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Paddock Wood Community Centre Users Forum
Terms of Reference
Purpose
· To provide a structured voice for the users of the Centre
· To strengthen community engagement, inclusion and transparency
· To support PWCC Ltd to meet the needs of the community
· To act as a consultative body, not as a decision-making committee 

Aims
· Represent the views, experiences and needs of the Centre users
· Encourage active participation from diverse community groups
· Improve communication between users, staff, Directors and management
· Help shape activities, events, services and facilities
· Identify gaps, areas for improvement and provide constructive feedback on proposals

Scope
The Users Forum may:
· Discuss the use, accessibility and quality of facilities
· Provide feedback on programmes, activities and events
· Suggest ideas for new services or improvements
· Comment on policies that affect users (eg booking, safeguarding, equality)
· Act as a sounding board for future plans, funding bids or refurbishments
The Users Forum may not:
· Be responsible for legal or financial decisions
· Replace the role of the Directors or Management Team

Membership
A maximum of ten members, open to:
· Regular users of the Centre
· Representatives of groups hiring the Centre
· Local residents with an interest in the Centre’s activities

Membership should aim to reflect the diversity of the local community, including:
· Age
· Disability
· Ethnicity
· Gender
· Socio-economic background
Roles and responsibilities
· Chair (Member) – to facilitate the meetings and ensure an inclusive discussion
· Secretary (Non-Member) – to record minutes and circulate actions
· Centre Representative (Non-Member)  - act as a link between the Forum and Management
The Chair will be elected at the inaugural meeting.

Meetings
· Held on a quarterly basis
· Open and welcoming with reasonable adjustments made where needed
· Agenda papers to be circulated at least seven days in advance
· Minutes to be shared with the Forum, Directors and Management

Decision Making
· The Forum is advisory, not executive
· When voting is required:
· One vote per member present
· Chair has deciding vote when necessary

Code of conduct
· Treat others with respect and courtesy
· Promote equality, inclusion and diversity
· Maintain confidentiality where appropriate
· Act in the best interests of the Community Centre and its users
· Adhere to GDPR requirements

Review and Amendments
· Terms of Reference will be adopted at the inaugural meeting
· Terms of Reference will be reviewed after six months and annually thereafter
· Amendments to be agreed by the Forum and approved by the Management and Directors

Adopted February 2026
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