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XXX COMMITTEE 
TERMS OF REFERENCE 
Note: Items in Bold are the same for all committees
1. Purpose
1. xxx
2. xxx
3. To prepare and send related budget recommendations to the Clerk/RFO and Finance & Governance Committee by November for the following financial year
2. Constitution and Authority 
1. The xxx Committee is constituted as a Committee of Sheringham Town Council (the Council). 
2. The Committee is authorised by the Council to manage any activity within its Terms of Reference. 
3. The Terms of Reference will be reviewed annually but may be amended at any time by Full Council. 
4. The delegated responsibilities of the xxx Committee members are:
a. Xxx
b. Xxx
c. Xxx
d. Xxx
e. Xxx
3. Membership 
1. The xxx Committee shall be appointed at the Annual Council Meeting in May or at a Full Council meeting during the year if necessary. 
2. The Committee shall elect a Chair and Vice Chair annually at the Annual Council Meeting in May or at the first meeting of the Committee following the Annual Council Meeting.
3. The Committee will be made up from (Council members only // Council members & co-opted members).
4. The Committee will consist of not less than x members and not more than x members.
5. In accordance with the relevant Standing Order, the Chair of the Council may attend all Committee meetings and exercise their right to speak. The Chair of Council cannot vote unless elected on to the Committee. 
4. Meetings and Reporting 
1. The planned committee meeting dates and times for the year will be supplied by the Clerk. 
2. The Committee will be convened by the calling of a meeting by the Clerk or delegated Officer in conjunction with the Chair of xxx.
3. Members of the Committee have the opportunity to propose items for inclusion on the agenda by submitting items to the Chair of xxx.
4. The Chair of xxx will preside over proceedings and facilitate the discussion of the Committee's agenda items. 
5. The Clerk or delegated Officer will provide administrative support to the Committee and will be responsible for drafting and circulating agendas and minutes of each meeting. The minutes will be approved by the Committee at the next meeting and signed by the Chair. 
6. The Committee may also invite external experts or stakeholders to attend meetings and provide their input on specific subjects. Any recommendations or actions proposed by the Committee will be documented and reported to relevant authorities or stakeholders.
7. All confidential business of the Committee will be conducted in closed session (those items taken under 3D of Standing Orders that relate to commercially sensitive information, contracts or terms of tender, or personal information relating to staff or public) and will remain confidential.
8. Other Council members are able to attend xx Committee meetings but will be required to leave during closed session at the discretion of the Clerk and the Chair of xxx. 
9. Meetings to be held a minimum of xx times per year and at other times if deemed necessary by the Council or Chair of the Committee. 
10. The quorum necessary for the transaction of business for the Committee will be not less than three. 
11. There will be no audio-visual recording of meetings in closed session unless at the discretion of the Clerk and Chair of the xx Committee.
12. Minutes of meetings will be taken by the Clerk or an appointed person.
13. A report of meetings will be presented to Full Council by The Chair of the xxx Committee with general matters reported and formally approved at the next meeting of the xxx Committee. Matters of the Committee that are held in closed session will be communicated in summary only.
5. Specific Roles and Responsibilities:
1. Xx
2. Xx
3. Xx
4. Xx
5. Xx
6. Xx
7. Xx
8. Xx
9. Xx
10. Xx
6. Policies include:
1. Xx
2. Xx
3. Xx
4. Xx
5. Xx
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