum Coordinator has identified
concerns about the lack of environmental monitoring within the museum, including temperature,
relative humidity, pest management and lighting. At the beginning of this year, the Museum
Coordinator completed an application for a Collections Care Grant of £1,000 from South East
Museums Development, to assist in buying materials and equipment for improvements in
relation to these areas of concern. This grant has been awarded and the funds received.

The Museum Coordinator has spending powers of up to £1,000, however, the transaction for
these materials would exceed this limit. The regulations do not currently state specific details in
relation to whether grant money, although ringfenced for specific items, is included within this
limit. Therefore, the Museum Coordinator is requesting the approval for the payment of the items
listed below. Most of these items were specifically included within the grant application;
therefore, changes cannot be made to this purchase and if they are not purchased, the grant will
have to be returned.

Item Cost Quantity Total

Lux metre with data £698.00 1 £698.00
logging

Temperature and RH £17.50 4 £70.00
monitor

Archive boxes (larger size, | £182.50* 2 £365.00
25 pack

Archive boxes, A4 size £5.05 10 £50.50
Archive boxes, A3 size £6.40 10 £64.00
Subtotal £1,247.50
VAT £252.49
Delivery £14.95
Total £1,514.94
Reclaimable VAT £252.49
Net Cost £1,262.45

*Please note, since being awarded the grant, this cost has increased from £169.00 to £182.50.

**One of these was not included within the grant, however it would be beneficial to order two lots
of these boxes, as it avoids paying another delivery fee in a few months when more boxes are
required.




To reiterate the details above, the full payment will be £1,514.94, with £252.49 of this being VAT
that can be reclaimed. £1,000 of this total is covered by the grant awarded by South East
Museums Development, meaning the remaining £262.45 will come from the Museum Account.

Recommendations:

e The Trustee is asked to approve the payment for the above items, totalling
£1,514.94 including VAT from the Museum Account.




Attaon Sh

Report to Trustee of: Sandwich Toll Bridge Fund

Meeting scheduled for 22" May 2023

Report from: Museum Coordinator

Date: 15" May 2023

Subject: Museum & Archive Committee

Classification: General

Purpose of report:

To approve suggestions from the Museum Coordinator regarding the Museum & Archive
Committee.

As the Trustee is aware the Museum & Archive Committee has not met for some time. The
Museum Coordinator had plans to address this at the beginning of 2023, however, as the
elections grew closer, it seemed more appropriate to delay this until after 4" May. There have
been references to the Museum & Archive Committee being formed after the election, therefore
the Museum Coordinator would like to make some suggestions regarding this.

Firstly, all members of the committee, including councillors, should have training to provide
some background knowledge on museum operations. This is important to provide context for
decision making. This training could be carried out by an outside body, if possible, and would
likely be equivalent to Trustee training that a museum Board of Trustees might have.
Alternatively, or in addition to this, the Museum Coordinator could hold a training session with
committee members featuring a presentation on the guidelines that Accredited museums need
to follow. With the museum’s accreditation return due, at the earliest, mid-way through 2024,
committee members having this knowledge would mean they could provide stronger support to
the Museum Coordinator for the completion of all necessary work needed for the museum’s
application. It is vital that members of this committee have a willingness to understand the
legislation and guidelines the museum is governed by.

Secondly, to again strengthen the committee and museum’s governance, the Museum
Coordinator would like to suggest that co-opted members have specific knowledge that could
assist in pushing the museum forward. For example, staff within the museum sector often have |
roles on the Board of Trustees for a different museum to the one they work for. Another example
could be someone who works in education, who would have knowledge to assist with the
development of the museum’s learning and outreach programme.

The Museum Coordinator believes that these suggestions will provide a stronger foundation for
the Museum and Archive Committee, in turn, supporting the Museum Coordinator and ensuring
the museum can continue developing and improving.

Recommendations:

e Trustee is asked to approve the suggestion that all members of the Museum &
Archive Committee should have a form of training, either provided by an outside
body, or by the Museum Coordinator.

¢ Trustee is asked to approve the suggestion that co-opted members onto the
Museum & Archive Committee should have knowledge of museum operations or
expertise to assist in a specific element of operations.

¢ Trustee is asked to approve that the Museum Coordinator investigates training
provided by an external body and evaluate if resources would allow for this, before
reporting back on the findings.




Atzen SE.

Report to Trustee of: Sandwich Toll Bridge Fund

Meeting scheduled for 22" May 2023

Report from: Museum Coordinator

Date: 15" May 2023

Subject: Plaque for John May

Classification: General

Purpose of report:

To make the Trustee aware of the information below regarding a plaque in memory of Honorary
Curator John May.

In early 2020, John May, who was Honorary Curator from 2016 to 2019 and an incredibly valued
member of the museum team, sadly passed away. At the time, a temporary exhibition space for
the museum was being developed, which would have been in the larger room at the back of the
courtroom. In the March 2020 Museum & Archive Committee meeting (minute ref: 06.03.20) it
was recommended that the temporary exhibition space should be named after John May, as it
would be a fitting memorial for the work he did for the museum, including his efforts to develop a
temporary exhibition programme. In the Sandwich Toll Bridge Fund meeting of April 2020
(minute ref: 04.04.20), the M&A Committee minutes were approved, and the Trustee supplied
the following resolution, “the temporary exhibition space to be named after John may and a
plaque to be sought to explain this.” The Museum Coordinator has since seen notes from the
Museum and Heritage Manager at the time in which the room was referred to as the “May
Exhibition Room” and has intended to honour this.

Due to the pandemic and staffing, this never came into fruition, however the Museum
Coordinator has now contacted John’s wife, Pam, to discuss this further. As the nature of how
this specific room will be used has not been confirmed, it has been agreed between the Museum
Coordinator and Pam that a plaque will be created in memory of John May, on the
understanding that it may move in the future should a temporary exhibition space or equivalent
area become available. Pam has stated that she will fund the plaque for John, and it has been
agreed that it will simply state his name and the dates of when he was in his role at the
museum. A decision has not been made about its location; however, it will likely be within the
museum itself, with potential for movement as the space evolves.

The Museum Coordinator is working closely with Pam to continue progressing this project after
such a long delay. Pam has confirmed she is happy with the details shared in this report.

Recommendations:

e The Trustee is asked to note the information above regarding a plaque in memory
of John May.




