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Glossary of Terms 

 

TC  Town Clerk 

HOS  Head of Service Resources and Venues 

CM  Civic Manager 

AS  Assistant Manager 

TTC  Trowbridge Town Council 

WC  Wiltshire Council 

FM  Facilities Manager 

USP  Unique Selling Point 

CNS   Carbon Neutral Strategy 

ICT  Information and Communications Technologies 

EPC  Energy Performance Certificate 

DEC  Display Energy Certificate  
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TOWN COUNCIL STRATEGY 2017-2021 says: 

PROSPICE - Look Forward - Meeting the challenges and seizing the opportunities 2017 

– 2021 

Trowbridge has developed in recent years due to three key foundations of the Town Council: 

Investing in facilities and services, such as the Civic Centre. 

1. Introduction 

− The Civic Board meet on a quarterly basis to discuss and review the Civic Venue 

operation. This report, presented by the HOS, details the events that have taken 

place at The Civic so far this financial year, future bookings and activities, and the 

financial position of the Civic when compared to budget.  It also demonstrates how 

The Civic operates its marketing and promotional activities, its environmental 

impact on TTC’s Carbon Neutral Strategy (CNS) and will recap on the building, 

maintenance and repairs to both the Civic and Longfield buildings.  

2. Staff 

− The CM is responsible for managing a team of reporting staff providing venue 

services at The Civic and Longfield Community Centre for the community and local 

businesses, delivering a first class service to our corporate clients and event 

attendees. The team of Officers: Becci Knight; Ellen Ford; Oli Castleman; Imi 

LaTrobe and Chloe Holtom operate the service on a rota system for events, 

supported by casual staff when required. Sharon Bull looks after the bookings and 

administration for the events.  

− Since April 2020, the Officers have been on a combination of furlough and flexible 

furlough due to the restrictions and impact of the pandemic, as reported in the TC’s 

quarterly reports to the Policy and Resources Committee.   

− The Officers remain on flexible furlough at present, working when needed in line 

with bookings and to support the business. They are also working in bubbles, to 

avoid any risk of all staff being required to self-isolate at one time, which would halt 

all operations and have a severe impact on any bookings.  

− Our AM Becci Knight has now extended her maternity leave and will return in June 

2022. Depending on the business and how the effect of the pandemic impacts further 

over the next few months, it may be necessary to review the staffing structure of the 

Civic team to support the CM, especially during our busy Christmas period.  
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3. Events 

Trowbridge Town Council has established The Civic as Wiltshire’s premier event and 

conferencing venue. The Civic will need to ensure that it retains good relationships with 

significant customers (such as Apetito), develops new relationships, is innovative and 

flexible, adapting to changing requirements and tastes. 

3.1 Bookings and Events in the 1st Quarter 

− Multiple Blood Donors 

−  Private Bookings 

− South West Ambulance Service  

− Training sessions 

− Multiple Apetito events 

− WC Elections 

− Various Private Conferences 

− WC Meetings 

 

 

 

 

 

 

 

 

 

3.2 Future Events 

−  As we come out of lockdown and all restrictions are lifted we are looking to 

reintroduce our live music and comedy events.  

− Pre-Covid, the Civic ran our own 

monthly live music for upcoming 

musicians @ The Café. 

− We are looking at developing this 

further, beginning as a monthly 

event on the second Thursday of 

each month, with a view to 

increasing this to fortnightly or 

weekly as we grow.  

 WC Socially Distanced Full Council 

Meeting 

 

 Apetito Beach Theme 

Conference 
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− This will be held in the Lounge / Foyer area and will showcase booked musicians 

accompanied by a rhythm section. This will include Acoustic, Jazz, Country, Blues, 

Folk, Americana and main stream pop. There will be an entry fee introduced to cover 

the cost of booking professional 

musicians. We anticipate launching 

this on Thursday 9th September 2021.  

− Additional programming for 

the upcoming autumn and winter 

season is well under way with many 

wonderful events planned, including 

the Mercury Ultimate Queen Tribute  

 

and our very own Cider Festival on 14th 

August featuring the Mangled Wurzels. 

− Comedy nights are also set to return. 

− We look forward to welcoming Milton 

Jones back to The Civic. 
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− We are also looking at introducing a monthly disco/ club night, as these have proven 

very successful in the past.  

− Our first will be a 90’s and Naughtiest 

Night, on Saturday 2nd October.   

− November will feature two Halloween 

events: one for Children, run in 

partnership with Active Trowbridge; 

the other will be an adults Halloween 

themed disco, which will offer free 

entry to NHS workers as a thank you 

for their service throughout the 

pandemic.  

 

− 12th November will also see the return 

of Martin Kemp, for what is already a 

SOLD-OUT show. A second show has 

now been added for 29th April 2022! 
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3.2.3 Christmas 

− Looking forward to Christmas, which will be upon us before we know it, I have 

included some photos of our previous Christmas celebrations just to show our new 

Councillors and remind all other Councillors how spectacular The Civic looks when 

fully decorated and what we will be looking to re-create this year.  

  

 

 Santa’s Sleigh 
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− We have also secured the 

Trowbridge Philharmonic Choir for 

a special evening of Carols. This 

will be a free charity event on 

Sunday 19th December, where we 

will be asking for donations, which 

will be shared equally between The 

Mayor’s charity and The 

Trowbridge Philharmonic Choir 

charity. We will be inviting all Councillors and staff to attend with their families and 

friends, as well as the community at 6pm for just over 1 hour of wonderful Christmas 

Carol singing. This will feature a 50-piece choir. 

 

 

− And, PANTO will be coming to The Civic on 23rd December, for one day only. 
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− And finally, following its very 

successful launch in 2019, we will be 

seeing in the new year with our 

formal New Year’s Eve Dinner Dance.  

− Tickets for all events are now on sale 

@ www.thecivictrowbridge.co.uk 

− Or via the box office bookings line: 

01225 765072 option 2 

 

 

 

 

http://www.thecivictrowbridge.co.uk/
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4. Marketing 

4.1 Radio 

We continue to advertise on Greatest 

Hits & West Wilts FM to an ever 

increasing audience. GHR is quickly 

becoming a favourite with listeners in 

the South West which in turn helps 

our radio ads reach even more 

potential customers.  With plans to 

add in more generic ads in the near future, we will be able to keep our message fresh 

and informative.  

4.2 Digital Marketing 

The Civic promotional video has been uploaded to our social media sites. 

The Civic Marketing Video. Showcasing each room and different setups, visitors to 

our sites will now have a better feel for the venue as a whole.  We plan to upgrade 

this regularly to keep it fresh and inviting.  It is currently awaiting editing into 

smaller segments, to add to our website. 

 

4.3 Video Display Screen 

The 4 screens, situated on the front of The Civic entrance, 

remain a great way of informing the community of 

Trowbridge, visitors to The Civic, and passers-by what 

events we have running.  At present, we have our 

program of events displayed and this is updated as soon 

as bookings are confirmed.   

 

 

4.4 Social Media 

Our social media sites Facebook, Twitter, Instagram and now Tiktok are constantly 

being updated with a variety of news, competitions and throwback posts.  These will 

continue to grow as we get back into the swing of things. We are making our social 

media presence a priority to engage with the Trowbridge Community.  Our new 

promotional video is also now playing 24/7 on the two bottom screens as well as in 

the foyer on the wall next to the vending machine. 

 

  

https://www.facebook.com/TheCivicTrowbridge/videos/508735680354119
http://www.facebook.com/thecivictrowbridge
mailto:@TrowbridgeCivic
mailto:@Thecivictrowbridge
https://www.tiktok.com/@thecivictrowbridge?lang=en
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5. Office Hot-Desking  
AGENDA ITEM 6 

RECOMMENDATION: That the CM moves forward with Option 1 to build 

hot desk cubicles in the Bowyer Room, with a view, if successful, to consider 

expanding to Option 2. 

− We have been looking into re-developing the Bowyer Room to accommodate hot-

desks for local businesses and the community to hire for short term and occasional 

use.  The CM is working closely with a company to get estimated costs.  

− Appendix E shows some suggested floorplans we have received which have cubicle 

dividers to best utilize the space. Plan one allows for 7 hot desks with an informal 

seating area, which is advised for this set up. Plan two maximizes the space further 

with 12 hot desks and two smaller informal seating areas.   

− Charges would be based on a daily, weekly and monthly rate, offering flexibility for 

users, Monday to Friday 08:00 to 17:00. Wi-Fi and the use of the staff room for tea 

and coffee making facilities would need to be provided.  

Daily Rate Weekly Rate Monthly Rate 

£15  
per day 

£50 
 (Daily discounted rate 

of £10 per w/d) 

£176  
(Daily discounted rate 

of £8 per w/d) 

 

− Further research is currently underway on the proposed pricing structure, to ensure 

if we go ahead, we are offering an affordable and cost effective price.   

− We have now received quotes for the cubicles: 

 Option 1; £2,616 plus VAT 

 Option 2 £4, 168 plus VAT 

 These quotes do not include installation, which is an additional £630 but we 

have been advised it is not difficult to set up and the CM along with the FM 

could work together to install it.  

−  Additional costs of office furniture would also need to be factored in.  With so many 

businesses closing down due to Covid, we could look to pick up some second hand 

office furniture for a fraction of the cost of new.  
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− If we go ahead, we will also need to re-locate a new two year booking with SeeTec 

to a private office, which is possible.  They are paying higher daily rates for 2 days a 

week, for the exclusive use of an office.  This is a new booking, for potentially 2 years 

and could move to 3 days at some point.   
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6. Going Green  

− In accordance with the town council’s declaration of a Climate Emergency and its 

proposal to develop a CNS, the Civic is considering ways to reduce our carbon 

footprint across its services and assets. 

 

− The Civic Centre currently has an EPC and DEC rating of B at 48 points, 2 points 

away from becoming a rating of C. A report is available from the FM upon request, 

as well as viewing any non-domestic property online. 

− Improvements to the venues rating can be achieved by carrying out upgrades to: 

 Solar screening on south facing windows 

 Increasing our PV installation 

 Installation of Wind Turbines could also be considered, however WC do not 

have these in their policy and would therefore reject any application. 

Wiltshire is the only county not to have a policy to have Wind Turbines as a 

source of renewable energy!  

 Lighting: The UK began phasing out the sale of Halogen lightbulbs in 2018. 

The Civic will need to allocate funds to change lamp fittings from Halogen to 

LED over the course of the next few years to be more energy efficient and 

benefit the environment through: 

 Longer lasting, saving money 

 Brighter lights, means fewer lights used 

 Non-toxic elements – reduces carbon footprint 

 Cost effective –  less money spent 

 Less wastage – eco friendly 

 Improvements to the hardscape at the main entrance of The Civic, with 

Bee-Friendly landscape (raised borders with flowers). The FM is in 

discussion with Environmental groups and will submit some designs and 

provisional costs soon.   

 Installation of EV Charging Points (funded through available schemes) and 

herringbone parking outside and down the side of The Civic, reducing the 

paying to 1.4m. 

− (see Appendix A for a detailed explanation by the FM) 

 

https://www.ndepcregister.com/reportSearchAddressByPostcode.html
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− Whilst these upgrades will provide improvements to the building rating and also 

improve the carbon impact the building has, we have to consider the impact on the 

budget for these upgrades along with the payback length and to also factor in the 

environmental impact on any production of new lighting and recycling of old. 

− The following steps have already been taken to reduce our carbon footprint: 

 

 Replaced all single use plastic cups at all water stations around the building to 

biodegradable ones. 

 Invested in polycarbonate cups for the bar, for those large events where glass is not 

appropriate 

 Plastic straws replaced with paper straws. Paper napkins are no longer used 

 Single use plastic cable ties have been replaced with chair clips 

 Switched to sugar cubes instead of sachets, to reduce paper waste 

 Where possible, we use bio-degradable reface sacks 

 Reduction in printing 

 Purchased tea towels for glass cleaning to reduce high levels of blue roll wastage 

 

 

− We will continue to update the Civic Board on any further changes we make in our 

endeavors and commitment to TTC’s CNS. 

7. Buildings, Repairs and Maintenance 

− The FM remains responsible for the maintenance and repair of the Civic and 

Longfield. The following areas under review and / or in need of repair or future 

upgrades are: (see Appendix A for a detailed explanation by the FM) 

      7.1 Air Source Heat Pump (HVAC) 

 Initial quotes to replace ASHP for main hall £68K - £80K 

 Retrospective fitting of air con in all other rooms £80K. This does not 

include linking to building management software which could be within 

range of £2k to £2.5K 

 Costs for Air Con for just the Chamber and Usher to be sought.  

− However, I can now report that following an inspection and review by a consultant, 

it appears there has been a long standing error within the programming of the 

HVAC which may have caused the heating to continue to run, even when switched 

to off. This has now been corrected and we wait to see the result.  Consequently, the 
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installation of AC may not be required. The FM will continue to review this, as well 

as any other alternative requirements needed. We will keep Civic Board updated.  

7.2 Exterior Cladding /Deck 

− The external cladding and stone work has started to be cleaned by our cleaning 

contractor and is already showing much improvement. Expected final costs to be 

around £2.5 - £3K. 

−  It was highlighted that attempts to wash the timber were not recommended and 

we await advice on how to clean the rest of the timber.  

7.3 Repairs 

−  A question was raised at the previous Civic Board meeting about how much has 

been spent on premises repairs and maintenance to the Civic and Longfield over the 

past 5 years. I can report the following spend: 

4038 2017 - 2018 2018 – 2019 2019 – 2020 2020 – 2021 2021 - 2022 

 Budget Actual Budget Actual Budget Actual Budget Actual Budget Actual 

Civic 
 

£20,000 £20,286 £10,000 £18,384 £3,857 ££9,929 £30,000 £12,562 £30,000 £5,780       
t/d 

Longfield £6,000 £2,794 £3,145 £3,005 £3,000 £9,979 £7,000 £6,924 £7,000 £500 
t/d 

 

7.4 Redecorating 

− The FM and CM are working together to plan the ongoing revamp of other areas of 

The Civic and Longfield. Quotations are being received by the FM for works over 

this financial year and next.  The Bowyer room has now had a fresh coat of paint. 

7.5 Training 

− The FM provided refresher fire training to the Civic Team, which was well 

received, given the length of time the building has not been operational due to the 

pandemic.   

7.6 ICT 

− The FM is currently looking at presentation screens/equipment for smaller rooms 

in the Civic to improve the experience, as well as a new conferencing system built 

into phone system.  
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8 Motions  

Motion 2107082259 WORLD CUP QATAR 2022 AGENDA ITEM 7 

− The showcasing of the 2022 World Cup is scheduled between 21st November 2022 

and 18th December 2022. This time coincides with the Christmas program at the 

Civic and would cause an operational disruption during our peak season and greatly 

impact on our ability to provide high end Christmas parties and entertainment 

which has become our USP. 

− However, it would be possible to 

showcase the England matches as 

well as the quarter-finals, semi-

finals and final in a family friendly 

event at Longfield Community 

Centre, run in partnership with 

Active Trowbridge. These dates 

could be blocked off ahead of time 

to ensure availability.  Attendees 

would be able to bring non-

alcoholic beverages and snacks to 

the event, therefore making it 

suitable for families to attend.  

Maranatha Church have installed a 

state of the art projector and sound 

system in Longfield and they are 

happy for TTC to have the use of it.  

This would mean no additional 

equipment would need to be hired 

to showcase this event. 

− The HOS for Leisure has also put forward the suggestions of utilizing Doric Park. 
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        2022 Qatar World Cup, FIFA has announced 

Kick-off times for the first two rounds of matches will be 1pm, 4pm, 7pm and 

10pm local time (10am, 1pm, 4pm and 7pm in the United Kingdom 

Kick-off times in the final round of group games and knock-out round matches 

will be at 6pm and 10pm local time (3pm and 7pm UK time). 

https://www.fifa.com/tournaments/mens/worldcup/qatar2022 

  

 

MOTION: That Trowbridge Town Council schedules preparations for showcasing 

the Qatar 2022 World Cup, exercising full use of facilities such as the Civic Centre 

to display the event. 

RECOMMENDATION: That Trowbridge Town Council schedules preparations for 

showcasing the Qatar 2022 World Cup, at Longfield Community Centre, working in 

partnership with Active Trowbridge to display the three England matches, as well 

as the quarter-final, semi-final and final matches.  

  

https://www.fifa.com/tournaments/mens/worldcup/qatar2022
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9 Financials 

Agenda Item 7 

9.1 Civic Management Accounts –Qtr. 1 (April 21 – June 21)       Appendix B 

 

THE CIVIC      Actual                   Budget  Variance 

Gross Expenditure         £ 32,677                £ 82,476               £49,799 

Income    £ 14,831          £ 61, 251                £46,420  

Net Expenditure    £ 17,846           £ 21,225    £   3,379 

 

− The Civic continues to be impacted by the pandemic, however we remain in a 

favourable position at the end of Qtr. 1 at £3,379 better than budget.  

9.2 Longfield Management Accounts –Qtr. 1 (April 21 – June 21)  Appendix C 

 

 

LONGFIELD     Actual                      Budget  Variance 

Gross Expenditure         £ 3,673                        £ 6,816               £ 3,143 

Income    £ 11,198                        £12,501                 £ 1,312  

Net Expenditure    £ 7,516                        £ 5,685    £ 1,831 

 

− Longfield has also achieved a better than budget result, with a favourable £1,831. 

9.3 Facilities Management Accounts –Qtr. 1 (April 21 – June 21)    Appendix D 

The Civic Building     Actual                      Budget  Variance  

Gross Expenditure         £ 93,347                    £ 95,493               £ 2,146  

Longfield Building     Actual                      Budget  Variance  

Gross Expenditure         £ 3,214                       £ 4,802               £ 1,588 

−  

− The Civic and Longfield building has also achieved a better than budget result, with 

a total saving of £3,747. This is largely due to the building being closed for the 

majority of the year, a reduction in our service costs, (cleaning contract) and 

reclaimed rates.   

− Overall, I am pleased to report a total better than budget end of year figure across 

all three Cost Centre’s of £8,944.   
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10  HOS Summary 

− I am very pleased to report a positive result at the end of quarter one for The Civic 

and Longfield, despite many restrictions still being in place for the most part and a 

slow recovery of business. The furlough scheme has continued to support us, and 

will run until end of September 2021. 

− Our program of events is looking very positive, with many exciting shows, parties 

and celebration plans well underway. Tickets are being booked and interest is 

definitely growing.  

− We continue to get more enquiries and bookings for conferences and events and 

myself and the CM remain positive and optimistic that we will bring The Civic back 

to the thriving business we achieved pre-Covid.  

− I ask for Councillors continued support over the next year, especially in the coming 

months as the furlough scheme comes to an end. We have a busy program of events 

ahead and I just hope that no further restrictions will be forced upon us which would 

negatively impact our operation and recovery.  

− I would like to say thank you to the Civic team: Becci, Ellen, Oli, Imi, Chloe and 

Sharon, who have all been greatly affected by being furloughed and having to cope 

with the uncertainty of job security and reduced income for over 16 months. 

− Finally, I would like to thank Paul for his commitment and hard work during this 

time. He has kept the Civic going throughout, facilitating the NHS, ambulance 

service and essential bookings, whilst supporting his team and keeping relationships 

going with our customers, suppliers and the community, so we are in as best a 

position as possible to come back from this pandemic.    

 

Juliet Weimar 

Head of Service Resources & Venues 

Juliet.weimar@trowbridge.gov.uk 

01225 765072    07539 545083 

 

Including contributions from Paul Weimar (CM) and Karl Buckingham (FM) 

 

  

mailto:Juliet.weimar@trowbridge.gov.uk
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11  Appendices 

 

APPENDIX A – FM DETAILED RESPONSES 

 

6  Green  

− “I have met with Environmental groups looking for some locations to landscape 

‘bee friendly’. The main entrance of the Civic is one area where some of the 

hardscape requires improvement but would benefit from such green scheme. A 

contractor has been asked to provide an estimated cost for doing such works out 

the front of the main entrance. Some designs and those Provisional costs will be 

available to the board soon.” FM 

− “Discussions continue with the contractor in regards to reducing the paving in 

front of the Civic to 1.4m, and removing most of the paving along the access road. 

This would allow opportunities for herringbone parking (more spaces) and 

installation of EV Charging Points. The FM is looking for this to be funded from 

available schemes for install of EV points. Parking opportunities to the front of the 

Civic/Info could be monitored by the same parking enforcement as St Stephens 

Place with certain conditions. i.e. Blood Donor exemption. FM 

 

7.1  Air Source Heat Pump 

− “The tender specification for the consultancy only specified Air Source Heat Pump 

replacement and segregation of the Main Hall from the Air Source Heat Pump and 

installation of Air Conditioning to the Main Hall. Quotations have been previously 

sought for the retrospective fitting of Air Con in other rooms outside of the above 

and the lowest cost from manufactures was circa £80k, that doesn’t include any 

fees from the company to link to the Building Management Software. When the 

HVAC consultant provides their first draft for the original proposal I can ask them 

to quote for the additional consultation on the other areas. There would be an 

increase in fee for this. Based on the first direct approaches to manufactures; 

Hitachi, Daiken and Panasonic cost to replace ASHP and separate hall was circa 

£68-£80 and for the retro fit to the other areas an additional £80-95K. Previous 

committees agreed that the latter was a non-starter based on the minimal 

impact/days per year of extreme temperatures. The current BMS standard is to 

achieve an average maximum internal temperature of 24degs during heat waves, 

which based on previous experience is being achieved, whilst not necessarily 

desired by customers/officers/tenants.” FM 
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7.2 Exterior Cladding 

− “I have been speaking with contract cleaner, who can carry out cleaning to the 

green cladding, he is now unable to clean the stone due to access so I will now 

obtain quotes from companies who do have the access to the equipment required 

to get to that height. Timber requires careful treatment, it was designed to be 

maintenance free, I recall the architect and contract stating that pressure washing 

is not an option due to forcing of water between joins leads to damage of the 

membrane installed underneath. It seems that someone has already attempted to 

pressure wash timber which leads me to be concerned that damage may already be 

caused to the membrane underneath. I have emailed a few specialist contractors 

and await feedback.” FM 

7.6 ICT 

− “As part of the council’s ICT leasing for equipment currently being specified for 

tender, the venue will also have options for presentation screens/equipment for 

the smaller rooms considered to improve the experience for the clients. A 

conferencing system similar to the existing TOA system may also be incorporated 

to our phone system allowing more flexibility of which rooms have the ‘Push to 

Talk’ systems working from. The current system requires IR technology with the 

receivers built into the Chamber ceiling, this therefore means it’s not as flexible as 

running over the Wi-Fi network.” FM 
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APPENDIX B - THE CIVIC END OF QUARTER 1 ACTUALS 

 

 



Trowbridge Town Council 

Working with the Community 
 

24 
 

APPENDIX C - LONGFIELD END OF QUARTER 1 ACTUALS 
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APPENDIX D - FACILITIES (BUILDING) END OF QUARTER 1 ACTUALS 
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APPENDIX E – PLANS FOR BOWYER ROOM 
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