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Terms of Reference – Stalbridge Community Office Management Group 
 
Name 
 
The Name of the organisation will be the “ Stalbridge Community Office Management 
Group” (COMG) hereafter referred to as ‘The Group’, which will operate as a sub-committee 
of Stalbridge Town Council (STC), and adhere to the relevant clauses in the Standing Orders 
of STC.1 
 
Purpose 
 
To facilitate the running and overall management of the volunteers within the Stalbridge 
Community Office (CO). 
 
The CO will: 
 
1)  Provide assistance to the public needing access to all levels of Council assistance, eg.           

     Planning, Benefits, Recycling, Highways etc. and be aware of which Council operates  

 which services. 

2)  Provide assistance to the public needing non-emergency access to the police.  

3)  Provide travel information, eg, Public transport timetables. 

4)  Provide tourist information, including local walks, local attractions etc.   

5)  Provide access to public access computers and any available surgeries. 

6)  Maintain a community website for Stalbridge.  

 

Delegated Powers of the Group 
 
Administration of finance. 
 
The Group will have delegated powers to authorise expenditure within the remit of the 
account named Stalbridge Community Office (subject to adherence to the Town Council’s 
Financial Regulations) Quarterly reports on balances, receipts and payments will be made to 
the Town Council.  
 
Membership 
 
There will be six members of the Group: 
Chair; Vice Chair; Treasurer; Roster Secretary; Volunteers’ Representative and TC 
Representative.  
The members will be chosen from CO Volunteers with the appropriate experience. The Chair 
will serve for no longer than three years. Membership can be modified by the group and 
report of changes made to the Town Council. It is a requirement that one Town Councillor is 
a member of the group at all times. 
 
The Group will initially meet monthly, usually on the second Monday of each month. 
 
 
Roles & responsibilities 

                                                 
1 See Appendix A 
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The role of the Group is to provide guidance to the wider team of volunteers within the CO 
mainly (but not exclusively) by: 

1. Establishing and maintaining a role description for volunteers2 

2. Assisting the volunteers in their roles 

3. Providing a point of contact for volunteer’s enquiries 

4. Managing the opening hours and roster # 

5. Managing the finances of the CO 
 

The Town Council group member is responsible for reporting and delivering any 
recommendations made by the group to the Town Council via agenda items. 
 
# At the discretion of the Roster Secretary, one or two volunteers per half-day opening will 
staff the CO to assist the public either directly, or to give them detailed redirection to the 
appropriate agency.  
 
Each team member has at least one admin/personal responsibility which contributes to the 
smooth running of the CO.  
 
Membership3 can be modified by the Group and report of changes made to the Town 
Council.  
Where there is a record of any volunteer not fulfilling sufficient duties to ensure continued 
knowledge of CO procedures, without justification, that volunteer will be respectfully 
requested to remove themselves from membership. 
 
 
Notes 
 
The Town Council will be the “legal” entity for the project with any associated monies, bank 
accounts (if required) and supplier contracts. The Town Clerk will cover the administration 
associated with any of these matters as part of normal duties. 
 
 
 
 
  

                                                 
2 See Appendix B 
3 See Appendix B 
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APPENDIX A 
 
The following Clauses of the Stalbridge Town Council Standing Orders (adopted 04.06.14) 
shall be adhered to, with the exception of Clauses 9 and 17, as detailed separately: 
 

1. Rules of Debate 

2. Disorderly Conduct at Meetings 

3. Meetings generally 

4. Committees and sub-committees 
6. Extraordinary meetings 
7. Previous resolutions 
8. Voting on appointments 
9. Motions* 
10. Motions not requiring written notice 
11. Handling confidential or sensitive information 
12. Draft minutes 
13. Code of conduct and dispensations 
17. Accounts and accounting statements* 
18. Financial controls and procurement 
20. Requests for information 
*  
9.  Wording to read Motions for a meeting that require written notice to the 

Chair. 
      17. Accounts and accounting statements:  

Petty cash will be managed in accordance with the Town Council’s Financial 
Regulations. 

 
APPENDIX B 
 
VOLUNTEERS ROLE DESCRIPTION  
 
1)  Provide assistance to the public needing access to all levels of Council assistance, eg.           

     Planning, Benefits, Recycling, Highways etc. and be aware of which Council operates  

 which services. 

2)  Provide assistance to the public needing non-emergency access to the police.  

3)  Provide travel information, eg, Public transport timetables, bus stop locations etc. 

4)  Provide tourist information, e.g. local walks, local attractions, local accommodation etc. 

5)  Provide access to public access computers and peripherals, and any available surgeries 

 e.g. CAB. 

6)  Maintain a community website for Stalbridge.  

7) Provide assistance for Town Council/Community led events at the Hub. 

 
COMG : The initial membership is as follows: 
Chair:    Mr Peter Hill 
Vice Chair:   Mrs Karen Robinson  
Treasurer:   Mr Peter Hill 
Roster Secretary:  Mrs Jan Carson 
Volunteers’ Representative: Mrs Karen Lillywhite 
STC Representative:  Cllr Jan Wardell 


