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DUDLEY DISTRICT SCOUT COUNCIL 
 
 
HQ MAINTENANCE POLICY FOR THE DISTRICT 
 
 
Preamble: 
 
It is essential that the district Executive sets out clear lines of responsibility in regards to the HQ Maintenance and costs to ensure the HQ Manager is able to effectively carry out his role.

The Role Description of the HQ Field Manager is attached and is a voluntary role and comes with a seat on the Executive Committee.

HQ Maintenance Policy: 

The District Executive delegates full authority to the HQ Field Manager.

We recognise an annual budget of £500 for the following tasks:
a) Painting/Decorating
b) Waterproofing
c) Toilet Paper, Cleaning Products and Other Sundries
d) Minor Repairs and replacement where the spend is not in excess of the annual Budget

To Enable effectiveness and operate with minimal risk; the £500 will be placed within a prepaid Spend Card. Held in the name of the district and in accordance with Scout Association rules regarding account controls and dual authorisation.

The HQ Manager is to produce receipts or invoices as soon as any spend has occurred on the card. 
Scout Association recommend using a pre-paid card, so that there is a fixed limit and this is fully compliant with POR and Charity Commission rules.
											
Utilities and Annual/Regular Obligations

Electric, Water, Lease, Internet and Insurance – All to be paid for and Maintained by the Finance Subcommittee. HQ Manager will act as onsite representative where required.

Current Annual/Regular obligations:
a) PAT Testing
b) Fire Extinguisher Servicing
c) Electrical Service
d) Water Testing

(Minor) Scout Led Improvements (HQ Manager)

This policy does not cover Improvements; but does provide the following guidance to allow for progress. These should be planned in carefully and in accordance with the Annual Budget to minimise unnecessary spend and achieving Value for Money. Improvements should be presented to the District Exec Subcommittee to provide a recommendation to the Executive based on the budget. Any funds allocated for improvements can then be transferred to the Prepaid card to be managed by the HQ manager and receipts invoices to be dealt with in the same manner as above.



(Major) Externally Led Improvements

This policy does not cover Externally led Improvements; but does provide the following guidance to allow for progress. These should be planned in carefully and in accordance with the Annual Budget to minimise unnecessary spend and achieving Value for Money. Improvements should be presented to the District Exec Subcommittee to provide a recommendation to the Executive based on the budget. Any funds allocated for Externally led improvements can then be invoiced to the treasurer to be managed by the HQ manager and settled by the treasurer.

Feasibility

The District Exec Finance Subcommittee should regularly review the feasibility and the life cycle of the asset.


Review: 
 
This policy will be reviewed each year at the time of the preparation of the budget [for the District] - next review due in Dec 2022. 
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