SWANSCOMBE & GREENHITHE TOWN COUNCIL
TERMS OF REFERENCE

THE ALLOTMENTS & CEMETERIES SUB-COMMITTEE.

DELEGATION FROM THE TOWN COUNCIL:
These Terms of Reference were reviewed by the Town Council at its AGM on 19 May 2022.

MEMBERSHIP:
This Sub-Committee shall consist of six Councillors who shall be elected, and may be re-
elected, each year at the Annual Meeting of the Town Council.

PROCEDURES:
The Sub-Committee will operate in accordance with Local Government Law (and in accordance
with Standing Orders).

At the first meeting of the Sub-Committee after the Annual Meeting of the Town Council, the
Sub-Committee shall elect a Chairman (and a Vice-Chairman) for the forthcoming year from
amongst the Sub-Committee Membership.

The Sub-Committee will submit its minutes of meetings for ratification to the next meeting of the
Town Council.

The Sub-Committee will submit a budget to the Council for the forthcoming financial year at the
appropriate meeting before the end of November.

The Clerk to the Council shall provide administrative support for the Committee.

FREQUENCY OF MEETINGS:
The Committee shall meet as required.

The Committee shall meet at the Town Council’s offices at a date and time to suit the Committee
membership.

COMMITTEE FUNCTIONS:

The Sub-Committee shall:

Exercise the functions of the Recreation, Leisure & Amenities Committee with reference to the
appointment of lay volunteer allotment managers as per the provisions of Section 20 of the
Small Holdings and Allotments Act 1908.

Exercise the functions of the Recreation Leisure & Amenities Committee on any finances
relating to the provision, management, maintenance, improvement and administration of all
allotments under the control of the Town Council, inclusive of the right to report suggestions for
finances to be included within the annual estimates for specific schemes of improvement.

Exercise the functions of the Council in relation to the provision, management, maintenance
and improvement of the Cemetery that is the responsibility of the Dartford Borough Council
within Swanscombe Park.

Exercise the function of the Council in relation to the dead Cemetery within St Peter & St Paul’s
Church, in particular the maintenance of the Churchyard Wall.

REFERRED FUNCTIONS:

As an advisory body to consider any recommendations laid before it by other Committees or
the Council, which relate to facilities within the scope of this Committee, not contained within
the delegated functions.
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SWANSCOMBE & GREENHITHE TOWN COUNCIL
TERMS OF REFERENCE

COMMUNITY SAEFETY COMMITTEE.

DELEGATION FROM THE TOWN COUNCIL:
These Terms of Reference were reviewed by the Town Council at its AGM on 19 May 2022.

MEMBERSHIP:
This Committee shall consist of eight Councillors who shall be elected, and may be re-elected,
each year at the Annual Meeting of the Town Council.

PROCEDURES:
The Committee will operate in accordance with Local Government Law (and in accordance with
Standing Orders).

At the first meeting of the Committee after the Annual Meeting of the Town Council the
Committee shall elect a Chairman (and a Vice-Chairman) for the forthcoming year from amongst
the Committee membership. The Chairman (and Vice-Chairman) may be re-elected.

The Committee will submit its minutes of meetings for ratification to the next meeting of the
Town Council.

The Committee will submit a budget to the Council for the forthcoming financial year at the
appropriate meeting before the end of November.

The Clerk to the Council shall provide administrative support for the Committee.

FREQUENCY OF MEETINGS:

The Committee shall meet, where possible, on a nine weekly cycle on a Wednesday at 7.00pm
at the Town Council’s offices as agreed at the Annual Meeting, unless otherwise varied by
agreement of the Committee.

COMMITTEE FUNCTIONS:

To exercise the functions of the Council in working with the Police, the PCSO’s and any other
authorities, outside groups and agencies to alleviate the problems experienced by the local
population with anti-social behaviour, crime, crime prevention and wider public safety issues.

REFERRED FUNCTIONS:

As an advisory body to consider any recommendations laid before it by other Committees or
the Council, which relate to facilities within the scope of this Committee, not contained within
the delegated functions.
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SWANSCOMBE & GREENHITHE TOWN COUNCIL
TERMS OF REFERENCE

EXECUTIVE & EMERGENCY COMMITTEE.

DELEGATION FROM THE TOWN COUNCIL:
These Terms of Reference were reviewed by the Town Council at its AGM on 19 May 2022.

MEMBERSHIP:
This Committee shall consist of eight Councillors who shall be elected, and may be re-elected,
each year at the Annual Meeting of the Town Council, including the Town Mayor.

PROCEDURES:
The Committee will operate in accordance with Local Government Law (and in accordance with
Standing Orders).

The Town Mayor shall preside at meetings of this Committee.

The Committee will submit its minutes of meetings for ratification to the next meeting of the
Town Council.

The Clerk to the Council shall provide administrative support for the Committee.

FREQUENCY OF MEETINGS:
The Committee shall meet as required.

The Committee shall meet at the Town Council’s offices.

COMMITTEE FUNCTIONS:
The Committee shall:

Exercise any functions of the Council on urgent issues or during the period of recess of the
Council save for those functions relating to the setting of an annual rate and issuing of precept,
the raising of loans or borrowing of money and the securing of any necessary loan sanctions,
and the approval of schemes for local lotteries.

Exercise any functions of the Council on matters specifically delegated to it to decide, save from
those exempted from delegation by statute and listed above.

With reference to matters, not more than three Members of this Committee (to be selected by
the Chairman of the Executive & Emergency Committee but not necessarily including the
Chairman of the Executive & Emergency Committee) to form a Sub-Committee to deal with
matters relating to staff disciplinary procedures.

To assist, in an emergency, the population of Swanscombe and Greenhithe in overcoming any
extreme or unusual conditions caused by natural or accidental means.

To co-operate with other Agencies, Statutory or Voluntary, to assist in the above.

To enlist the support of any other Organisations or individuals to assist in the above, as may be
necessary.
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SWANSCOMBE & GREENHITHE TOWN COUNCIL
TERMS OF REFERENCE

To prepare contingency plans to meet any of the situations as described above.

REFERRED FUNCTIONS:
As an advisory body reporting to the Council on any matters it has been specifically instructed
to investigate.
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SWANSCOMBE & GREENHITHE TOWN COUNCIL
TERMS OF REFERENCE

FINANCE & GENERAL PURPOSE COMMITTEE.

DELEGATION FROM THE COUNCIL:
These Terms of Reference were agreed by the Town Council at its AGM on 19 May 2022.

MEMBERSHIP:
The Committee shall consist of eight Councillors who shall be elected, and may be re-elected, each
year at the Annual Meeting of the Town Council.

PROCEDURES:
The Committee will operate in accordance with Local Government Law (and in accordance with
Standing Orders).

At the first meeting of the Committee after the Annual Meeting of the Town Council the Committee
shall elect a Chairman (and a Vice-Chairman) for the forthcoming year from amongst the Committee
membership. The Chairman (and Vice-Chairman) may be re-elected.

The Committee will submit its minutes of meetings for ratification to the next meeting of the Town
Council.

The Committee will submit a budget to the Council for the forthcoming financial year at the
appropriate meeting before the end of November.

The Clerk to the Council shall provide administrative support for the Committee.

FREQUENCY OF MEETINGS:

The Committee shall meet, where possible, on a nine-weekly cycle on a Thursday at 7.00pm at the
Town Council’s office as agreed at the Annual Meeting, unless otherwise varied by agreement of
the Committee.

COMMITTEE FUNCTIONS:

To exercise the functions of the Council in expending any finances allocated to it by the Council in
the annual estimates or otherwise in the area of footway and footpath lighting, footpaths, car parks
and donations to local organisations or individuals or other bodies.

To exercise the functions of the Council in the examination of all accounts submitted for payment
and the collection of sums due to the Council.

To exercise the functions of the Council in the examination of any parochial charity accounts
submitted to the Council under those provisions contained within Section 32 of the Charities Act
1960 as amended.

REFERRED FUNCTIONS:

As an advisory body to consider and report to the Council on all finances not specifically allocated
to other Committees including those finances contained within the balances and investment
accounts.
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SWANSCOMBE & GREENHITHE TOWN COUNCIL
TERMS OF REFERENCE

As an advisory body to consider and report to Council, estimates for the making of the annual rate
and precept issued, the raising of loans or borrowing money and securing of any necessary loan
sanctions and the approval of schemes for local lotteries.

As an advisory body to consider any recommendations laid before it by other Committees or the
Council, which relate to facilities or areas within the scope of this Committee not contained within
the delegated functions printed above.

As an advisory body to consider any recommendations specifically put to it by other Committees in
relation to their expenditure and consider and report upon any matters not specifically allocated to
other Committees.
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SWANSCOMBE & GREENHITHE TOWN COUNCIL
TERMS OF REFERENCE

HERITAGE SUB-COMMITTEE.

DELEGATION FROM THE TOWN COUNCIL:
These Terms of Reference were agreed by the Town Council at its AGM on 19 May
2022.

MEMBERSHIP:
This Sub-Committee shall consist of six Councillors who shall be elected, and may be
re-elected, each year at the Annual Meeting of the Town Council.

PROCEDURES:
The Sub-Committee will operate in accordance with Local Government Law (and in
accordance with Standing Orders).

The Sub-Committee will submit its minutes of meetings for ratification to the next
meeting of the Town Council.

The Sub-Committee will submit a budget to the Council for the forthcoming financial
year at the appropriate meeting before the end of November.

The Clerk to the Council shall provide administrative support to the Committee.

FREQUENCY OF MEETINGS:
The Sub-Committee shall meet as required.

The Sub-Committee shall meet at the Town Council’s offices at a date and time to suit
the Committee membership.

COMMITTEE FUNCTIONS:
The Sub-Committee shall:

Exercise the functions of the Recreation, Leisure & Amenities Committee with all
matters relating to Heritage within the Town.

Exercise the functions of the Recreation, Leisure & Amenities Committee in controlling
the operation and provision of the facilities in relation to the Heritage Park / Skull Site.

REFERRED FUNCTIONS:

As an advisory body to consider any recommendations laid before it by other
Committees or the Council, which relate to facilities within the scope of this Committee,
not contained within the delegated functions.

Page 7 of 18

https://swanscombegreenhithecouncil.sharepoint.com/Shared Documents/Council Admin/Policies and
Procedures/2024/GENERAL POLICIES/2024 - Combined TOR - reviewed at AGM 15 May.docx




SWANSCOMBE & GREENHITHE TOWN COUNCIL
TERMS OF REFERENCE

SCOPE OF INTERNAL AUDIT

DELEGATION FROM THE COUNCIL:
These Terms of Reference were reviewed by the Town Council at its AGM on 19 May
2022

MEMBERSHIP:
N/A.

PROCEDURES:

The council will determine the scope and coverage of the work to be carried out by
internal audit in accordance with proper practices guidance. Internal audit testing of
controls will be sufficient for the proper completion of the annual internal audit report.
The annual internal audit report should provide an adequate level of assurance for the
council to complete assertions 2 and 6 in its annual governance statement.

In completing the annual return at section 4 of the annual return, internal audit will have
planned and carried out the work necessary to give the assurances called for. The ten
key control tests in the annual report represent the minimum level of internal audit
coverage required. Additional testing and reporting should be tailored to local
circumstances.

Internal audit work always requires the application of judgement and should only be
carried out following risk assessment. The scope and frequency of testing should reflect
that assessment, and therefore should always be in proportion to the likelihood of fraud,
error or misstatement that could occur. It should be directly related to the size and level
of business activity of the council.

The following schedule provides an approach to the testing of key internal controls to
provide assurance that the minimum level of coverage has been met.
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SWANSCOMBE & GREENHITHE TOWN COUNCIL

TERMS OF REFERENCE

Internal control

Suggested testing

Proper bookkeeping

Is the cash book maintained and up to date?
Is the cashbook arithmetic correct?
Is the cashbook regularly balanced?

a) Standing orders and
financial regulations
adopted and applied;
and

b) payment controls

Has the council formally adopted standing orders and
financial regulations?

Has the Responsible Financial Officer been
appointed with specific duties?

Have items or services above the de minimus amount
been competitively purchased?

Are payments in the cashbook supported by invoices
authorised and minuted?

Has VAT on payments been identified, recorded and
reclaimed?

Is s137 expenditure separately recorded and within
statutory limits.

Risk Management
arrangements

Does a review of the minutes identify any unusual
financial activity?

Do minutes record the council carrying out an annual
risk assessment?

Is insurance cover appropriate and adequate?

Are internal financial controls documented and
regularly reviewed?

Budgetary controls

Has the council prepared an annual budget in support
of its precept?

Is actual expenditure against the budget regularly
reported to the council?

Are there any significant unexplained variances from
the budget?

Income Controls

Is income properly recorded and promptly banked?
Does the precept recorded agree to the Council Tax
authority notification?

Are security controls over cash and near-cash
adequate and effective?

Petty cash procedures

Is all petty cash spent recorded and supported by VAT
invoices/receipts?

Is petty cash expenditure reported to each council
meeting?

Is petty cash reimbursement carried out regularly?

Payroll Controls

Do all employees have contracts of employment with
clear terms and conditions?

Do salaries paid agree with those approved by the
council?

Are other payments to employees reasonable and
approved by the council?
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SWANSCOMBE & GREENHITHE TOWN COUNCIL
TERMS OF REFERENCE

e Have PAYE/NIC been properly operated by the council
as an employer?

Asset Controls e Does the council maintain a register of all material
assets owned or in its care?

e Are the assets and investments registers up to date?

¢ Do asset insurance valuations agree with those in the
asset register?

Bank reconciliation e |s there a bank reconciliation for each account?

e Is the bank reconciliation carried out regularly and in a
timely fashion?

e Are there any unexplained balance entries in any
reconciliation?

¢ |s the value of investments held summarised on the
reconciliation?

Year-end procedures e Are year-end accounts prepared on the correct
accounting basis (ie receipts and payments or income
and expenditure?

e Do accounts agree with the cashbook?

e |s there an audit trail from underlying financial records
to the accounts?

e Where appropriate, have debtors and creditors been
properly recorded?
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SWANSCOMBE & GREENHITHE TOWN COUNCIL
TERMS OF REFERENCE

LEASES & LEGAL SUB-COMMITTEE.

DELEGATION FROM THE TOWN COUNCIL:
These Terms of Reference were agreed by the Town Council at its AGM on 19 May
2022.

MEMBERSHIP:
This Sub-Committee shall consist of six Councillors who shall be elected, and may be
re-elected, each year at the Annual Meeting of the Town Council.

PROCEDURES:
The Sub-Committee will operate in accordance with Local Government Law (and in
accordance with Standing Orders).

The Sub-Committee will submit its minutes of meetings for ratification to the next
meeting of the Town Council.

The Sub-Committee will submit a budget to the Council for the forthcoming financial
year at the appropriate meeting before the end of November.

The Clerk to the Council shall provide administrative support for the Committee.

FREQUENCY OF MEETINGS:
The Sub-Committee shall meet as required.

The Sub-Committee shall meet at the Town Council’s offices at a date and time to suit
the Committee membership.

COMMITTEE FUNCTIONS:
The Sub-Committee shall:

Exercise the functions of the Council in negotiating all items in relation to leases and
their terms on Town Council property, apart from the setting of rent, as appropriately
decided by the parent Committee.

Exercise the functions of the Council in dealing with all items in relation to legal matters
laid before it, as appropriately decided by the parent Committee.

REFERRED FUNCTIONS:

As an advisory body to consider any recommendations laid before it by other
Committees or the Council, which relate to facilities within the scope of this Committee,
not contained within the delegated functions.
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SWANSCOMBE & GREENHITHE TOWN COUNCIL
TERMS OF REFERENCE

THE PERSONNEL COMMITTEE.

DELEGATION FROM THE TOWN COUNCIL:
These Terms of Reference were agreed by the Town Council at its AGM on 19 May
2022

MEMBERSHIP:

This Committee shall consist of eight Councillors who shall be elected, and may be re-
elected, each year at the Annual Meeting of the Town Council, including the Town
Mayor.

PROCEDURES:
The Committee will operate in accordance with Local Government Law (and in
accordance with Standing Orders).

The Town Mayor shall preside at meetings of this Committee.

The Committee will submit its minutes of meetings for ratification to the next meeting of
the Town Council.

The Clerk to the Council shall provide administrative support for the Committee.

FREQUENCY OF MEETINGS:
The Committee shall meet, where possible, in April/May and November each year and
as required throughout the remainder of the year.

The Committee shall meet at the Council Offices, The Grove, Swanscombe at a time
suitable to Members of the Committee.

COMMITTEE FUNCTIONS:
The Committee shall:

Exercise any functions of the Council in relation to personnel matters, with the exception
of disciplinary procedures, apart from Stage 1- Formal Oral Warnings.

Formation of Interview Panels to be made up of the following:

. Town Mayor or Deputy Town Mayor;
e  Appropriate Chairman of main committee;
e Town Clerk or Responsible Financial Officer (RFO).

Exercise functions of the Council on the question of levels of pay and salary settlements
for all staff employed by the Council.

Exercise functions of the Council in relation to any Pension Scheme it administers.

Exercise functions of the Council in relation to staff health and safety and risk
assessments.
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SWANSCOMBE & GREENHITHE TOWN COUNCIL
TERMS OF REFERENCE

Exercise functions of the Council in determining staff disciplinary and grievance
procedures, assaults on staff and any other personnel legislation required.

REFERRED FUNCTIONS:
As an advisory body reporting to the Council on any matters it has been specifically
instructed to investigate.
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SWANSCOMBE & GREENHITHE TOWN COUNCIL
TERMS OF REFERENCE

THE PLANNING, MAJOR DEVELOPMENTS, TRANSPORTATION & ENVIRONMENT
COMMITTEE.

DELEGATION FROM THE TOWN COUNCIL:
These Terms of Reference were agreed by the Town Council at its AGM on 19 May
2022.

MEMBERSHIP:

This Committee shall consist of eight Councillors who shall be elected, and may be re-
elected, each year at the Annual Meeting of the Town Council. The Committee may
also consist of outside bodies or local authority representatives as deemed necessary
in an advisory capacity.

PROCEDURES:
The Committee will operate in accordance with Local Government Law (and in
accordance with Standing Orders).

At the first meeting of the Committee after the Annual Meeting of the Town Council the
Committee shall elect a Chairman (and a Vice-Chairman) for the forthcoming year from
amongst the Committee membership. The Chairman (and Vice-Chairman) may be re-
elected.

The Committee will submit its minutes of meetings for ratification to the next meeting of
the Town Council.

The Committee will submit a budget to the Council for the forthcoming financial year at
the appropriate meeting before the end of November.

The Clerk to the Council shall provide administrative support for the Committee.

FREQUENCY OF MEETINGS:
The schedule of meetings shall be agreed at the Annual Meeting of the Town Council.

The Committee shall meet, where possible, on a three-weekly cycle on a Wednesday
at 7.00pm at the Town Council’s offices, unless varied by the agreement of the
Committee.

COMMITTEE FUNCTIONS:
The Committee shall:

Decide the Town Council’s responses on consultations on planning applications from
Dartford Borough Council, Ebbsfleet Development Corporation, Gravesham Borough
Council (where applications fall into the Swanscombe Boundary) and from the County
Council.

Make recommendations to the Council on statutory and non-statutory planning policy
documents.
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SWANSCOMBE & GREENHITHE TOWN COUNCIL
TERMS OF REFERENCE

Select from its membership a person, or persons, to represent the Council at site
meetings, public enquiries, etc to represent the Council’s previously agreed views.

To deal with any items relating to transportation and environmental issues affecting the
area and invite outside organisations to meetings to address issues highlighted. To
lobby outside organisations on behalf of the Council to improve matters relating to
transport and the environment.

Decide the Town Council’'s responses on consultations on major developments
affecting the parish from Dartford Borough Council, Ebbsfleet Development
Corporation, Gravesham Borough Council and from the County Council.

Exercise the functions of the Council in meeting with developers to negotiate planning
gain for the community through the Regeneration & Quality Sub-Committee.

REFERRED FUNCTIONS:

As an advisory body to consider any recommendations laid before it by other
Committees or the Council which relate to planning, transportation and the environment
within the scope of this Committee not contained with the delegated functions of the
Committee.
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SWANSCOMBE & GREENHITHE TOWN COUNCIL
TERMS OF REFERENCE

REGENERATION & QUALITY SUB-COMMITTEE

DELEGATION FROM THE TOWN COUNCIL:
These Terms of Reference were agreed by the Town Council at its AGM on 19 May
2022.

MEMBERSHIP:

This Sub-Committee shall consist of six Councillors who shall be elected, and may be
re-elected, each year at the Annual Meeting of the Town Council, including the Town
Mayor.

PROCEDURES:
The Sub-Committee will operate in accordance with Local Government Law (and in
accordance with Standing Orders).

The Sub-Committee will submit its minutes of meetings for ratification to the next
meeting of the Town Council.

The Sub-Committee will submit a budget to the Council for the forthcoming financial
year at the appropriate meeting before the end of November.

The Clerk to the Council shall provide administrative support for the Committee.

FREQUENCY OF MEETINGS:
The Sub-Committee shall meet as required.

The Sub-Committee shall meet at the Town Council’s offices at a date and time to suit
the Committee membership.

COMMITTEE FUNCTIONS:
The Sub-Committee shall:

Exercise the functions of the Council in creating links with outside organisations and
creating working partnerships to assist the Council in the area regeneration of
Swanscombe and Greenhithe (minute 197/16-17 Town Council 13 Oct 2016).

Exercise the functions of the Council in obtaining Local Council Award Scheme
Accreditation and all matters involved in achieving this.

Exercise the functions of the Council in meeting with developers to negotiate planning
gain for the community (minute 11/17-18 AGM 18 May 2017).

REFERRED FUNCTIONS:

As an advisory body to consider any recommendations laid before it by other
Committees or the Council, which relate to facilities within the scope of this Committee,
not contained within the delegated functions.
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SWANSCOMBE & GREENHITHE TOWN COUNCIL
TERMS OF REFERENCE

THE RECREATION, LEISURE AND AMENITIES COMMITTEE.

DELEGATION FROM THE COUNCIL:
These Terms of Reference were agreed by the Town Council at its AGM on 19 May
2022

MEMBERSHIP:
The Committee shall consist of eight Councillors who shall be elected, and may be re-
elected, each year at the Annual Meeting of the Town Council.

PROCEDURES:
The Committee will operate in accordance with Local Government Law (and in
accordance with Standing Orders).

At the first meeting of the Committee after the Annual Meeting of the Town Council the
Committee shall elect a Chairman (and a Vice-Chairman) for the forthcoming year from
amongst the Committee membership. The Chairman (and Vice-Chairman) may be re-
elected.

The Committee will submit its minutes of meetings for ratification to the next meeting of
the Town Council.

The Committee will submit a budget to the Council for the forthcoming financial year at
the appropriate meeting before the end of November.

The Clerk to the Council shall provide administrative support for the Committee.

FREQUENCY OF MEETINGS:

The Committee shall meet, where possible, on a nine-weekly cycle on a Thursday at
7.00pm at the Town Council’s office as agreed at the Annual Meeting, unless otherwise
varied by agreement of the Committee.

COMMITTEE FUNCTIONS:

To expend any finances allocated to it by the Council within the annual estimates or
otherwise in the area of recreation grounds, parks, open spaces, playgrounds,
allotments, sporting facilities, recreational facilities, community halls and leisure centres.

To exercise the functions of the Council in controlling the operation and provision of
facilities in relation to recreation grounds, parks, open spaces, playgrounds, allotments,
sporting facilities, community halls and the Swanscombe Centre and the Old Fire
Station Community Cafe. To liaise with the Manager of the Swanscombe Centre as
determined in the Management Agreement dated 12 July 2004 (re-newed 2014).

To make representation to the Council in relation to the annual estimates in respect of
expenditure.

To liaise as required with other Committees and staff of the Council, outside bodies and
persons on any aspects of joint responsibility.
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SWANSCOMBE & GREENHITHE TOWN COUNCIL
TERMS OF REFERENCE

To liaise with the Town Clerk on aspects of leisure centre management as they affect
the general administration of the Town Council.

REFERRED FUNCTIONS:

To act as an advisory body considering any recommendations laid before it by other
Committees or the Council which relates to facilities or areas within the scope of this
Committee not contained within the delegated functions of this Committee.
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