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Notes on Version Control 

This document contains the most current versions of the Glass Sellers’ Company governance 

documentation.  Each section has the date of the Court meeting at which it was approved in the Title 

line. 

The version number of the whole document will be incremented each time additional material is 

added. Small changes will be incremented after the decimal point, so 1.0 will be superseded by 1.1.  

More major changes will increment the number prior to the decimal point. 
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2  Structure of the Company 
 

 

2.1 The Court 
 

2.1 Membership of the Court 
 

The Court of Assistants of the Company ("the Court") will constitute the governing body of 

the Company and shall consist of: 

• The Master 

• The Prime Warden 

• The Renter Warden 

• The Master’s Assistant 

• The Immediate Past Master 

• Four Court Assistants 

• The previous six Masters 

The above are the voting members of the Court. 

In addition to the voting members: 

• All surviving Past Masters are currently honorary members of the Court * 

• The Court may appoint, from time to time, Lay Assistants to the Court 

* Subject to them remaining subscribing Liverymen of the Company  

The above two categories have the right to attend and speak at all Court meetings but do not 

have a vote in any formal resolutions. 

Ex Officio Members of the Court, having the right to speak, propose/second motions but not 

to vote are: 

• The Clerk 

• The Treasurer 

Unless they are a Past Master or have been appointed an Assistant to the Court. 

The Court shall be the authoritative body making and approving decisions affecting the 

conduct, finances and reputation of the Company and will conduct all Company ceremonials. 

Matters should be brought to the Court for resolution, for noting or, where the opinion of the 

Court is sought, for discussion. 
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If there are vacancies on the Court then those vacancies will be filled by the appointment of 

Liverymen to the Court. The Succession and Appointments Committee will propose suitable 

qualified Liverymen. 

Every Assistant shall be presented with a Court Medal, that will remain the property of the 

Company and shall wear the medal whenever so required by the Master during their tenure 

in office.  The Assistant will be provided with a gown of the prescribed blue and magenta 

pattern. 

Medals and gowns will be returned to the Clerk at the end of their tenure as an Assistant to 

the Court. 

 

2.2 Meetings of the Court 
 

Meetings of the Court shall take place not less than four times a year, in the months of March, 

June, September and October, on such dates and at such time and place as the Master shall 

determine. 

The quorum of the Court shall consist of the Master (or the person presiding over the Court 

Meeting in his place), together with one Warden and in total at least one third of those 

entitled to vote, ie 5 people. 

All matters to be determined by the Court shall be decided by a simple majority of the 

members of the Court present and voting and in the case of an equality of votes for and 

against any motion the Master (or the person presiding over the Court Meeting in his place) 

shall have a casting vote. The Master must use their casting vote either for or against and 

cannot abstain. 

Any question relating to matters of procedure at Court meetings (including a decision as to 

whether a question is a matter of procedure) shall be determined by the Master (or the 

person presiding over the Court Meeting in his place) and their decision shall be final. 

The Master will use their best endeavours to gain the consensus of the Court and only proceed 

to a formal vote if required by law or there is no possibility of consensus. 

All members of the Court, attending a meeting, whether voting or non-voting are expected to 

pay a fee into the Company’s poor box. It is the responsibility of the Renter Warden to collect 

this money and to pass over to the Clerk for banking. 

 

2.3 Election of Master and Wardens 
 

The Master, the Prime Warden and the Renter Warden, shall be chosen from and by the Court 

which shall take into account (but not be bound by) the recommendations of the Succession 
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and Appointments Committee. To be eligible for election as Master a candidate shall (unless 

there are wholly exceptional circumstances) have served in the office of either Prime Warden 

or Renter Warden or both. 

The prospective Master and Wardens for the forthcoming year shall be nominated at the June 

Court Meeting and be formally proposed election at the September Meeting. If elected they 

will each take the customary oath required of them at the December Meeting and shall 

continue in office for one year. 

On the death, incapacity, ill health or resignation of the Master or Warden, a new Master or 

Warden shall be chosen by the Court at the next Court Meeting to serve until the next Election 

Meeting. If the Immediate Past Master considers it desirable, they may convene a special 

Court Meeting for this purpose on giving not less than fourteen days’ notice to the members 

of the Court. Until a new Master is elected the Immediate Past Master shall undertake the 

functions and assume the powers of the Master. The Court may, if it appears expedient, elect 

the Immediate Past Master as Master to serve until the next Election Day. 
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2.2 The Committees Approved by Court – 21st June 2022 

 

 

The Worshipful Company of Glass Sellers of London 

 

General Committee Guidelines 
 

 

The Court may, from time to time, appoint Committees to advise it on specific matters.  The 

Court shall agree the Terms of Reference and composition of each committee and it may 

amend their duties or composition at any time.  It may also resolve that the committee be 

dissolved. 

The Committees are: 

• The Finance and General Purposes Committee 

o Investments Sub Committee 

• The Membership Committee 

• The Glass Committee 

• The Livery Committee (as of June 2022 the Committee is suspended and its role will be 

reviewed at a later date) 

• The Succession and Appointments Committee 

• The Standards and Governance Committee 

The Glass Sellers Charity in independent legal entity but reports to the Court on a regular 

basis.  
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Each Committee reports to the Court and has no decision-making capability and is required 

to make recommendations to the Court for any decisions required unless such powers have 

been delegated by the Court.  

Their respective duties and composition are set out in the individual Terms of Reference of 

each Committee. 

In general, all Committees should follow the same standards and processes. 

1. Committees will only act in accordance with their agreed terms of reference and 

should not trespass on the activities of other Committees.  If it is felt other information 

is required, then the Chairman should request it from the relevant Committee’s 

Chairman or the Clerk. 

2. Committee Chairmen will normally serve for a term of 3 years. 

3. Committee members will serve a maximum of 3 years. 

4. In exceptional circumstances, where a particular skill is needed, a person may be asked 

to continue for a further term of 1 year.  The Chairman would discuss this with the 

Chairman of the Succession and Appointments Committee and recommended to the 

Court for approval. 

5. The Secretary will be chosen by the Committee and may be a Liveryman or a Past 

Master. 

6. The minutes of all meetings will be circulated to the Committee by the Secretary.  The 

Secretary will also circulate the Committee’s Court report to all Committee members, 

prior to being sent to the Court. 

7. In the absence of the Chairman, the Committee may appoint another Court Member 

to act in their place. 

8. In the absence of the Secretary the Chairman will ask another member of the 

Committee to act in their place. 

9. Meeting can be face to face or via zoom or similar video link if required. 
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2.2.1 Finance and General Purposes Committee  

 

 

The Worshipful Company of Glass Sellers of London 

 

Terms of Reference 

Finance & General Purposes Committee 
 

 

Terms of Reference for the Finance & General Purposes Committee – To Follow. 

 

2.2.1.1 Investments Sub-Committee 
 

 

The Worshipful Company of Glass Sellers of London 

 

Terms of Reference 

Investments Sub-Committee 
 

 

Terms of Reference for the Investments Sub-Committee – To Follow. 
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2.2.2 Membership Committee Approved by Court – 21st June 2022 

 

 

The Worshipful Company of Glass Sellers of London 

 

Terms of Reference 

Membership Committee 
 

Objectives of the Committee 

The focus of the Committee is to identify potential new members and recruit them to become 

members of the Company.  In addition, the Committee will manage the interview process and 

provide support for new members through becoming a Freeman, gaining their Freedom of 

the City and finally becoming Liverymen. 

 

Deliverables 

1. To create a plan and targets for growth in membership 

2. To implement the plan for recruitment engaging with potential members 

3. To hold recruitment events on a regular basis 

4. Develop materials to help Company members recruit people 

5. To interview prospective members 

6. To recommend new members to the Court 

7. To report to the Court at each meeting the status of new members at each stage of 

progress  

 

Functions 

The Committee will need to: 

1. Identify potential membership groupings and develop strategies to target them. 

2. Deliver events to attract potential members and follow up on interest. 

3. Produce material to support current members who have candidates to propose. 

4. Arrange suitable proposers and seconders as required. 

5. Send out paperwork for applicants and follow up on return. 

6. Interview candidates and provide information on the Company and what is expected 

from members. 

7. Communicate with applicants, throughout the process and advise on progress. 

8. Manage the progress of potential members from potential recruit through to being 

clothed in the Livery by: 

a. Supporting new members after they become Freemen to take the Freedom of 

the City 
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b. Encouraging Freemen to become Liverymen at the earliest opportunity 

c. To liaise with recruit’s proposers and seconders to support and encourage the 

candidate  

9. To identify and liaise with the Succession and Appointments Committee to identify 

suitable candidates for a future Chairman and Committee members. 

10. To overview the Company’s communications, marketing, corporate image policies and 

procedures. 

 

Measures 

Number of members recruited vs target. 

Time between identification of potential candidate and submission of form. 

Time between Freeman and Freedom of the City. 

Time between Freedom of the City and clothing in the Livery. 

 

Membership 

• Chairman – Past Master/Court Assistant 

• Secretary 

• 4 other Liverymen  

• Master’s Assistant – to champion membership across the Company 

• Ex Officio: Master, Clerk,  

• Quorum - 4  

• Freemen may be co-opted onto the Committee 

Interviews will be conducted by the Chairman with at least one other Past Master (either a 

voting member of the Court or an Honorary Court member). 
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2.2.3 Glass Committee Approved by Court – 21st June 2022 

 

 

The Worshipful Company of Glass Sellers of London 

 

Terms of Reference Glass Committee 
 

Objectives of the Committee 

The Committee’s role is to initiate and promote contacts and interaction between the Glass 

Sellers Company and the wider glass industries, in all its forms, and associations in the UK.    

 

Deliverables 

1. To develop contacts and interactions between Glass Associations in the UK and 

globally including industrial, artisan, charitable or retail. 

2. To identify potential new members for the Company, who are in the glass industry and 

encourage them to submit applications.  

 

Functions 

The Committee will need to: 

1. Support the Company in its aim to encourage Glass Sellers membership by 

orchestrating networking events and other beneficial relationships with glass and the 

wider glass industry, associations and artisan communities in the UK and globally.   

2. Raise awareness of and facilitate relationships between the Glass Sellers Company and 

the wider glass industries and the artisan communities. 

3. Raise the awareness of members of the Glass Sellers in aspects of the Glass industry.  

4. Monitor interactions with third parties and the financial transactions with British 

Glass/Glass Futures.  

5. To report to the Court at each Court Meeting. 

6. To be the primary contact with British Glass and Glass Futures and responsible for 

managing the relationship outlined in the Memoranda of Understanding with these 

organisations. 

7. To liaise with the Succession and Appointments Committee to identify potential 

candidates for future Committee Chairmen and Committee Members. 
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Measures 

Number of new members recruited from the industry. 

Number of members attending Industry/Company events 

Quantification and achievement of the benefits of any relationships entered into with third 

parties. 

Membership 

• Chairman – Court/Lay Assistant 

• Secretary 

• 2 Other Liverymen  

• Renter Warden 

• Quorum - 3 

The above are voting members of the Committee. 

• Ex-officio: Master, Clerk 

• The Chairman of the Committee is ex-officio a member of the Finance and General 

Purposes Committee 

• Other Liverymen or Freemen may be co-opted, if required 
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2.2.4 Livery Committee Approved by Court – 21st June 2022 

 

 

The Worshipful Company of Glass Sellers of London 

 

Term of Reference 

Livery Committee 
 

 

The Court Meeting, held on the 21st June 2022, agreed that the existing Livery Committee would be 

held in abeyance and its role reviewed at a later date. 
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2.2.5 Succession and Appointments Committee Approved by Court – 21st June 2022 

 

 

The Worshipful Company of Glass Sellers of London 

 

Term of Reference 

Succession & Appointments Committee 

 
 

Objectives of the Committee 

The Committee’s prime function is to ensure that the Company can identify suitably qualified 

individuals to occupy the various offices required to manage the Company.  The Committee 

will maintain a succession plan to fill those offices and engage with Liverymen to understand 

their skills, aspirations, and constraints to ensure candidates can fulfil the various obligations 

those roles commit them to.  The Committee will ensure that those progressing to the Court 

are supported by mentors able to give support and advice. 

 

Deliverables 

To recommend to the Court, candidates for the next year for the Master, Wardens and 

Master’s Assistant at the June Court Meeting who will be formally elected at the September 

meeting of the Court. 

To recommend to the Court, candidates for Committee Chairmen, Lay Assistants and Court 

Assistants for a 3-year term of office at the June Court Meeting.  The Court will then formally 

elect the candidates at the September meeting.  

To review with the Court, on an annual basis, the succession plan. 

  

Functions 

To engage with the Livery on a regular basis, in conjunction with Committee Chairmen, to 

identify individuals: 

1. with potential to become Members of Committees 

2. with potential to become Chairmen of Committees 

3. with potential to become Lay Assistants 

4. with potential to become Court Assistants 

5. who aspire to the become Master at some point in the future 

The Chairman of the Succession and Appointments Committee will make recommendations 

to the Court for approval. 
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To prepare and regularly review a succession plan for all positions, that is updated with the 

current aspirations and constraints of the individuals. 

To maintain a list of those in the Pool of candidates, qualified to be future Masters and to 

regularly engage with them to understand their current aspirations. 

 

To manage the recruitment of paid officers of the Company in conjunction with the Chairman 

of the Finance Committee: 

• Clerk 

• Assistant Clerk 

• Treasurer 

• Beadle 

To manage the recruitment of other officers of the Company: 

• Archivist 

• Almoner 

• Chaplain 

To maintain the role specifications for all roles, ensure they are regularly reviewed and 

propose amendments to the Court, as required. 

To support the development of members who are progressing by individually briefing them 

on the role requirements. 

To assign Court mentors to those members of the Company on becoming members of the 

Court.  

 

Measures 

Succession plans are drawn up with gaps identified and mitigation plans in place. 

Tenure of the various roles do not exceed the specified terms of office. 

 

Membership 

Chairman – Past Master 

2 others Past Masters 

Prime Warden 

Quorum - 3 

Ex-officio: Master, Clerk, Chairman of the Livery Committee, Chairman of the Membership 

Committee 
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Appendix – Outline Guidance for Appointments 

 

Candidates for Master will normally progress from Master’s Assistant, to Renter Warden, 

Prime Warden in successive years before becoming Master. 

From becoming Master’s Assistant to Master, individuals would not chair Committees but will 

be ex officio members of specific Committees at points in time.     

Candidates for Master’s Assistant will have served as a Lay or Court Assistant.   

Candidates for Master Assistants will be advised of the duties, time and financial 

commitments of the Master and Wardens prior to being considered for the role. 

The only difference between a Court Assistant and a Lay Assistant is that Lay Assistants do not 

have a vote. 

Court and Lay Assistants are appointed for a period of 3 years.  After which they stand down 

from the Court, unless they are elected to progress to Master’s Assistant.  

On standing down from the Court, Lay and Court Assistants are eligible for being considered 

to progress to Master’s Assistant at some stage in the future. 

Chairmen of Committees, for the duration of their office, will be members of the Court, either 

as Court Assistants or Lay Assistants. (Unless they are Past Masters.) 

Liverymen may also be appointed directly to the Court, again for a 3-year term. 

Past Masters remain voting members of the Court for 7 years after they have been Master 

Past Masters are eligible to chair Committees during that 7-year period. 

Past Masters at any time may sit on Committees.  
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2.2.6 Standards and Governance Committee Approved by Court – 21st June 2022 

 

 

The Worshipful Company of Glass Sellers of London 

 

Term of Reference 

Standards and Governance Committee 
 

Objectives of the Committee 

The Committee remit is to ensure that the Company’s policies and procedures (the standards) 

remain consistent, workable and comply with relevant legislation in place at the time. 

The Committee will also manage the Complaints and Grievance procedures should it be 

required.  

 

Deliverables 

1. To review regularly the governance policies and procedures and recommend any 

changes to the Court for approval. 

2. To manage the Complaints and Grievance process, if informal resolution is not 

possible. 

3. To monitor the Company’s Diversity and Inclusion Policy and report on an annual basis 

to the Court. 

4. To liaise with the Chairmen of other Committees in relation to new policies and 

procedures to be implemented to ensure consistency across the Company. 

 

Functions 

The Committee will need to: 

1. Identify any inconsistencies that arise in the governance processes and policies 

and new requirements, as a result of changes in legislation. 

2. Annually review the governance policies and procedures and propose any 

alterations to the Court for approval if necessary. 

3. Discuss with the Chairmen of other Committees any amendments or new policies 

and procedures that may be needed any offer advice to ensure that policies and 

procedures are consistent and meet the requirements of good governance.  

4. To carry out investigations of any grievances and complaints that have been 

formally submitted and to conduct a hearing if appropriate and issue a decision. 

5. To refer any appeals of the initial decision to the Court to instigate the appeals 

process.  
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6. To identify and liaise with the Succession and Appointments Committee to identify 

suitable candidates for a future Chairman and Committee members. 

 

Measures 

An annual review and report to the Court is carried out. 

Any grievance procedures referred to the Committee are resolved within the timescales. 

 

Membership 

• Chairman – Past Master/Court Assistant 

• 2 Other Past Masters 

• Quorum - 2 
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3 Policies and Procedures 
 

3.1 Policies 
 

3.1.1 Diversity, Equality and Inclusion Statement Approved by Court – 21st June 2022 

 

 

The Worshipful Company of Glass Sellers of London 

 

Statement on Diversity, Equality and Inclusion 

 

 

 

 
 

The Worshipful Company of Glass Sellers of London is a diverse and inclusive organisation, 

where all members and the external individuals with whom we interact, whatever their 

gender, race, ethnicity, national origin, religion or belief, age, sexual orientation or identity, 

education or disability, are valued and respected. We are committed to operating without 

prejudice and provide equal opportunity for participation in our events and advancement 

within the Company. We will ensure that our events are welcoming to people from all 

backgrounds. We respect, value and welcome diverse life experiences and heritages and 

ensure that all voices are valued and heard. 

 

 

 

Signed by the Master: __________________________________________________  

 

Date: ___________________________________________________ 
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3.1.2 Diversity, Equality and Inclusion Policy Approved by Court – 21st June 2022 

 

 

The Worshipful Company of Glass Sellers of London 

 

Diversity, Equality and Inclusion Policy 

 

The Worshipful Company of Glass Sellers (“The Company”) is committed to treating all 

individual’s equally and with respect irrespective of their gender, race, ethnicity, national 

origin, age, sexual orientation, identity, disability, religion, education, background or any 

other Protected Characteristic. 

 

Code of Conduct  

The Company will treat all Individuals with dignity and respect regardless of their gender, 

race, ethnicity, national origin, age, sexual orientation, identity, disability, religion, education 

or background or any other Protected Characteristic. 

1. At all times an individual's feelings will be valued and respected.  

2. No one will be harassed or discriminated against on the ground of their gender, 

race, ethnicity, national origin, age, sexual orientation, identity, disability, religion, 

education, background or other Protected Characteristic. 

Definitions  

1. Discrimination is when a person is prevented from taking part in something based on 

a particular characteristic they have. 

2. Harassment is when someone behaves in a way which makes someone else feel 

distressed, humiliated or threatened. 

 

Dealing with Discrimination and Harassment 

1. The Court will take complaints of discrimination and harassment very seriously. 

2. The Court will investigate any complaint of discrimination or harassment 

thoroughly.    

3. The individual making a complaint and the person being complained of will both 

be provided with the opportunity to speak in a safe environment about their 

experiences. 
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4. In the event of any complaint being made it will be deal with in accordance with 

the Company’s Complaints and Grievance Procedures 

 

This policy will be reviewed each year in accordance with the Company’s Governance 

Review Processes.  The Governance and Standards Committee will present an annual 

report highlighting issues and metrics. 
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3.1.3 Conflict of Interest Policy Approved by Court – 22nd March 2022 

 

 

The Worshipful Company of Glass Sellers of London 

 

Conflict of Interest Policy 
 

Objectives of the Policy 

Members of the Court, Committee members and staff have an obligation to act in the best 

interests of the Company and in accordance with its governance principles. The aim of this 

policy is to protect both the Company and the individuals involved from any appearance of 

impropriety. 

Conflicts of interests may arise where an individual’s personal, business or family interests 

and/or loyalties conflict with those of the Company. Such conflicts may create problems; they 

can:  

1. Inhibit free discussion 

2. Result in decisions or actions that are not in the interests of the Company  

3. Risk the impression that the Company or individual has acted improperly  

A conflict of interest is a set of circumstances by which a reasonable person would consider 

that an individual’s ability to apply judgement or act could be impaired or influenced by 

another interest they hold. Conflicts can be financial or non-financial and may be: 

1. Insignificant: trivial and does not create a real risk of conflict of interest 

2. Perceived or potential: reasonably perceived or where there is the real possibility of a 

future material conflict, between one or more interests 

3. Actual: if there is a material conflict between one or more interests 

All staff, Court and Committee members will strive to avoid any conflict of interest between 

the interests of the Company on the one hand, and personal, professional, and business 

interests on the other. This includes avoiding actual conflicts of interest as well as the 

perception of conflicts of interest. 

The purpose of this policy is to protect the integrity of the Company's decision-making 

process, to enable all members to have confidence in the Company’s integrity, and to protect 

the integrity and reputation of all members and employees.  

 

Examples of Conflict of Interest 

Conflict of interests may arise from situations such as: 

1. Members having a shareholding, financial interest or management position in any company 

pertinent to that item of business 
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2. Members or staff receiving a salary from the Company or any other organisation that is 

pertinent to the discussion 

3. Any situation that would be contrary to any Company or Trustee legislation where a person is 

required by virtue of their position to exercise their judgement to act in the best interests of 

bodies that may have competing interests.   

4. The interest that any individual may have in the monetary transactions of the Company. In 
particular any interest that could have a direct bearing on any financial gain / loss to the said 
individual. 
 

Procedure 

In order to ensure that the Company is transparent in relation to any conflict of interest or 

perceived conflict of interest then the following procedure must be followed. 

If, at any time, during a meeting of the Court, Committee or any other meeting where the 

management of the Company is being discussed a member believes they may have a potential 

Conflict of Interest they shall immediately declare they have an interest and the nature of 

that interest. 

The Chairman of the Committee will then ask the remaining members of the meeting to agree 

the level of that interest, Insignificant, Perceived or Actual and what the most appropriate 

action is, viz, that the member with the interest: 

1. is asked to withdraw from the meeting for the duration of that item 

2. may remain in the meeting and take no part in the discussion and may not vote 

3. may remain in the meeting, contribute to the discussion but not in any vote 

4. may continue in the meeting and take a full part in any discussion and vote 

In all cases the minutes of that meeting must record the declaration of interest, the nature of 

that interest and the action taken. 

If the person that declared the interest is the Chairman, then the next most senior member 

of the Committee in attendance should take the chair for that item. 

If the member is asked to withdraw then when they return to the meeting they should be 

advised of the decision made and the rationale for that decision. 

Should any member be found to have not declared an interest when they should have they 

may be subject to the Company’s complaints and grievance procedure. 

For the avoidance of doubt one declaration of one interest is not sufficient and shall be made 

on each and every occasion such a conflict arises or may arise. 

 

Financial Control 

The financial control of the Company needs to be governed in a way that avoids any conflict 

of interest of any perceived conflict of interest to protect both the Company AND the 



 
Page | 28 

 

The Worshipful Company of Glass Sellers of London 

 
 

 

individuals involved.  Good financial management practices need to be embedded in the 

procedure. 

The segregation of duties is the principle that no single individual is given authority to perform 

2 conflicting duties.  As part of the business continuity plan there should be back up 

procedures should any individual not be able to fulfil their allocated tasks. Example of areas 

that could conflict are shown in the table overleaf: 

The matrix details will be added in to show the responsibilities for the various processes.   

Key 

C Creator of the activity 

R Reviewer of the activity 

A Approver of the activity 

The principle is that no one person should have single control of any part of the process without any 

review or appropriate authorisation.  They need to be different people. 

For example, the person raising a purchase order for goods or service should not be the same person 

who makes the payment. 

The matrix needs to be completed in conjunction with the Finance and General Purposes 

Committee.  
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Sales           

Issue Invoices           

Issue Credits           

Receive Payments           

Chase debtors           

Bank Reconciliation           

Purchases           

Set Up Contracts           

Issue Purchase Order           

Make Payments           

Bank Reconciliation           

Membership           

Set Quarterage           

Collect Quarterage           

Set Fines           

Collect Fines           

Other           

Cash Management           

HMRC etc           

Staff           

Staff Payroll           

Staff Pay Increases           

Hire Temp Staff           

Investment Management           

Portfolio Management           

Accounting           

Budgeting           

Management Accounts           

Annual Accounts           

Assets           

Inventory Management           

Asset Sales           

Asset Purchase           

IT           

System Access           

System Configuration           

NB Matrix to be completed 
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3.2  Procedures 
 

3.2.1 Complaints and Grievance Procedure Approved by Court – 22nd Mar 2022 

 

 

The Worshipful Company of Glass Sellers of London 

 

Complaints and Grievance Procedure  

 

Purpose and Scope 

This procedure is designed to help and encourage all members to achieve and maintain 

standards of conduct, consistent with the values and Ordnances of the Company and to 

support the policies and procedures set out in the Governance documentation. The 

governance documentation is available to all Liverymen and Freemen in the Members Section 

of the Company’s web site.  The aim is to ensure consistent and fair treatment for all in the 

Company. 

 

Principles 

Informal action will be considered, in the first instance, where appropriate, to resolve 

problems. 

No formal action will be taken against any member until the complaint or grievance has been 

fully investigated. 

If it is felt that formal action is required, the member will be advised of the nature of the 

complaint against him or her and will be given the opportunity to state his or her case before 

any decision is made. 

Members will be provided, where appropriate, with written copies of evidence in advance of 

a formal meeting. 

At all stages of the procedure any member including the complainant will have the right to be 

accompanied by another member the Company. 

No one will have membership privileges suspended or revoked without the full procedures 

outlined in this policy except in the case of gross misconduct. 

Any member will have the rights appeal set out in this policy. 

Remedies will vary - from a request for a sincere but straightforward apology to restrictions 

on a member’s ability to participate in events or a request to stand down from a particular 

office. The ultimate sanction would be exclusion from membership. 



 
Page | 31 

 

The Worshipful Company of Glass Sellers of London 

 
 

 

Dealing with Grievances Informally 

If you have a grievance or complaint to do with your treatment by other members or by the 

Clerk, Master or Wardens or the people you work with you should, wherever possible, start 

by talking it over with either the Master, a Warden or the Clerk. If the complaint or grievance 

relates to serving on a Committee then with the Chairman of that Committee or the Master. 

You may be able to agree a solution informally between you. Where your grievance is against 

the Master, Clerk or other member of the Court and you feel unable to approach him or her 

or them you should talk to the Chairman of the Standards and Governance Committee. 

 

Formal Grievance 

If the matter is serious and/or you wish to raise the matter formally you should set out the 

grievance in writing to the Master or Chairman of the Standards and Governance Committee. 

You should stick to the facts and avoid language that is insulting or abusive. 

 

Grievance Hearing 

You will be called to a meeting of members of the Standards and Governance Committee to 

discuss your grievance. You have the right to be accompanied by another member if you make 

a reasonable request. 

The person complained of shall have the same rights to appear before the Standards and 

Governance Committee. 

If it is necessary to gather further information before making a decision both parties will be 

informed of this and the likely timescale involved. 

After the formal process is completed, both parties will be given a decision in writing. 

 

Appeal 

If you or the person complained about are unhappy with the decision and wish to appeal 

either should inform the Chairman of the Standards and Governance Committee. 

Both parties will be invited to an appeal meeting, consisting of three members of the Court, 

normally chaired by the Master, and the appeal will be heard. Both parties have the right to 

be accompanied by a member at this meeting if they make a reasonable request. At the 

appeal any penalty imposed will be reviewed. 

After the meeting the parties will be given a decision in writing, normally within 24 hours. The 

decision is final. 
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Sanctions 

A member can be requested to issue a sincere apology. 

If the conduct or circumstances of a Member shall be injurious to the values, character and 

interests of the Company the Court shall have power to exclude him or her from: 

(a) Membership of the Court or a Committee. 

(b) participation in the affairs, benefits and amenities of the Company. 

This can be either generally or for a specified period.  

The powers given to the Court by this clause shall be exercised only at a meeting of the Voting 

members of the Court of which not less than fourteen (14) days’ notice was given to every 

Voting member of the Court of the intention to consider the conduct of the member 

concerned at that meeting. 

 

Gross Misconduct 

The following list provides some examples of offences which are normally regarded as gross 

misconduct: 

1. Theft or fraud 

2. Physical violence or bullying 

3. Deliberate and serious damage to property 

4. Serious misuse of the company’s property or name 

5. Unlawful discrimination or harassment 

6. Bringing the organisation into serious disrepute 

7. Serious incapability at work brought on by alcohol or illegal drugs 

8. Causing loss, damage or injury through serious negligence 

9. A serious breach of confidence 

If someone is accused of an act of gross misconduct, they may be suspended from the 

Company for no more than twenty working days, while the alleged offence is investigated. If, 

on completion of the investigation and the grievance procedure, the Company is satisfied that 

gross misconduct has occurred, the result will normally be to exclude that person from 

participation in the affairs, benefits and amenities of the Company. 
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4 Company Roles 

 

4.1 Steward 
To follow. 

 

4.2 Master’s Steward 
To follow. 

 

4.3 Committee Member 
To follow. 

 

4.4 Committee Secretary 
To follow. 

 

4.5 Committee Chairman 
To follow. 

 

4.6 Lay Assistant 
To follow. 

 

4.7 Court Assistant 
To follow. 

 

4.8 Almoner 
To follow. 

 

4.9 Archivist 
To follow. 
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4.10 Affiliates Liaison Approved by Court – 21st June 2022 

 

 

The Worshipful Company of Glass Sellers of London 

 

Role Description - Affiliates Liaison 
 

Objectives of the Roles 

The Company has a number of armed services affiliates, currently: 

• HMS Artful 

• City of London and North-East Sector of the ACF, London Rifles 

• RAF Leeming  

The purposes of the roles are to maintain effective contact with the designated individuals 

from each unit and ensure that appropriate arrangements are in place for the interactions 

between the units and the Company.  The role holders should also proactively identify any 

opportunities to strengthen and deepen the links between the Company and its affiliates.  

They also need to identify any potential synergies between other Livery Companies that may 

share the same affiliations, eg other Companies invited to the Annual Camp and the 

Worshipful Company of Glovers that share HMS Artful.  

 

Specific Interactions  

The specific interactions with each unit, currently, are as follows: 

 

HMS Artful 

The Company present an annual award to an individual from the boat’s crew who has been 

chosen by them as the person to have contributed most, outside their professional duties, to 

the well-being and morale of the crew.  This award is funded by the Charity and presented to 

the winner at one of the Company’s dinners.  A number of crew members will also be invited 

to attend the dinner. 

In addition, representatives of the Company are normally invited to their Benefactors Dinner 

held at Faslane. 

 

City of London and North-East Sector of the ACF, London Rifles 

The Glass Sellers’ Charity provide financial support to cadets attending their annual camp, 

held in various locations around the UK.   Company representatives are invited, each year, to 
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the Visitors Day at the camp where the Master or their representative will present the Chosen 

Cadet Trophy.  The winner is also invited to receive the trophy at the Mansion House Banquet.   

In addition, the ACF unit will normally be asked to provide a carpet guard at the Company’s 

Mansion House Banquet. 

RAF Leeming  

The Company present an annual award to an individual from the Station who has been chosen 

by them as the person to have contributed most, outside their professional duties, to the 

well-being and morale of the station.  This award is funded by the Charity and presented to 

the winner at one of the Company’s dinners. A number of station personnel will also be 

invited to attend the dinner. 

In addition, representatives of the Company are normally invited to specific events in North 

Yorkshire. 

 

Responsibilities 

Individual unit liaison members:  

HMS Artful 

To ensure: 

1. Contact is maintained on a regular basis with the designated contact in the boat 

2.  An award winner has been identified by the boat 

3. The award for the person “to have contributed most, outside their professional duties, to 

the well-being and morale of the crew” is available for presentation at a Court Dinner 

4. Award winner and selected crew members are invited to a Glass Sellers Dinner for 

presentation of the Award.  

5. Representatives are sent to the Benefactors Dinner at Faslane 

6. Quarterly Reports are submitted to the Co-ordinator for presentation to the Court 

ACF 

To ensure: 

1. Contact is maintained on a regular basis with the designated contact in the unit 

2. Representatives are sent to the Annual Camp 

3. Awards for support for the Annual Camp are made 

4. The Chosen Cadet Trophy is available for presentation at the Annual Camp 

5. Cadets are booked for the Mansion House Banquet Guard and catered for. 

6. Chosen Cadet is present at the Banquet for formal presentation 

7. Quarterly Reports are submitted to the Co-ordinator for presentation to the Court 
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RAF Leeming 

To ensure: 

1. Contact is maintained on a regular basis with the designated contact in the station 

2. An award winner has been identified by the station 

3. The Glass Sellers Bowl for the person “to have contributed most to the well-being and 

morale of the station” is available for presentation at a Court Dinner 

4. Award winner and selected station personnel are invited to a Glass Sellers Dinner for 

presentation of the Award.  

5. Representatives are sent to any station events 

6. Quarterly Reports are submitted to the Co-ordinator for presentation to the Court 

 

The Affiliates Co-ordinator 

To ensure: 

1. Ensure regular reports are made to the Court on the state of the affiliate links 

2. Mentor and assist those that are new to the role 

3. Contact is maintained between liaison members and their units 

4. Contact is maintained between Livery Companies sharing units 

5. Individual liaison members communicate to identify opportunities for developing the 

relationship between the Company and the units 

6. A report from each liaison member is received in good time for a consolidated report 

to be prepared for the Court at each Quarterly meeting  

7. Issues with any unit are identified as early as possible and escalated to the Clerk and 

Master, as appropriate 

8. Masters or other representatives are briefed on any visits they may undertake to any 

of the military units 
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4.11 Master’s Assistant 
To follow. 

 

4.12 Renter Warden 
To follow. 

 

4.13 Prime Warden 
To follow. 

 

4.14 Master 
To follow. 

 

4.15 Immediate Past Master 
To follow. 

 

4.16 Other Roles 
 

4.16.1 Chaplain 
To follow. 

 

4.16.2 Glass Futures Representative 
To follow. 

 

4.16.3 Charity Trustee 
To follow. 

 

4.17 Remunerated Officers 
 

4.17.1 The Beadle 
To follow. 

 

4.17.2 The Assistant Clerk 
To follow. 
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4.17.3 The Clerk 
To follow. 

 

4.17.4 The Treasurer 
To follow. 
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5 Ceremony 
 

 

 


