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Buildings Working Group 

 
Terms of Reference 

 
Purpose: 
Clause 3.23 provides that the Parish is required: 
“To observe and comply in all respects and at all times with the Management 
Arrangements specified in the Fourth Schedule” 

 
 

Background 
 
The Terms of Reference for the Buildings Working Group are set out in Clause 3.23 and 
the Fourth Schedule of the lease dated 8th August 2001 to the Parish for the Community 
Centre.   

 
 
Composition: 
A Management Committee shall be established comprising no more than 3 
representatives from each of the Lessor and the Lessee. 

 
 

 
Quorum and Meetings: 
The Committee shall meet on at least 4 occasions in each year.  An agenda will be 
prepared by the Lessor and circulated prior to each meeting and Minutes will be kept of 
each meeting.  A Chair will be elected each year and the Chair will alternate between the 
Lessor and the Lessee. 

 
 
 
Responsibilities: 

1. 2 Hours of opening of the Premises shall be as agreed with the Lessor such 
agreement not to be unreasonably withheld. 

2. Any damage arising in the area occupied by the Lessee and caused or apparently 
caused by users of the Premises shall be made good by the Lessee to the 
satisfaction of the Lessor but excluding damage covered by an insured risk unless 
the insurance money is irrecoverable by reason of any act or default of the Lessee 
or any invitee or licensee of the Lessee. 

3. The Lessee shall arrange that a responsible person shall be in attendance at all 
times when the Premises are in use. 

4. The Management Committee shall determine the day-to-day management of the 
building including key holding security arrangements and cleaning specification. 

5. The Management Committee shall determine the recovery of call-out charges in 
respect of security measures.” 

 
 
Notes: 
 
The Chairman and the Parish Clerk will set the agenda for all meetings.  
 
Minutes must be taken of all FULL meetings and copied into the Parish Clerk to comply 
with audit regulations. 
 
All meetings will be closed to the public. 
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Meetings can be held in-person or via MS Teams, with all FULL meeting invites being 
issued by the Parish Clerk. 
 
The Buildings Working Group reports directly to Full Council. 
 
All recommendations are to be reviewed and approved by Full Council only, at its next 
available meeting.  
 
The Parish Clerk must be copied in on all important communications/correspondence. 
 
The Buildings Working Group is ‘advisory’ only and has no authority to make 
decisions or to incur expenditure on behalf of the Parish Council without prior 
approval.  
 
Current Members of the Buildings Working Group are: 

▪ Josie Flavell - The Parish Clerk & RFO 
▪ Hugh Toal – Library Manager 
▪ Mike Nice – Community Centre Manager 
▪ Tony Nixon – Councillor BPC 

 
 
 
Adopted:   8th August 2001 
 
Review:     August 2024 
 
 


