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SHCG Trustees Meeting Minutes
Friday 22 January, 1-4pm
(via video call due to Covid-19 pandemic)
1. Welcome and apologies
No apologies, all trustees present.
2. Minutes of last meeting & matters arising.
ACTION: VS passed on storage of publications (possibly at University of Leicester) to JM to follow up – Decision to put this on hold during the pandemic
ACTION: GA to trial an opt-in system for marketing to develop a useable system for non-members GA and EHard working on this. 
ACTION: JP to review peer reviewer guidance and to send around to all committee to review. Outstanding, JP to action after the next journal is published. 
ACTION: ALL to complete GDPR spreadsheet for GA – to be dealt with later in report
ACTION: Chair to ask Steph Mastoris if he is willing to act as the registered address for SHCG Complete registered address is now at St. Fagan’s Museum as an ongoing member of SHCG rather than SM personally with agreement of Curator there. 

ACTION: Seminar Organiser (HT) to check any associated costs of streaming technology such as that used by Collections Trust for joint disposals event Most now free.
ACTION: Treasurer and Membership Secretary to draft an application form for Hardship Fund and circulate to Committee for approval. This has been completed and the fund is now open.
ACTION: News Editor to liaise with Membership Secretary and Treasurer to include an advert for the above in Autumn Newsletter. Complete.
ACTION: Once approved, Marketing and Partnerships Officer (GA) to work with Membership Secretary (EHard) to notify whole membership. Complete.
ACTION: Treasurer, News Editor and Membership Secretary to discuss PayPal, postage and membership fees and come back with a proposal to Committee prior to next posting of Journal. To be discussed later in the meeting.

ACTION: JP to circulate Peer reviewer guidelines committee for info/comment when ready.
ACTION: Journal Contributor and Peer Reviewer Database to be transferred from Journal Editor’s password protected personal drive to the SHCG Google Drive. Outstanding. JP may need assistance with this.
ACTION: Digital Editor to check whether Jicsmail unsubscribe process is automatic or not and how preferences could be managed. It is, users can unsubscribe from email, other preferences via jicsmail. 
ACTION: Conference Organiser (EmH) to check where these forms are and save on shared drive if found. Complete - these are on the Google Drive.
ACTION: Digital Editor to check if website collects visitor information through cookies/IPM. If not Surface Impression (website hosts) may require payment to carry this out. LP cannot access this information and has raised with Surface Impression, waiting for them to respond.
ACTION: Seminar Organiser (LRS previous Conference Organiser) to send Marketing and Partnerships Officer list of emails being sent from conference email address and discuss retention periods Outstanding, retention period of 3 years suggested by EmH
ACTION: Chair to save final versions of Logos and Guidelines to Google Drive. Complete.
ACTION: Membership Secretary to forward list of those who are definitely not renewing membership to Digital Editor to remove from Jicsmail list and to send reminder to remainder with deadline of mid-November. Complete.
ACTION: Treasurer to check wording used by MA in recent training opportunities. Sent by Treasurer via email. 
ACTION: Seminar Organisers to investigate how to refund from Eventbrite. This is possible but has to be done before the event date has happened. 
ACTION: Membership Secretary and Journal Editor to work on draft of Access and Inclusion Policy and send to Committee for comment/input. This was discussed via a meeting on 15.01.2021 but requires further work, to be discussed later. 
ACTION: Treasurer to check reserves and suggest an appropriate number of free places that could be covered, also considering travel expenses. Circulated via email. 
ACTION: Further discussion over free places required with decision to be made prior to January meeting. 

ACTION: Membership Secretary to send Chair details of replies to why new members have joined
ACTION: Membership and Partnership Officer to send Chair summary of survey that was sent out earlier this year which highlights benefits of membership.
Chair to check if these actions were complete and/or whether info is still required.
ACTION: Chair to draft a proposed session for Fair Museums Job Conference and send to Committee for comment. Complete, session was not as well attended as MA but was a good platform. 
ACTION: Marketing and Partnerships Officer to send contact of Gabrielle Heffernan to Chair who will then contact re MA conference. Complete.
ACTION: Chair to ensure Forward Plan is circulated to all trustees after AGM in June 2021
ACTION: Membership Officer to reinitiate the offer and approach students who signed up last year to see if they want to renew membership. Delayed until GDPR sorted and to coincide with new 2021/2 academic year
ACTION: News Editor to draft an advert advertising we are always looking for partners/networks to work with. Outstanding
ACTION: Chair to circulate updated Forward Plan. Complete. 
3. Minute of decisions taken since last meeting (if applicable)
Decision (via email): Confirmed that at least 5 free places at Conference for Conference Organisers, Chair and 2x first time delegates. 
ACTION: Further discussion required on free place for BAME/protected characteristics to come out of Access and Inclusion Policy. Possibility of offering a free place for a Freelancer/self-employed consultant. Rest of decision delayed until clearer what form conference will take.  
Hardship fund approved and advertised
MA Conference attended

Fair Museum Jobs conference attended 
4. Reports 
Please refer to reports document circulated separately for full reports, extra points or discussions noted below.

5. Queries/discussion arising from reports
a) Chair

Chair is currently Duty Editor for firstBASE so please let her know if anything to highlight. 
b) Secretary (Chair)
Contacted Hackney Museum to update them that the registered address is now at St Fagan’s Museum.
c) Treasurer

Gift Aid report has been prepared; accountant is going to review but needs chasing. 
All bank accounts have been updated with the new registered address. Website also needs updating.

ACTION: Chair (VS) to change registered address on Enquiry email signature. Complete
ACTION: Membership Secretary (EHard) and Treasurer (LJ) to check and update all logos/templates with registered address and ensure a complete set is kept at a central location
ACTION: Web Editor (LP) to update website with new address.

d) Membership 
All membership actions have been reconciled. The payment process has improved conversion from signing up to membership to payment. Registered address has been sent to all Institutional members to aid payment.
ACTION: Membership Secretary (EHard) and Marketing/Partnerships Officer (GA) to draft update to all membership regarding registered address and updated membership structure to coincide with renewals in April
e) Journal

Someone has withdrawn so currently 4 articles but will continue with a slim line publication. Discussion over commissioning reviews of books/exhibitions and paying for book/exhibition, can we afford this?
Conf Org (EmH) said she thought this was a good idea as might encourage more people to review if books are suggested by SHCG of what they would like to be reviewed.

LRS raised that reviews of digital exhibitions might be an option/interesting and that book publishers can give preferential rates for charities doing book reviews.

ACTION: Journal Editor to investigate with book publishers
ACTION: GA offered to review Dan Hicks’ ‘The Brutish Museums’ for next Journal, deadline start of March, to let JP know if not possible.

Decision: Set a budget per publication or year to cover book/exhibition reviews for journal. Use Hive or Bookshop.org to support independent bookshops. SHCG to purchase the books and send to reviewers rather than sending money.
f) News 
Last time was a bumper edition with theme of Collecting Covid. Membership Secretary and Chair both got positive feedback from members. Next time will return to usual page numbers. Deadline for submissions is 5 April. Will see what theme if any emerges. Some discussion amongst trustees that could be some traction on cultural venues that have become COVID vaccination centres e.g., Thackray Museum and Black Country Living Museum
ACTION: News Editor (ME) to draft call for submissions and Journal Editor (JP) to draft details of commissioned book review and send to Marketing Officer (GA) by end of January to send out in a joint Mailchimp.
g) Marketing and Partnerships
Confirmation that student offer will be ready to launch for the next academic year in Sep 2021. Membership Secretary (EHard) said that no feedback was received from those who did take up the student membership last year. This needs to be considered in the light of our Access and Inclusion discussions. 
GDPR Information audit is now on the Google drive so that it can be regularly reviewed and updated by committee members/handover.

Outstanding actions listed again for ease:

ACTION: Conference Organisers (EmH and VM) to decide on retention period for conference emails

ACTION: Journal Editor (JP) to add contributor and reviewer details to be added to Google Drive rather than personal drive

ACTION: ALL Committee contacts need to agree to our details being stored

ACTION: Chair (VS) Trustee Nomination Form to be updated and ensure unsuccessful candidates’ details are deleted. 

ACTION: News Editor (ME) to confirm retention period for contributors/designer firstBASE Committee also need to be aware of and working within SHCG policies including the audit/data retention. 
ACTION: Marketing Officer (GA) to send Personal Data Audit details to Chair (VS), Conf Org (EmH) and Treasurer (LJ) before 28/01/2021

ACTION: Chair (VS) to raise this at next firstBASE meeting on 28/01/2021

Discussion over whether Brexit will affect GDPR. GA confirmed it may well do but we still need to be compliant and unlikely to be any changes soon.
h) Digital 
Google analytics is showing that there have been no hits on website since 2018 which can’t be true so thinks there is an issue with Google seeing the site properly. LP has messaged Surface Impression to assist but awaiting a response.
Action: JP raised that trustee list also needs updating on website
i) Seminars
What do we need to ask our membership? There is so much online training content now we need to find our niche. 
Chair (VS) raised whether we can deliver a seminar before the end of the financial year online? By adapting the planned seminar that was cancelled. Or something further on the theme of the MA conference session which was Managing Social History Collections in a Digital Age. Charging may be difficult in the light of some much free content but could potentially provide on our website for members.

Marketing/Partnerships Officer (GA) raised that a lot of our resources are free, maybe we need to promote this further

Membership (EHard) raised how much do we know about our membership and what they value us for?

Sem Org (LRS) agreed that thinks this has changed since lockdown.

Sem Org (HT) suggested hosting a seminar about our resources both profile-raising but collaborative
Conf Org (EmH) raised a discussion had at last firstBASE meeting regarding a Wikithon style event editing firstBASE entries with our membership.

Marketing/Partnerships (GA) agreed that direct engagement with attendees and participation working on a specific task is a good model.

Sem Org (LRS) confirmed this could be our different angle, could use digital noteboards.

Sem Org (HT) also aired a meet the Trustees sessions with then going into breakout workshops similar to the Access and Inclusion Trustee discussion with prompts

ACTION: Sem Orgs (LRS and HT) to circulate proposed survey questions to Committee

Treasurer (LJ) raised that we could also put these out as twitter polls not just via mailchimp due to furlough etc.
ACTION: Sem Orgs (LRS and HT) to come up with a proposal for a couple of events one before end March 2021 and one for April/May and circulate to committee by end of Jan/beg of Feb
j) Conference

Conf Orgs have followed up with venues and we do not need to confirm with them until a month before. Situation is still unclear due to COVID as to whether a physical conference can go ahead in June. Other options include postponing a physical conference until the Autumn, or delivering conference digitally in June or a blended option. Chair confirmed that conference can take place separately to AGM in June. Conf Orgs suggested contacting membership in March. Treasurer (LJ) raised that if we ask membership their decision may still be irrelevant due to restrictions and might have to disappoint them. 
Discussion amongst trustees leaning towards delivering digitally in June. Sem Org (LRS) raised the issue of our own safety and Health and Safety training for delivering Covid Secure events. 

Membership Officer (EHard) raised that if we accept digital now, we have opportunity to be creative and could have behind the scenes tours from further afield/ gain a larger audience, even more regional watch parties if restrictions allow. 

Decision: Don’t contact membership regarding options. Agree a decision as to what Conference option to go with via email in March. 

Conf Org (VM) raised that we would obviously have to revisit conference costs if being delivered digitally.

Chair (VS) suggested could be free to members and a fee for non-members (or join for a year)

Sem Org (LRS) suggested a pay as you feel scheme and money could be added to Hardship Fund.

ACTION: Conference Organisers (VM and EmH) to benchmark other pay as you feel schemes
6. Impact of Covid-19

Ongoing.
7. For briefing / discussion / agreement
a) firstBASE
Next meeting 28/01/2021. Nothing else to report except that which has been discussed already above. 
b) Access and Inclusion Policy
Thanks to Membership Officer (EHard) for leading the work and discussion on this on 15/01/2021 and thanks to Journal Editor (JP) for taking and circulating notes of the session. 
ACTION: EHard to send round PowerPoint including glossary of terms to committee

EHard summarised discussion raising again that a big issue is that we don’t know who our members are. All agreed that a wider discussion on access and inclusion with and beyond our membership would be beneficial. Need to ensure we are GDPR compliant in collecting data from membership.

Would also be good if this consultation wasn’t just about SHCG getting/using others expertise.

Suggested this could be phrased as ‘Do you want to have conversation with your trustees / volunteers about diversity? Come along and try our approach with a discussion on an action plan.’

ACTION: Membership Officer (EHard) and Sem Orgs (HT and LRS) to discuss how this can fit into SHCG Events programme.
Marketing Officer (GA) asked if we still wanted to carry out a membership survey.

All agreed this would still be beneficial. EHard suggested this could be a regular every 5 years for example, other similar organisations do this.

GA suggested this survey should be timed with membership renewals 
Discussion around using a standardised form – which makes data analysis easier – vs. free text for self-describing. 

ACTION: Membership Officer (EHard) to investigate different options for survey questioning and circulate to committee. Committee to have confirmed a survey approach (including events as well as membership questions) by end March 2021

Sem Org (LRS) highlighted that wording is crucial and no-one wants to be the ‘other’ option – all agreed.

Marketing/Partnerships (GA) agreed that we need to have confirmed GDPR prior to sending the survey out.

c) Membership Structure and Fees Proposal 
Also see membership fees paper provided ahead of the meeting. 
Decision: Raise the international print membership by £5 to part cover the associated PayPal and postage costs. Digital membership price will not rise as the PayPal amount is so small.

There is currently no digital only membership category for institutional members. BUT all Institutional members do receive the benefits of digital membership as well as their print copy of News etc.

Discussion on how we can reach more employees of institutional members whilst recognising there is only so much we can do. 

Can we add a list of institutional members to our website as MA does? Web Editor (LP) and Sem Org (LRS) raised concerns around this from personal experience knowing that some organisations don’t allow this as it counts as affiliation. Can we provide PDF receipt with all essential information e.g., jicsmail list, website, links to resources that can be easily disseminated throughout an organisation. 
Decision: Not to pursue a separate Digital Institutional Membership category but to clarify the benefits of membership to all institutional members via Comms and website update

ACTION: Marketing/Partnerships to push Comms of Institutional Membership benefits
Membership Sec (EHard) summarised status of Hardship Fund

10 were offered in November until the end of the membership year which is March 2021 and 3 were taken up. We did this to increase access particularly with the current effects of COVID-19, raise profile and demystify SHCG. Do we continue to offer this and to whom and on what basis?
Journal Editor (JP) asked what the costs were of continuing it? (Whilst agreeing that it should continue)

Only costs incurred will be when we resume in-person events and the discount we offer. 

Decision: Yes, continue to offer the Hardship Fund on same basis, it is essential to our Access and Inclusion policy. 

ACTION: Chair (VS) To add this to the Forward Plan

ACTION: Web Editor to promote as and when appropriate, if someone signed up now, they would receive a 15-month membership which is fine.
ACTION: Marketing/Partnership Officer (GA) to include in the Membership/renewal communication highlighting if people are unable to renew due to cost then this is an option.

d) Forward Plan 
This was circulated following the last meeting. 

ACTION: Chair (VS) to review this in more detail and ensure it is signed off at the next committee meeting.
8. AOB (any other business)
ACTION: All those stepping down from their roles at next AGM to ensure their role profiles are up-to-date. 
News Editor (ME) asked if you have to swap roles if re-elected. Chair confirmed no, given first refusal on roles. 
9. Date and location of next committee meeting: TBC / via video call due to Covid-19 pandemic
