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Minutes of the M4 2026 Trustees’ Meeting 
 

Venue 
Online on MS Teams 

Date 
Thursday 21st May  

 
Trustees Present 
David Atkins 
Emma Welch 
Vicki Silk 
Nick Daisley 
Richard Taylor 

Also Present 
 

 
Welcome 
 
David welcomed everyone to the meeting.   
 
This Meeting was called to address the appointment of Rosie as interim manager 
of the centre.   
 
Rosie’s Contract 
 
It was noted that Rosie (having resigned from the Board of Trustees on 18th May 
2026) will be appointed as Interim Centre Manager for a temporary period of 6 
months starting on 1st June 2026.  Rosie’s role is intended to be a special 
consultancy role and the appointment is for a fixed term to help with the 
transition period between Tanya leaving and the Trustees appointing a new 
Centre Manager.   
 
Key Takeouts 
 
Rosie is to be appointed as Interim Centre Manager for 6 months starting June 
1st, with the first 2 months at full 28 hours being used to assess role and options 
for restructuring operations before formal recruitment for a new centre manager 
begins in month 4.  Number of hours to be reviewed after the first 2 months.    
 
Tanya's resignation plus 2-month complete break, followed by potential 16-hour 
lottery project role reporting to new Centre Manager is to be 
acknowledged/confirmed in writing.   
 
Decisions Made 

• Proposed contract terms: 6-month temporary contract without 
standard probationary period; sick pay policy deferred for 3 months; 
notice period matches probationary terms (1 month)  
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• Role differentiation: It was noted that Rosie's position is to be a 
temporary measure, consultancy-style/exceptional appointment and 
that proper process including external recruitment will take place before 
the permanent new centre manager is appointed 

• Overtime payment: Rosie's May handover hours are to be paid as 
overtime in June payroll  

• Review schedule: Rosie’s contract and hours are to be reviewed after 2 
months when role scope has been assessed 

• Recruitment timeline: External recruitment is to begin during month 4 to 
allow sufficient time before 6-month contract ends  

• Email access: Tanya's password will be changed on the day after her last 
day; emails will automatically be forwarded to Rosie with an auto-
response indicating that Tanya is no longer Centre Manager  

• New email for Tanya: Upon return, we should consider giving Tanya a 
new email address to reinforce a clean break and role change 

Pending Confirmation/Points for Rosie to Progress once in role: 
 

• Swire Foundation funding restrictions: Karen and Rosie believe £45k/3-
year grant has fewer restrictions than Tanya indicated; Rosie to clarify 
overlap with lottery funding upon starting the Interim Manager role 

• Lottery project start date: Proposed August 1st start; requires 
confirmation with lottery representative Kate which is planned to be done 
during May 26th call with David, Rosie, and Tanya 

 

Role Restructuring Objectives - Rosie 
 

• First 2 months focus: Rosie to work with staff to redefine Centre 
Manager job description, assess staff capacity, and determine 
appropriate working hours across team considering lottery project 
requirements 

• Staff development: Two-month Tanya absence may give staff the 
opportunity to step up and fill roles independently, making future Centre 
Manager recruitment smoother 

• Tanya's return role: is proposed at this stage to be,16 hours focused on 
lottery project delivery, reporting to Centre Manager (not peer level) 
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Transition Management - Tanya 
 

• Two-month complete break: We will suggest that there should be no 
site visits during June-July to allow clean transition and prevent staff 
defaulting to Tanya for questions instead of engaging with Rosie  

• Resignation confirmation letter: Vicki to draft formal letter confirming 
Tanya resigned as Centre Manager, will take 2-month break, with 
potential role upon return 

• Exit interview: Emma conducting on Wednesday to discuss email 
handover procedures and final administrative tasks 

 
Action Items 
 

• Vicki: Draft temporary 6-month contract using HR template with modified 
terms (no probationary period, consultancy-style, sick pay); circulate 
tomorrow DONE 

• Emma: Update Centre Manager job description to reflect current 
operations (staff changes, role titles); circulate tomorrow DONE 

• Richard: Draft objectives for Rosie's interim role, time-bound for 6-month 
period; circulate tomorrow DONE 

• Vicki: Draft resignation acknowledgement/confirmation letter to Tanya; 
circulate with contract tomorrow DONE 

• Emma: Circulate bank details for Tanya leaving gift collection; coordinate 
with staff contributions DONE 

• Nick: Select appropriate voucher for Tanya after consulting Sarah; 
arrange gift for Luna  

• David: Write email to Karen thanking her for recent fundraising successes 
(Swire grant, plant fair, Avocado Estate Agents partnership worth 
potential £5k) DONE 

• Emma: Remove Tanya's system access end of next week; change 
password after final day 

• David/Rosie/Tanya: Lottery call May 26th to confirm August 1st project 
start and formally defer by additional month 

• Emma: Send flowers to Rosie acknowledging board resignation 
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• Nick: Review AI note-taking tool confidentiality settings for future board 
meetings DONE 

Leaving Arrangements 
 

• Tanya's farewell: Thursday May 28th, 2pm afternoon tea with gluten-free 
cakes; organized by Celina 

• Gift: Board collection for voucher plus gift for Luna; amount determined 
by contributions received 

• Rosie acknowledgment: Flowers and card for board service upon 
resignation 

 
 


