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Terms of Reference 
 
Committee name: Thrybergh Parish Hall Management Committee 
 
1.0 Purpose 
The purpose of this committee is to take overall responsibility for the operation of 
Thrybergh Parish Hall.  The committee structure is designed to enable committee 
business to be more easily conducted than could be achieved at a full parish council 
meeting. Where necessary, this committee will make recommendations to full council 
and will abide by any decision there made.  
 
2.0 Membership 
In accordance with standing order 4(b) the committee may consist of both parish 
councillor and non-parish councillor members. The committee shall comprise of no less 
than three and no more than eight members {at least three of whom should be 
councillors}, with administration support provided by a clerk of the parish council. The 
chair is to be elected, and committee members agreed at the annual meeting of the 
parish council each year in May.  
 
3.0 Voting  
All councillor members will have normal voting rights. The chair will have an ordinary 
vote and a casting vote and may use the latter although is not compelled to do so. The 
committee has full delegated authority to spend within existing agreed budgets any 
proposal for spend outside of these budgeted figures must be presented for resolution 
at full council. As such, the vote function at committee level may also be used to 
propose actions or decisions which would require a proposal for a resolution to another 
committee or full council.  

Non-Councillor members have voting rights only in respect to Local Government & 
Housing Act 1989 s13 and Parish& Community Councils (Committees) Regulations 1990, 
SI 1990/2476 for:  

i)  The management of land owned or occupied by the council;  
ii)  The functions of the council as a harbour authority;  
iii)  Any function under s. 144 of the 1972 Act relating to the promotion of tourism;  
iv)  Any function under s. 145 of the 1972 Act relating to the management of a festival  
 
 
4.0 Convening 
The clerk shall convene committee meetings in September and February each year. 
Further meetings can be called as and when required. Members will be summoned to 
attend meetings which will be held in a public place and public notice of the meeting 
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shall be given in accordance with Schedule 12 Para 10 of the Local Government Act 
1972. Minutes will be taken, approved and retained by the council in perpetuity.  
 
5.0 Meetings 
Meetings are open to the general public. Members of the public who attend will be 
given the opportunity to ask questions or make representations on matters of concern 
to them. Time is allowed prior to commencement of the main meeting and detailed on 
the agenda as public participation. Councillors or venue hirers who are not on the 
committee may also attend as members of the public but cannot vote at a committee 
meeting.  
 
6.0 Quorum 
Not less than 3 of the membership. If a quorum is not present no business can be 
conducted or recommendations made.  
 
7.0 Documents  
The clerk shall produce all documents required for the committee’s operation.  

I. Minutes of all meetings will be recorded by the clerk or, in the absence of the clerk, 
by one of the councillors present at the meeting.  

II. Draft minutes will be circulated to all committee members.  
III. Depending on timing, either draft or approved minutes will be received by the full 

council for information only.  

 
8.0 Full Delegated Responsibilities 
The committee has full delegated responsibility acting on behalf of the parish council 
on matters affecting Thrybergh Parish Hall as described below:  
8.1 To consider the requirements for the letting of the parish hall: 

8.1.1 To decide on the method of hiring and the means for booking the venue 
and review this mechanism annually in February each year 

8.1.2 To decide on the terms and conditions of hire and review these annually 
in February each year 

8.1.3 To decide on a standard set of tariffs for hirers and review these charges 
annually in February for adoption in April each year  

8.2 To make decisions on the general day to day running of the parish hall and 
ensure its efficient operation: 
8.2.1 To ensure the venue is managed with due consideration to the health and 

safety of its users through the introduction {and completion} of regular 
inspections 

8.2.2 To ensure that hirers are using the parish hall in accordance with the terms 
and conditions of hire 
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8.2.3 To ensure that all regular users operating under the signing of a standard 
contract including terms and conditions of hire 

8.2.4 To ensure that all users hold the necessary valid public liability insurance 
and regularly review their own risk assessments for the activities they 
manage. 

8.2.5 To deal with all aspects of the management of the parish hall facilities 
including music, entertainment and gambling licenses as required.  

8.2.6 To ensure that the supply of utilities and services is reviewed annually. 
8.2.7 Monitor the appearance and condition of the premises and its immediate 

surroundings [including: the car park and grounds] ensuring that they are: 
clean and tidy; in good decorative order; in a good state of repair; secure; 
free of any obvious and significant health & safety hazards. 

8.2.8 To hold a repair & maintenance schedule for the parish hall and record 
and resolve all matters arising 

8.2.9 Consider the medium/long-term development of the premises and 
grounds and its future improvements by submitting any proposals that 
require funds to the parish council, for their consideration of impact upon 
the parish councils annual budget planning process by not later than 
October each year, for inclusion in the following financial year’s budget. 

 
9.0 Specific Financial Authority 
The committee shall have  remit to incur expenditure from its own budget  in accordance 
with the parish council financial regulations. This budget should be set for expenditure 
between April and March each year with support required from the parish council for the 
following years budget requested no later than November each year. 
 
9.1 The committee shall delegate all responsibility for the reporting and movement of 
money to the appointed clerk. The committee shall have the power to spend from within 
any existing budget on the following: 
- Repair and maintenance of the parish hall, the car park and attached land.  

 - Repair, maintenance and renewal of the parish hall equipment. 
 - Replacement of consumables. 

- Improvements of the premises agreed as part of the parish council’s budget 
setting process. *Any proposed expenditure outside the agreed budget must be 
dealt with by a recommendation to full council.  

- Day to day running expenses of the parish hall 
- Payment of expenses incurred by any volunteer workers 
9.2  The committee shall delegate authority to the clerk between meetings to incur 

expenditure in line with the authority delegated to the committee. This sum shall 
not exceed £500. 

9.3  The committee shall authorise the clerk to make payments from the budget in 
exercise of the committee’s functions. The clerk shall arrange for the prompt 
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authorisation, approval, and instruction regarding any payments to be made 
from the Thrybergh Parish Hall bank account in accordance with the parish 
council’s financial regulations.  

9.5  The committee shall delegate the responsibility to ensure annual accounts are 
properly prepared to the clerk. 
 

10.0 Standing Orders 
The standing orders of the parish council should apply in their entirety {as appropriate} 
to the committee 
 
11.0 Staffing Matters 
If a meeting considers any matter personal to a parish hall staff member, it shall not be 
considered until the committee has decided whether or not the press and public shall 
be excluded pursuant to standing order 1(r).  
 
 
 
 
 


