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British Taekwondo Council Ltd – Making a difference for all Taekwondo participants - grassroots to elite; beginner to instructor



	Minutes:		BTC Ltd Board Meeting

	Meeting Date:		Wednesday 4th March 2020

	Location:		Hilton Hotel Warwick

	Time:			15:00

	Attendees:		Acting Chair (Casting Vote):					T Nicholls
			Independent Non-Executive Director (Voting):		T Humphries
[bookmark: OLE_LINK15]			Non-Executive Directors (Voting):			M Brunger, L Heyes, M Prewett
			Executive Directors (Non-Voting):			K Beddows, K Walton

	Apologies:		S Kirkland (INEC), R Sergiew
Guests:		None


	Meeting Notes and Agreed Actions
	Lead Officer/Action
	Timeframe
	Attachments

	WELCOME AND INTRODUCTIONS

	Apologies – S Kirkland, due to current health issues, and R Sergiew.
The Board was notified by the CEO that our Chairman was concerned that he is not contributing as he would like to the development of Taekwondo in the UK.  The response from the Board was that for year 2020-21 that the Chair operates as a meeting Chair.  This would need to be reflected in the remuneration.  Before the next meeting, the CEO to contact the Chair and discuss in more detail this possibility.  The post will not be continued for 2020-21 as described in the current Terms and Conditions.
	
	
	


	[bookmark: OLE_LINK10]Declarations of Interest

	No updates to the registered need be recorded.
	CEO
	
	Register available separately

	Minutes of Last Meeting

	Minutes of the BTC Ltd Board Meeting held on 4th December 2019 were checked and approved as a true and accurate record of the meeting and signed by D Oliver.
Proposed:	M Prewett
Seconded:	L Heyes
For:		Unanimous
	CEO
	
	


	[bookmark: OLE_LINK13][bookmark: OLE_LINK14]ACTIONS ARISING

	Action Tracker
Reviewed and updated.  Completed items to be removed.
	CEO
	
	


	Coaching accreditation
The INED gave an update on the final actions required to complete the award.  A tutor/assessor standardisation day to be arranged to facilitate delivery of the initial cohort.  ADL/CAVA qualifications will be completed alongside initial L2 Award course delivery.
Cost point to be reviewed and agreed; also communications and registration process to engage with learners.
	Chair/CEO/ INED
	April 2020
	

	Instructor Training Day 
It was agreed that a L2 Course be scheduled with the attendance day being offered on 3rd Oct 2020, the date of the next BTC Instructor Training Day.  Other sessions are also now planned in.
	CD/CEO/INED
	Oct 2020
	

	Insurance
Tenders had been received from a number of providers:  Hiscox, Cornhill and Allianz.  
The Board confirmed the decision to accept the renewal offer of our current provider, Allianz.  There are improved benefits at a little additional cost, despite the loss of the ‘no claims’ bonus.
	FD/CEO
	
	

	Association Safeguarding Officers
The training day for Association Safeguarding Officers has been deferred to a date in April 2020, when all resources have been updated in light of the updated policies to support delivery of the new Basic Safeguarding training course.
	FD
	Apr 2020
	

	SELF ASSESSMENT – NEW CODE OF GOVERNANCE

	Update on BDO External Audit:
BDO have completed their activities in reviewing BTC Ltd’s Finance and Governance management and procedures.  Draft report has been delivered direct to Sport England and BTC Ltd have not yet seen the draft.
BTC Ltd have acted on the initial recommendations and reviewed/updated:
· Gifts & Hospitality Policy
· Skills Matrix
· Board Appraisals summary
· Actions Tracker
· Risk Register
· Procurement Policy
· Selection process for Board appointments
· Expense claims to be supported by receipts
The Board felt that the external audit has been a useful exercise.
Service contracts:
The Board reviewed direct and indirect charging for BTC service contracts.   GCI contract due for renewal in April 2020.  3 tenders will be invited for IT support for BTC Ltd.

	CEO/FD/Chair
	
	

	Risk Management

	The Board reviewed the Risk Management Register and agreed the following: – update on external and internal review.
Remove all items achieving green RAG rating:
S.8
Add S Kirkland in light of health and availability.
An external view of the BTC Ltd Risk Register to be invited from a TOL INED.
	CEO, TOL Reps
	
	

 

	[bookmark: OLE_LINK7][bookmark: OLE_LINK8][bookmark: OLE_LINK9]Policies and Procedures

	[bookmark: OLE_LINK3][bookmark: OLE_LINK6]BTC Policies and procedures for Board review:
· Gifts & Hospitality Policy
· Procurement Policy - £5K+ to be approved by 4 Directors
· Health and Safety Policy – First Aid training (para 6.1.4) updated
· Board Code of Conduct
· Board Terms of Reference
· Sub-Committees Terms of Reference
The above policies and procedures were read, discussed and approved unanimously by the Board.
	CEO
	Apr 2020
	







	STRATEGY UPDATE

	[bookmark: OLE_LINK4][bookmark: OLE_LINK5]CEO Report

	Last quarterly funding available for Yr3 Q4, BTC to claim from TOL.  £100K due in 2021-22, final funding year.  No steer yet from Sport England for next funding cycle.
41% F target to be supported by International Women’s Day (Sun 8th March) and This Girl Can events. 
	


All BTC Member Organisations
	
	


	[bookmark: _Hlk517519323]Safeguarding

	The BTC Lead Safeguarding Officer to communicate to all clubs via BTC Member Organisations regarding the right to display the NSPCC/CPSU Advanced Standards logo and statement.
The CEO and FD updated the Board on the Safeguarding Code in Martial Arts (SCMA).  It was agreed that the process for BTC clubs to register for and achieve the Code will be communicated to BTC Member Organisations.  Clubs will access the SCMA website via the BTC website to register, SCMA administrators will contact BTC with a list of clubs applying for confirmation that they comply with all BTC requirements, including Safeguarding Officers detailed on their club websites.  When BTC confirm and approve compliant clubs, SGMA administration will contact clubs to confirm achievement and add NGB club details to their database and map.  
	FD/CEO
	Apr 2020
	

	UK Anti-Doping

	Nothing to update.
	CEO
	
	

	FINANCIAL REPORT

	Outgoings this year higher than income but next quarterly payment will recover balance sheet.  The loss of UKTC has had an impact this year.  The most expedient way to increase income is by putting up licence fees.  Sport England have suggested that we might be maintaining a barrier to increased membership in not associating with organisations outside of BTC member organisations.  A possible agreement with WT was not felt to be a viable option.  The TOL umbrella might provide an opportunity.  The Board members agreed to bring this back to the next meeting after further reflection.
Finance reports have been sent out monthly to all Board members prior to meeting.  Reports accepted.
The Board reflected that despite insurance increases and income flat-lined, maintaining our position is a measure of success in the current economic climate.
	FD/CEO
	
	

	[bookmark: OLE_LINK12]TOL UPDATE

	[bookmark: OLE_LINK1][bookmark: OLE_LINK2]The TOL Reps confirmed that Adele Stach and Philip Morris had left the TOL Board and that Joanne Reardon and Kris Murali are on board as Acting Chair and Finance Lead respectively.
No steer yet from Sport England on new funding direction.
	TOL Reps
	
	

	[bookmark: OLE_LINK11]AOB

	The Board reflected the need to improve activity on social media (FB, Instagram, Twitter, etc).  DO willing to take this role on and make this more proactive.  The Board agreed that J Kesslar would hand this activity on to DO, admin permissions, etc.
	DO
	
	

	BTC competition – thanks to members who assisted in promotion and delivery of successful event.  All BTC Member Organisations requested to take an active role in promoting BTC and BTC events.
	BTC Member Organisations
	
	

	Verifiers Course – new course date in March/April 2020 to be fixed, when updated BTC Registered Instructor Course and PowerPoint has been finalised.  Basic Safeguarding Course now separated from BTC Registered Instructor ‘pack’, has its own certificate.  
	CEO/FD
	
	

	Meeting closed at 18:10.
	
	
	

	DATE OF NEXT MEETING

	2020 dates:	8th July
		2nd December
		Wednesdays, 3pm start, Warwick Hilton.
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British Taekwondo Council Ltd – Making a difference for all Taekwondo participants - grassroots to elite; beginner to instructor







		Actions Tracker:	BTC Ltd Board Meeting Actions Arising



		





		Meeting Date and Agreed Actions

		Lead Officer/Action

		Timeframe

		Status



		10/07/2019:  Policies and Procedures

Review of Financial and Governance policies to be completed. 

		FD/CEO/INED

		Mar 2020

		Several updated and agreed 04/03/20.  Work continues.



		[bookmark: OLE_LINK13][bookmark: OLE_LINK14]04/12/2019:  Non-executive directorship vacancy

INED with Marketing and IT skills to be recruited in the next funding year.

		Chair/CEO

		Apr 2021

		Revisit in new funding period.



		04/12/2019:  Coaching accreditation

BTC Tutor/assessors to complete ADL/CAVA qualification.  The launch date is February/March 2020, the first course being offered to designated delegates.





		Chair/CEO/ INED

		Mar 2020

		L2 course reviewed at high level



		04/12/2019:  Instructor Training Day  

The Coaching Director asked all Board Members present to consult with their members as to suggested content for the next BTC Instructor Training Day.

		CD

		Mar 2020

		L2 course option at the BTC Instructor training day on 03/10/20.



		04/12/2019:  Insurance

2020-21 policy renewal - tenders to be invited from other suppliers.

		FD/CEO

		Mar 2020

		Tenders were considered from:

Hiscox, Aviva, RSA, Alliance

Proposal received from current provider – premium has gone up by £1.5K for similar cover in light of membership increased, claims settled, ‘no claims’ discount no longer available.  Children U16 would be covered by BTC.







		04/12/2019:  Association Safeguarding Officers

BTC to adopt a Safeguarding Team model.  12th January training day for all Association Safeguarding Officers will deliver new and updated Safeguarding policies, now in a separate booklet.  BTC await feedback in January about the Safeguarding Code in Martial Arts.

		FD

		End Jan 2020

		Course now rearranged for 20th June 2020 in Manchester, Hilton Hotel.  



		04/12/2019:  BDO Audit

Bank statements, cash flow forecast, etc, to be reviewed and minuted at Board meetings.

		FD

		Mar 2020

		



		04/12/2019:  Service contracts

All contracts will be addressed at AGMs, with tenders being invited prior to the meetings.

		CEO/FD

		Jul 2020

		



		04/12/2019:  BTC Ltd Risk Management Policy and register

TOL INED to be requested to undertake external review.  

		Chair/TOL Reps

		Mar 2020

		



		04/12/2019:  BTC Ltd Risk Register

Board members to formally respond to CEO by email to confirm their review and acceptance of the detail on the register.

· SCOT – stays on the register (S.1b)

· Loss of SCOT bodies funding to BTC (S.2a)

· If BTC MO left, fall out? (S.1a)

· Safeguarding Code in Martial Arts (S.8)

		All

		End Jan 2020

		





		[bookmark: OLE_LINK7][bookmark: OLE_LINK8][bookmark: OLE_LINK9][bookmark: OLE_LINK3][bookmark: OLE_LINK6]04/12/2019:  Policies and Procedures

Equity Policy be shared with Women In Sport, Activity Alliance and Sporting Equals for their information. 

		FD

		End Jan 2020

		





		[bookmark: OLE_LINK4][bookmark: OLE_LINK5]04/12/2019:  BTC Ltd Strategy 2017-21

Board members to consider additional strategies to increase Female participation.

		All

		March 2020

		





		04/12/2019:  TKD alternative to Clubmark

Board to consider a TKD accreditation to replace Clubmark once we have implemented the L2 Coaching award and secured the Safeguarding Code for Martial Arts.

		Chair/CEO/DO

		Jul 2020

		



		04/12/2019:  Safeguarding Code in Martial Arts

Continue negotiations with SE and Educare for a January launch.

In preparation for the launch and any club which may apply for the Code, clubs should update their websites to display their Club Welfare Officer.  This will be randomly checked by Educare for compliance.

The Finance Director to bring instructors outside of England up to date with BTC national Safeguarding policies and procedures.

		

FD/CEO



BTC Clubs



FD

		

Jan 2020



Mar 2020



Mar 2020

		



		04/12/2019:  Special Resolutions

Special Resolutions to be submitted to Companies House.  

		FD

		End Jan 2020

		



		04/12/2019:  TANI

BTC to appoint a representative to discuss with Sport NI past, current and future activities of TANI in order for them to ensure credibility within the appointed Taekwondo organisations representing Sport NI.

BTC to approach TANI and ask them to recognise BTC and BT, not individual groups in that individual groups should be in membership of a governing body.  BTC rep to attend TANI meetings and represent best interest of BTC members, like BTC send reps to TOL.

		CEO/FD/CD

		End Jan 2020

		BTC has had contact with Sport NI and we await an update on their investigation.



		[bookmark: OLE_LINK11]04/12/2019:  Attendance to BTC meetings

Directors to book own rooms and claim expenses back from BTC. 

		All

		Mar 2020
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Mitigating actions



(a) actions taken to date  
(b) actions intended to be taken



(c) controls that are in place R A G



S.1a



Ineffective 



partnership working 



within BTC Ltd



Failure to share best 



practice, achieve aims or 



use resources effectively



2 2 4 Manage



(a)(b)(c) Regular Board Meetings 



and communications between 



directors and officers



All On-going 



Maintain communications 



and response to agreed 



actions



S.1b



SCOT (Scottish 



Council of 



Taekwondo)



Relationships and aims in 



conflict with BTC as the 



NGB



3 3 9 Manage



(a) SCOT Chair attended BTC Ltd 



Meeting 220916 to confirm SCOT 



aims and objectives



All On-going 
Updates from BTC Scottish 



Rep



S.2a SCoT - income Loss of income 8 3 24 Manage
(a) Treasurer review licences and 



income
All On-going  Audit review



S.2b



Ineffective 



partnership working 



within TOL



Failure to meet SE 



requirements for 



collaborative working



2 2 4 Manage



(a)(c) Regular review of TOL 



mission and expected outcomes:  



by TOL Board and SE Relationship 



Manager



All On-going 



S.3



Ineffective or 



miscommunication



Failure to meet SE 



requirements for 



collaborative working



2 2 4 Manage
(b) Measure the exchange of good 



practice
All On-going 



S.4



In the event of BT or 



BTC withdrawing 



from TOL, or TOL 



being dissolved



Failure to meet SE 



requirements for 



collaborative working



4 4 16 Monitor



(a) Maintain communication via 



TOL and Chairs



(b) Ensure BTC work to meet SE 



funding criteria



Chair/CEO On-going  TOL Reps to update Board



Clubmark



Ensuring safe and well-



managed clubs in line 



with external criteria



0 0 0 Manage (a) Assessments completed DO End Nov 2019 



BTC to consider whether 



further accreditation criteria 



are required



Safeguarding Code in 



Martial Arts



Ensuring safe clubs in line 



with external criteria
4 3 12 Manage (b) CEO/ Chair



(a) Directors’ contracts and 



appraisals undertaken; INEC/INED 



appointed



(c) Fixed term contracts



(c) Appraisals 041219



(a)     Review of TOL management 



and outcomes by SE Relationship 



Manager



(b)     Financial monthly reports 



available



(c)     Quarterly variance report; Self 



Assessment



F.4 Systems



NGB could be deemed 



not fit for purpose and 



lose/fail in bid for SE 



funding



4 2 8 Manage



(c)     Audit and continual review of 



Self Assessment and Self 



Assurance



All On-going 



On-line Self-Assessment 



completed and signed off 



by due dates.  SE 



commission BDO to 



undertake external audit 



Nov 2019



C.2
Employment 



Practices



Failure to meet statutory 



obligations
3 1 3 Manage



(a)     Job Description and Contracts 



in place
All On-going  Mem&Arts updated



1.3, 



1.4



(a) Organisation Chart, CEO, FD, 



CD and Development Officer JD’s 



prepared; Terms of Reference for 



Sub-Committees agreed



1.5
(c) Self Assurance; performance 



reviews



BDO External audit Nov 



2019; results expected Dec 



2019/Jan 2020



Failure to comply with 



agreed roles and 



responsibilities of the 



BTC Board



Non-compliance with 



terms and conditions of 



employment, Employee 



Handbook and Terms of 



Reference for Sub-



Committees, leading to 



grievance or disciplinary 



action



1 1 1 Manage All On-going



Contracts and Job 



Descriptions reviewed 



following CT review, 



Mem&Arts updated, 



appointment of INEC made



Strategy By whom? By when? Contingency PlanRisk Implication
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O.2



Lack of expertise in 



director and officer 



posts



Failure to share the 



responsibilities associated 



with managing the NGB



4 2 8



Manage Monthly F.2 Accountability



Failure to meet the 



responsibilities associated 



with managing the NGB



4 2 8 FO/ CEO



Manage CEO/ Chair Annual 







S.8



Ref.



Current  



Risk State



BTC Ltd Risk Register – Reviewed 04/12/2019











(a) Signed forms held on file; 



Standing item on agenda



(b) Updates recorded



(c) Monitored through Self 



Assurance



(a)     BTC Ltd Board meet prior to 



BTC Council meetings, agenda 



includes information and reporting 



for Self Assessment and TOL 



Board; BTC Council meetings’ 



agenda includes Taekwondo and 



Member Organisations’ 



membership issues, with updates 



from BTC Ltd Board.



(b)      



(c)     Non-Exec Chair of BTC Ltd is 



held by elected Chair of BTC 



Council



3.1
New Governance 



Code 



Initial self-assessment has 



been circulated.  Chair and 



CEO to analyse and update 



upon guidance from SE



(a) Annual income and expenditure 



budged agreed



(c) Board agenda item; Self 



Assurance



3.4



Annual financial 



statements, Annual 



Report



Failure to meet statutory 



obligations and loss of ‘fit 



for purpose’ status 



required for SE funding



1 1 1 Manage
(a)     Accounts audited and 



accepted by Board
FO / All Annually 



Self-Assessment reviewed 



and updated annually.  Nov 



2019 for BDO SE External 



audit



3.5



Management of HR 



policies and 



procedures



Failure to meet current 



legislation and best 



practice guidelines in 



regard to HR matters, 



leading to grievance 



issues



1 1 1 Manage



(a)     Review of current legislation 



and guidance for each policy to 



ensure compliance



CEO / FD Annually 



Completed with Campbell 



Tickell IAG in 2016.  



Monitored through Self 



Assessment



(a)     Risk Register updated



(b)      



(c)     Self Assessment



(a) Terms and Conditions of 



Employment finalised



(b) Final copy to be prepared.  



Employee Handbook to be 



prepared



(b) Staff to undertake training to 



improve awareness of the potential 



for Identity, Staff, Financial Fraud



(c) Training updates and periodic 



checks on adherence to safe 



working procedures.



Eliminate All On-going 



Updated DOI and FPP 



forms held all Directors; 



upated 041219



1.6



Failure to complete 



Declaration of 



Interests



Potential for Fraud 4 2 8



All On-going 
BTC Constitution updated 



2019



3.2



Failure to prepare, 



approve and put in 



place an annual 



income and 



expenditure budget



Unable to monitor the 



achievement of strategic 



objectives



1 1



Need to clarify the 



management control 



of BTC Ltd and define 



the role of the BTC 



Council



Self-Assessment reviewed 



and updated annually.  Nov 



2019 for BDO SE External 



audit



Failure to effectively 



manage the organisation 



and ensure sustainable 



decision-making



2 3 6 Manage



3.6 Assessment of Risk



Failure to identify and 



assess risk to the 



organisation’s financial  



and HR policies and 



procedures, staff, strategy 



and implementation



2 2 4



3.3



Failure of Board to 



monitor actual v 



budget with variance 



explanations 



Investigations, withdrawal 



of funding, penalties
1 1 1



Grievances, employment 



tribunals
2 4



2.1, 



2.2, 



Self-Assessment reviewed 



and updated annually.  Nov 



2019 for BDO SE External 



audit



8



Manage CEO On-going  Updated 041219



Manage



(a)     Financial reports to Board 



meetings:  Actual v Budget, with 



Variance report



FO/ CEO



1 Manage FO/ CEO Annually 



Eliminate All On-going 



FPP and DOI reviewed and 



updated as required 



041219



4.2 Fraud



Damage to business 



reputation, loss of 



business, financial loss, 



emotional damage



5 2 10



Eliminate All
End December 



2017  Contracts in place



4.1 



(see 



1.3, 



1.5)



Failure to provide 



employees with 



signed written 



particulars of 



employment











(Risks ranked by Residual Score)
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Meeting 



Date



 



and Agreed Actions



 



Lead 



Officer



/Action



 



Timeframe



 



Status



 



10/07/2019:  



Policies and Procedures



 



Review of 



Financial



 



and Governance



 



policies 



to be 



complete



d.



 



 



FD/CEO/INED



 



Mar 2020



 



Several updated and agreed 



04/03/20.  Work continues.



 



04/12/2019:  



Non



-



executive directorship vacancy



 



INED with 



Marketing and IT 



skills to be 



recruited 



in the next funding year



.



 



Chair/CEO



 



Apr 2021



 



Revisit in new funding period.



 



04/12/2019:  



Coaching accreditation



 



BTC T



utor/assessor



s



 



to 



complet



e ADL/CAVA



 



qualification.  



The launch date 



is February/March 2020, the first course being offered to designated 



delegates.



 



 



 



Chair/CEO/ 



I



NED



 



Mar 2020



 



L2 course reviewed at high level



 



04/12/2019:  



Instructor Training Day 



 



 



The Coaching Director asked all Board Members present to consult with their



 



members as to suggested content for the next BTC Instructor Training Day.



 



CD



 



Mar 2020



 



L2 course option at the BTC 



Instructor training day on 



03/10/20.
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2020



-



21 



policy renewal
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tenders 



to



 



be invited from other suppliers.
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Mar 2020



 



Ten
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Aviva



, RSA, Alliance



 



Proposal received from current provider 



–



 



premium 



has gone
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ilar cover



 



in light of 



membership incre
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‘
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U16
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Meeting  Date   and Agreed Actions  Lead  Officer /Action  Timeframe  Status  


10/07/2019:   Policies and Procedures   Review of  Financial   and Governance   policies  to be  complete d.    FD/CEO/INED  Mar 2020  Several updated and agreed  04/03/20.  Work continues.  
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04/12/2019:   Coaching accreditation   BTC T utor/assessor s   to  complet e ADL/CAVA   qualification.   The launch date  is February/March 2020, the first course being offered to designated  delegates.      Chair/CEO/  I NED  Mar 2020  L2 course reviewed at high level  


04/12/2019:   Instructor Training Day      The Coaching Director asked all Board Members present to consult with their   members as to suggested content for the next BTC Instructor Training Day.  CD  Mar 2020  L2 course option at the BTC  Instructor training day on  03/10/20.  


04/12/2019:   Insurance   2020 - 21  policy renewal   -   tenders  to   be invited from other suppliers.  FD /CEO  Mar 2020  Ten ders were considered from:   Hiscox ,  Aviva , RSA, Alliance   Proposal received from current provider  –   premium  has gone   up by £1 .5 K for s im ilar cover   in light of  membership incre ased, claims settled,  ‘ no cl aims ’   discount no   longer available .   Children  U16   would be co vered by BTC.      
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British Tae Kwon Do Council 
Administration 
192 High Street, West Drayton 
Middlesex.  UB7 7BE   ENGLAND 
Tel: 01895 459949  •  Fax: 01895 430257 
Email: admin@tkdcouncil.com  •  Website: www.tkdcouncil.com 


This reply is sent from the secretary generals’ office, for and on behalf of the British Tae Kwon Do Council. 
Located: TKD Centre, 192 High Street, 1st Floor, West Drayton, Middlesex. UB7 7BE   ENGLAND 


Who remains the authority on all correspondence 


BRITISH TAEKWONDO COUNCIL LIMITED 
 


RISK MANAGEMENT PLAN 
 
British Taekwondo Council Limited intends to improve the achievement of the objectives 
defined in the Development Plan by actively identifying and managing the risks attached to 
all aspects of its’ business and activities: 
 
STRATEGIC 
 


S.1 Partnership working to achieve the aim of BTC Ltd 
S.2 Partnership working to achieve the aim of TOL 
S.3 Communications 
S.4 Marketing 
S.5 Increasing uptake of TKD generally 
S.6 Increasing uptake of TKD in targeted groups 
S.7 Improving retention 
S.8 Clubmark 
S.9 Measuring impact 
S.10 Competition 


 
OPERATIONAL 
 


O.1 Appointment of CEO, Directors and Officers 
O.2 Expertise 
O.3 Retaining key staff 
O.4 IT Systems 
O.5 Database 


 
FINANCIAL 
 


F.1 Financial expertise 
F.2 Accountability 
F.3 Liquidity/Cash Flow 
F.4 Systems support receipt of public funds 


 
COMPLIANCE 
 


C.1 Recruitment and Selection of staff 
C.2 Employment practices 
C.3 Regulations (Health and Safety, Safeguarding, Code of Conduct and Ethics, 
 DBS/PVG Scheme, Equity, Data Protection, Whistleblowing) 
C.4 Instructor training and qualifications 
C.5 Insurance 
C.6 Self Assurance 
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RISK MANAGEMENT 
 
British Taekwondo Council Limited will put in place systems and procedures to manage the 
risks identified above.  This will be achieved by: 
 
 * Appointment of Chief Risk Officer (or CRO responsibility) at Board level 


* Identify and rank risks 


* Selecting appropriate Risk Management approaches to manage risks – 
Tolerate, Transfer, Treat, Terminate 


* Implementing controls to manage remaining risks 


* Monitor effectiveness of Risk Management and controls 


* Learn from experience and make improvements 


 


Success of BTC Ltd’s Risk Strategy will be judged by: 
 


* Proven impact 


* Good value for money 


* High quality services 


* Reputation for professionalism and integrity 


* Ability to adapt, innovate and respond to opportunity 


* Financial sustainability 


* Effective marketing and recognisable brand 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Reviewed 01/05/2019 
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Mitigating actions


(a) actions taken to date  
(b) actions intended to be taken


(c) controls that are in place R A G


S.1a


Ineffective 


partnership working 


within BTC Ltd


Failure to share best 


practice, achieve aims or 


use resources effectively


2 2 4 Manage


(a)(b)(c) Regular Board Meetings 


and communications between 


directors and officers


All On-going 


Maintain communications 


and response to agreed 


actions


S.1b


SCOT (Scottish 


Council of 


Taekwondo)


Relationships and aims in 


conflict with BTC as the 


NGB


3 3 9 Manage


(a) SCOT Chair attended BTC Ltd 


Meeting 220916 to confirm SCOT 


aims and objectives


All On-going 
Updates from BTC Scottish 


Rep


S.2a SCoT - income Loss of income 8 3 24 Manage
(a) Treasurer review licences and 


income
All On-going  Audit review


S.2b


Ineffective 


partnership working 


within TOL


Failure to meet SE 


requirements for 


collaborative working


2 2 4 Manage


(a)(c) Regular review of TOL 


mission and expected outcomes:  


by TOL Board and SE Relationship 


Manager


All On-going 


S.3


Ineffective or 


miscommunication


Failure to meet SE 


requirements for 


collaborative working


2 2 4 Manage
(b) Measure the exchange of good 


practice
All On-going 


S.4


In the event of BT or 


BTC withdrawing 


from TOL, or TOL 


being dissolved


Failure to meet SE 


requirements for 


collaborative working


4 4 16 Monitor


(a) Maintain communication via 


TOL and Chairs


(b) Ensure BTC work to meet SE 


funding criteria


Chair/CEO On-going  TOL Reps to update Board


Clubmark


Ensuring safe and well-


managed clubs in line 


with external criteria


0 0 0 Manage (a) Assessments completed DO End Nov 2019 


BTC to consider whether 


further accreditation criteria 


are required


Safeguarding Code in 


Martial Arts


Ensuring safe clubs in line 


with external criteria
4 3 12 Manage (b) CEO/ Chair


(a) Directors’ contracts and 


appraisals undertaken; INEC/INED 


appointed


(c) Fixed term contracts


(c) Appraisals 041219


(a)     Review of TOL management 


and outcomes by SE Relationship 


Manager


(b)     Financial monthly reports 


available


(c)     Quarterly variance report; Self 


Assessment


F.4 Systems


NGB could be deemed 


not fit for purpose and 


lose/fail in bid for SE 


funding


4 2 8 Manage


(c)     Audit and continual review of 


Self Assessment and Self 


Assurance


All On-going 


On-line Self-Assessment 


completed and signed off 


by due dates.  SE 


commission BDO to 


undertake external audit 


Nov 2019


C.2
Employment 


Practices


Failure to meet statutory 


obligations
3 1 3 Manage


(a)     Job Description and Contracts 


in place
All On-going  Mem&Arts updated


1.3, 


1.4


(a) Organisation Chart, CEO, FD, 


CD and Development Officer JD’s 


prepared; Terms of Reference for 


Sub-Committees agreed


1.5
(c) Self Assurance; performance 


reviews


BDO External audit Nov 


2019; results expected Dec 


2019/Jan 2020


Failure to comply with 


agreed roles and 


responsibilities of the 


BTC Board


Non-compliance with 


terms and conditions of 


employment, Employee 


Handbook and Terms of 


Reference for Sub-


Committees, leading to 


grievance or disciplinary 


action


1 1 1 Manage All On-going


Contracts and Job 


Descriptions reviewed 


following CT review, 


Mem&Arts updated, 


appointment of INEC made


Strategy By whom? By when? Contingency PlanRisk Implication


Im
p


a
c
t


L
ik


e
li
h


o
o


d


R
is


k
 S


c
o


re
 


(G
ro


s
s
)


O.2


Lack of expertise in 


director and officer 


posts


Failure to share the 


responsibilities associated 


with managing the NGB


4 2 8


Manage Monthly F.2 Accountability


Failure to meet the 


responsibilities associated 


with managing the NGB


4 2 8 FO/ CEO


Manage CEO/ Chair Annual 





S.8


Ref.


Current  


Risk State


BTC Ltd Risk Register – Reviewed 04/12/2019







(a) Signed forms held on file; 


Standing item on agenda


(b) Updates recorded


(c) Monitored through Self 


Assurance


(a)     BTC Ltd Board meet prior to 


BTC Council meetings, agenda 


includes information and reporting 


for Self Assessment and TOL 


Board; BTC Council meetings’ 


agenda includes Taekwondo and 


Member Organisations’ 


membership issues, with updates 


from BTC Ltd Board.


(b)      


(c)     Non-Exec Chair of BTC Ltd is 


held by elected Chair of BTC 


Council


3.1
New Governance 


Code 


Initial self-assessment has 


been circulated.  Chair and 


CEO to analyse and update 


upon guidance from SE


(a) Annual income and expenditure 


budged agreed


(c) Board agenda item; Self 


Assurance


3.4


Annual financial 


statements, Annual 


Report


Failure to meet statutory 


obligations and loss of ‘fit 


for purpose’ status 


required for SE funding


1 1 1 Manage
(a)     Accounts audited and 


accepted by Board
FO / All Annually 


Self-Assessment reviewed 


and updated annually.  Nov 


2019 for BDO SE External 


audit


3.5


Management of HR 


policies and 


procedures


Failure to meet current 


legislation and best 


practice guidelines in 


regard to HR matters, 


leading to grievance 


issues


1 1 1 Manage


(a)     Review of current legislation 


and guidance for each policy to 


ensure compliance


CEO / FD Annually 


Completed with Campbell 


Tickell IAG in 2016.  


Monitored through Self 


Assessment


(a)     Risk Register updated


(b)      


(c)     Self Assessment


(a) Terms and Conditions of 


Employment finalised


(b) Final copy to be prepared.  


Employee Handbook to be 


prepared


(b) Staff to undertake training to 


improve awareness of the potential 


for Identity, Staff, Financial Fraud


(c) Training updates and periodic 


checks on adherence to safe 


working procedures.


Eliminate All On-going 


Updated DOI and FPP 


forms held all Directors; 


upated 041219


1.6


Failure to complete 


Declaration of 


Interests


Potential for Fraud 4 2 8


All On-going 
BTC Constitution updated 


2019


3.2


Failure to prepare, 


approve and put in 


place an annual 


income and 


expenditure budget


Unable to monitor the 


achievement of strategic 


objectives


1 1


Need to clarify the 


management control 


of BTC Ltd and define 


the role of the BTC 


Council


Self-Assessment reviewed 


and updated annually.  Nov 


2019 for BDO SE External 


audit


Failure to effectively 


manage the organisation 


and ensure sustainable 


decision-making


2 3 6 Manage


3.6 Assessment of Risk


Failure to identify and 


assess risk to the 


organisation’s financial  


and HR policies and 


procedures, staff, strategy 


and implementation


2 2 4


3.3


Failure of Board to 


monitor actual v 


budget with variance 


explanations 


Investigations, withdrawal 


of funding, penalties
1 1 1


Grievances, employment 


tribunals
2 4


2.1, 


2.2, 


Self-Assessment reviewed 


and updated annually.  Nov 


2019 for BDO SE External 


audit


8


Manage CEO On-going  Updated 041219


Manage


(a)     Financial reports to Board 


meetings:  Actual v Budget, with 


Variance report


FO/ CEO


1 Manage FO/ CEO Annually 


Eliminate All On-going 


FPP and DOI reviewed and 


updated as required 


041219


4.2 Fraud


Damage to business 


reputation, loss of 


business, financial loss, 


emotional damage


5 2 10


Eliminate All
End December 


2017  Contracts in place


4.1 


(see 


1.3, 


1.5)


Failure to provide 


employees with 


signed written 


particulars of 


employment







(Risks ranked by Residual Score)
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British Taekwondo Council Ltd 
192 High Street, West Drayton 
Middlesex.  UB7 7BE   ENGLAND 
Tel: 01895 459949  •  Fax: 01895 430257 
Email: admin@tkdcouncil.com  •  Website: www.tkdcouncil.com 


 


 


  
This reply is sent for and on behalf of the British Taekwondo Council Ltd. 


Registered Office: 18 Mulberry Avenue, Turnstone Business Park, Widnes, Cheshire WA8 0WN.  Company # 07428946 
Recognised by the Sports Council as the Governing Body for Tae Kwon Do in the United Kingdom 


BOARD CODE OF CONDUCT 
 


Purpose  
 
BTC Ltd is committed to ensuring that in all aspects of its affairs it maintains the highest 
standards of public trust and integrity.  
 
Application  
 
This Code of Conduct applies to all directors, including non-executive directors and non 
board members of board committees.  
 
Directors’ Duties  
 
All directors of BTC Ltd have an accountability to all policies and procedures of BTC Ltd. All 
directors must act honestly, in good faith, and in the best interests of BTC Ltd and 
Taekwondo in general.  
 
Directors will be held to strict standards of honesty, integrity and loyalty. A director shall not 
put personal interests ahead of the best interests of the company.  
 
Directors must avoid situations where their personal interests will conflict with their duties to 
the company.  
 
Directors must also avoid situations where their duties to the company may conflict with 
duties owed elsewhere.  
 
In addition, all directors must respect the confidentiality of information about the company, 
in particular a majority decision is a company decision.  
 
Best Interests of the Company 
 
Directors must act solely in the best interests of the company. All directors, including  
Non-executive directors, are held to the same duties and ethical standards. Directors who 
are nominees of a particular group must act in the best interests of the company, even if 
this conflicts with the interests of the nominating party. 
 
Confidentiality 
 
It is recognised that the role of director may include representing BTC Ltd in the community. 
However, such representations must be respectful of and consistent with the director’s duty 
of confidentiality. In addition, the chair is the only official spokesperson for the board. Every 
director, officer and employee of BTC Ltd shall respect the confidentiality of information 
about the company whether that information is received in a meeting of the board or of a 
committee or is otherwise provided to or obtained by the director.  
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Recognised by the Sports Council as the Governing Body for Tae Kwon Do in the United Kingdom 


 


A director is in breach of his or her duties with respect to confidentiality when information is 
used or disclosed for other than the purposes of BTC Ltd. 
  
Board of Directors Code of Conduct to be reviewed and approved at a meeting of the BTC 
Ltd Board to be held on 4th March 2020. 
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British Taekwondo Council Ltd 
192 High Street, West Drayton 
Middlesex.  UB7 7BE   ENGLAND 
Tel: 01895 459949  •  Fax: 01895 430257 
Email: admin@tkdcouncil.com  •  Website: www.tkdcouncil.com 


 


 


 
This reply is sent for and on behalf of the British Taekwondo Council Ltd. 


Registered Office: 18 Mulberry Avenue, Turnstone Business Park, Widnes, Cheshire WA8 0WN.  Company # 07428946 
Recognised by the Sports Council as the Governing Body for Taekwondo in the United Kingdom 


TERMS OF REFERENCE 
AND SCHEDULE OF MATTERS RESERVED FOR BOARD DECISION 


 
1. Interpretation in these Terms of Reference 


 
“Board” means the board of directors of the Company or the directors present or 
deemed to be present at a duly convened meeting of the directors at which a quorum 
is present, as the context requires. 
 
“Board papers” means the meeting agenda, together with such other documents as 
the Chairman may from time to time determine. 
 
“Business day” means Monday to Friday, not including any day which is a Bank 
Holiday in the United Kingdom. 
 
“Company” means BTC Ltd. 
 
“CEO” means the Chief Executive Officer. 
 


2. Matters Reserved for Board Decision 
 


2.1 Strategy 
  


The Board shall determine the BTC Ltd’s overall strategic direction, business 
plans and budgets. 
 


2.2 Financial Reporting 
  


The Board shall approve the financial statements of BTC Ltd including the 
annual report and accounts and interim accounts.  The Board shall also 
approve the directors’ reports, statement on internal controls, corporate 
governance and directors’ remuneration report. 
 


2.3 Internal Control 
 


The Board shall ensure that BTC Ltd has adequate systems of internal control 
and reporting, and at least annually shall review the systems and controls in 
place. 
 


2.4 Communications 
 


The Board shall consider and approve any circular, listing particulars or 
prospectus issued by BTC Ltd. 
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2.5 Board Membership and other appointments 
 


The Board shall approve changes to the size, structure and composition of the 
Board following recommendations from a duly appointed sub-committee.  The 
Board shall ensure adequate succession planning. 
 


2.6 Governance arrangements 
 


The Board shall review BTC Ltd’s governance arrangements.  The Board has 
delegated day to day management of the Company’s business to the Chief 
Executive Officer, together with the other appointed executive directors.  The 
Board will also delegate responsibility for certain other matters to sub-
committees of the Board, should these be deemed necessary, such sub-
committees to operate within predetermined terms of reference. 
 


3. Frequency and Timings of Meetings 
 


The Board shall meet on a business day at least three times each calendar year. 
 


4. Location of Meetings 
 


Meetings shall typically be held in a geographically central or another location subject 
to the discretion of the Chair. 
 


5. Authority to set the agenda 
 


The CEO, in agreement with the Chari, shall from time to time set the agenda for 
meetings of the Board. 
 


6. Board Papers 
 


6.1 Board papers shall be collated and circulated by the CEO to members at least 
five business days prior to each meeting of the Board. 


 
6.2 The CEO shall ensure one copy of each Board papers is retained. 


 
7. Meetings held by Electronic Means 
 


7.1 Any director may participate in a meeting by way of telephone, computer or any 
other electronic means of communication provided that each director is able to 
hear and speak.  A person participating in this way is deemed to be present in 
person although their actual location shall be noted in the minutes and is 
counted in a quorum and entitled to vote.  The meeting is deemed to take place 
where the largest group of those participating is assembled, or if there is no 
such group, where the Chair of the meeting is located. 


 
8. Minutes of Meetings 
 


8.1 Minutes of meetings of the Board shall be produced by the CEO, or a deputed 
executive director in the absence of the CEO. 
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8.2 The Minutes shall detail the proceedings and decisions of the meeting setting 
out the date, time and place of the meeting, together with a list of those present 
and in attendance. 


 


8.3 The Minutes of the meeting shall be circulated to each director of the Company 
by the CEO within ten business days of each meeting, subject to the prior 
approval of the Chair. 


 


9. Authority to Inspect the Minutes of Meetings 
 
 The following individuals are entitled to inspect the minutes of meetings: 
 
 All officers of BTC Ltd 
 External auditors 
 Internal auditors 
 Any other person the Chair may from time to time permit 


 
10. Amendment of Matters Reserved for the Board and Terms of Reference 
 


The matters reserved for the Board and Terms of Reference may be amended by the 
Board. 
 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
V2.0 Feb 2020 
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British Tae Kwon Do Council 
Administration 
192 High Street, West Drayton 
Middlesex.  UB7 7BE   ENGLAND 
Tel: 01895 459949  •  Fax: 01895 430257 
Email: admin@tkdcouncil.com  •  Website: www.tkdcouncil.com 


This reply is sent from the secretary generals’ office, for and on behalf of the British Tae Kwon Do Council. 
Located: TKD Centre, 192 High Street, 1st Floor, West Drayton, Middlesex. UB7 7BE   ENGLAND 


Who remains the authority on all correspondence 


BRITISH TAEKWONDO COUNCIL 
 


TERMS OF REFERENCE FOR SUB-COMMITTEES 
 
Considering the composition and number of Board members as defined by the Memorandum and 
Articles of Association and the regularity and agenda of BTC Ltd Board Meetings, Sub-
Committees shall only be convened as and when required.  Such Sub-Committees might include: 
 


• Club Development 


• Disciplinary 


• Finance 


• Health and Safety 


• Policy 


• Safeguarding 


• Training & Development 
 
Membership 
 
Any designated Sub-Committee shall consist of the BTC Ltd Board Director with particular 
responsibility or expertise in that field of operation, and 3 members of the Management 
Committee. 
 
Appointment of Sub-Committees 
 
When a matter arises giving need to appoint a Sub-Committee for review, recommendations and 
action, the BTC Ltd Board, or the Chair and CEO if the matter is urgent, shall be appointed as and 
when required. 
 
Casual Vacancies 
 
The Management Committee from among their members shall fill casual vacancies occurring in 
membership of the Sub-Committee. 
 
Frequency of Meetings 
 
Sub-Committees, when constituted, will meet as required on a ‘task and finish’ basis.  A quorum at 
each meeting shall be 3 members. 
 
Record of Meetings 
 
Sub-Committees, when constituted, shall ensure that an agreed written record of each of their 
meetings is forwarded to the Management Committee. 
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Staff Attendance 
 
The designated BTC Board Director with the relevant responsibility/expertise shall normally be 
required to attend all meetings of constituted Sub-Committees. Other staff may, at that Director’s 
discretion or the Sub-Committee’s request, attend meetings as required. 
 
Functions of Sub-Committees 
 
• To receive reports from the designated BTC Board Director relating to the matter. 
 
• To advise the designated BTC Board Director on relevant matters generally and ensure that 
 the organisation’s policies and procedures are followed. 
 
• To make recommendations to the Management Committee on all health and safety 
 matters. The Management Committee is responsible for the final decision. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Reviewed February 2020 
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Minutes


:


 


 


BTC Ltd


 


Board 


Meeting


 


Meeting Date:


 


 


Wednesday 


4


th


 


March 2020


 


Location:


 


 


Hilton Hotel Warwick


 


Time:


 


 


 


15:00


 


Attendees:


 


 


Acting 


Chair (


Casting Vote):


 


 


 


 


 


T Nicholls


 


 


 


 


Independent 


Non


-


Executive Director (Voting):


 


 


T 


Humphries


 


 


 


 


Non


-


Executive Directors (Voting):


 


 


 


M Brunger, L Heyes, M Prewett


 


 


 


 


Executive Directo


rs (Non


-


Voting):


 


 


 


K Beddows, K Walton


 


Apologies:


 


 


S Kirkland (INEC)


, R Sergiew


 


Guests:


 


 


None


 


Meeting Notes and Agreed Actions


 


Lead 


Officer


/Action


 


Timeframe


 


Attachments


 


WELCOME AND INTRODUCTIONS


 


Apologies 


–


 


S Kirkland


, due to current health issues


, and R Sergiew.


 


The Board was notified by the CEO that our Chairman was concerned that 


he is not contributing as he would like to the 


development of Taekwondo in 


the UK


.  The response from the Board was that for year 2020


-


21 that the 


Chair 


operates as a meeting Chair.  


This would need to be reflected in the 


remuneration


.  Before the next meeting, the CEO to contact the Chair and 


discuss 


in more detail this possibility


.  The post will not be continued for 


2020


-


21


 


as described in the current Terms and Conditions


.


 


 


 


Signed BTC Ltd 


attendance list 040320.pdf


 


Declarations of Interest


 


No updates to 


the registered need 


be recorded.


 


CE


O


 


 


Register available separately


 


Minutes of 


Last Meeting


 


Minutes of


 


the BTC Ltd Board Meeting held on 


4


th


 


December 


2019 


were 


checked and 


approved


 


as a true and accurate record of the meeting


 


and 


signed by D Oliver.


 


CEO


 


 


Signed BTC Ltd 


Board Meeting minutes 041219.pdf
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Minutes :     BTC Ltd   Board  Meeting  

Meeting Date:     Wednesday  4 th   March 2020  

Location:     Hilton Hotel Warwick  

Time:       15:00  

Attendees:     Acting  Chair ( Casting Vote):           T Nicholls         Independent  Non - Executive Director (Voting):     T  Humphries         Non - Executive Directors (Voting):       M Brunger, L Heyes, M Prewett         Executive Directo rs (Non - Voting):       K Beddows, K Walton  

Apologies:     S Kirkland (INEC) , R Sergiew   Guests:     None  

Meeting Notes and Agreed Actions  Lead  Officer /Action  Timeframe  Attachments  

WELCOME AND INTRODUCTIONS  

Apologies  –   S Kirkland , due to current health issues , and R Sergiew.   The Board was notified by the CEO that our Chairman was concerned that  he is not contributing as he would like to the  development of Taekwondo in  the UK .  The response from the Board was that for year 2020 - 21 that the  Chair  operates as a meeting Chair.   This would need to be reflected in the  remuneration .  Before the next meeting, the CEO to contact the Chair and  discuss  in more detail this possibility .  The post will not be continued for  2020 - 21   as described in the current Terms and Conditions .    

Signed BTC Ltd  attendance list 040320.pdf

 

Declarations of Interest  

No updates to  the registered need  be recorded.  CE O   Register available separately  

Minutes of  Last Meeting  

Minutes of   the BTC Ltd Board Meeting held on  4 th   December  2019  were  checked and  approved   as a true and accurate record of the meeting   and  signed by D Oliver.  CEO   

Signed BTC Ltd  Board Meeting minutes 041219.pdf

 

