Minutes from Steering Group Meeting 12/9/21 3pm
Attendees: Jane, Alison, Kate, Carol, Len, Theresa, Anna
Apologies: Jackie, Rosemarie, Sheila, Valerie
New Chair:

· The meeting was predominantly to discuss division of roles following Jane stepping down as Chair.
· All agreed that people on Steering Group having clear roles would be very helpful. Workload is shared and tasks are defined.

· Whilst discussing roles, the following suggestions were made:

· A welcome letter should be given to new people with information such as contact details, payment information etc.

· Now that we have the new bank account set up, we should request online payment of subs as our preferred method.

· New people joining the choir should be given a buddy in their section who will look after them for the first couple of weeks.

· Someone should maintain a music library with spare copies of music for new joiners. They can be reimbursed for this.

· Possibly have someone to write articles if we do events.

· Theresa and Anna to both access the “choir” email account from now on.

· We should keep records for choir members including next of kin information to be used in case of emergencies.

· Kate to take over from Alison as Treasurer.

Events:

· We briefly talked about upcoming events. Thoughts were to probably do a concert to celebrate our 10 year anniversary next summer in order to see how the Covid situation develops, as well as giving us time to get used to singing together again.

· Possibility of going out at Christmas singing carols. Maybe at the windows event if it is happening this year?

· York visit planned for 9th April 2022

Roles:
· We came up with a list of roles as follows:
	Role
	Role Holder
	Responsibilities

	Co-ordinator
	Anna with Theresa in support of this
	Communicate with choir, produce performance packs, chair steering group meetings, oversee other roles

	Formal Documentation
	Len
	Produce formal documentation such as constitution, safeguarding policy. Produce a registration form and maintain records from this.

	Door person and hand sanitiser
	Jane
	Greet people at rehearsals, make sure they sanitise their hands, take and new joiners to a section buddy

	Register
	Alison
	Take the register at rehearsals. Give out a welcome sheet to any new joiners.

	Music librarian
	Carol
	Maintain a library of spare copies of music to be given to new joiners

	Section buddies
	TBC
	Look after any new joiners for their first couple of weeks. Need at least one buddy per section

	Social Secretary
	TBC
	Organise any social activities for the choir, such as pub visits

	Hall Liaison
	Carol
	Liaise with Hanslope Village Hall Committee. Open up and lock up for rehearsals.

	Social Media and Marketing
	Theresa
	Promote the choir via facebook posts, posters etc.

	Website and Music Distribution
	Kate
	Update the website with news, events, sheet music and mp3s. Communicate with choir about the music

	Treasurer
	Kate
	Look after payments into and out of the bank account. Approve any ad-hoc expenditure. Produce annual accounts.

	Secretary
	Kate
	Take minutes at Steering Group meetings and distribute them.

	Events Co-ordinator
	TBC (with Anna)
	Oversee the organisation of events such as concerts. Ensure there are volunteers to carry out various roles required in order to put on the event.

	Hall Sanitising
	Carol and Jane
	Sanitise chairs, door handles, light switches etc at the end of rehearsals.


Actions:
· Anna to email the choir and let them know covid arrangements, subs, music etc. for our first session back (Done 12/9/21)
· Anna to write an article for Hartbeat

· Anna to tell choir about vacant roles and planned pub visit on 29th September

· Theresa to put together a welcome letter

· Theresa to continue promoting the choir on facebook

· Alison to access online banking, chase for the money in the old account and to start the change of mandate to remover herself and add Kate to the account

· Carol to print copies of music and start the music library

· Carol to follow up with Hall about storage of the A board (and amp?)

· Jane to contact members in each section to see if they would be buddies for new joiners
· Len to develop a registration form with next of kin information etc. (longer term – by next half term, considering GDPR)

· Kate to upload new music (Done 13/9/21)

· A bag to be bought for the amp (Not sure who is doing this)

