
Heritage Advisory Committee 

Terms of Reference 
 

HPE RM (TRIM) reference: 17/174213 

Committee established: 15 March 2011, Council Minute Item 7  

Terms of Reference endorsed by Committee: [date] 

Terms of Reference endorsed by the Council: 1 May 2018, Council Minute Item 12 

 

1. PURPOSE 

The Blue Mountains Heritage Advisory Committee is to act in an advisory capacity to the Council 

with respect to providing support and advice on cultural heritage within the Local Government Area.  

Heritage is a diverse field and may include built heritage, cultural landscapes, movable heritage, local 

histories and documenting heritage. Through its actions and contributions, the Committee 

encourages increased community participation, awareness and appreciation of heritage in the Blue 

Mountains area. 

 

2. OBJECTIVES 

The objectives of the Committee are to: 

2.1. Promote heritage matters within the community, such as supporting Council to raise 

awareness and appreciation of the City’s cultural heritage and contributing to collective 

knowledge.  

2.2. Provide advice to the Council in relation to proposed and current heritage listings, 

including the identification and documentation of heritage items. 

2.3. Provide advice on heritage policy development and administration. 

2.4. Provide advice on heritage project development and delivery. 

2.5. Provide advice and assist in the establishment and administration of a local heritage fund 

(subject to available funds). 

2.6. Provide support for the Council in effective heritage management, such as alerting Council 

to heritage issues within the community, helping to preserve heritage and supporting 

education, awareness and capacity building. 

2.7. Provide expertise and evidence based advice on the management of Council’s property 

including heritage sites, buildings, cemeteries and cultural landscapes. 
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2.8. Assist in the development of positive economic benefits to the Blue Mountains through 

appropriate heritage management, including the identification and procurement of 

heritage grants, sustainable use and re-use of heritage items and engaging with local 

tourism and business on economic outcomes.  

 

3. MEMBERSHIP 

3.1. Committee composition 

3.1.1. Composition of the Committee will be two (2) Councillors and eight (8) to twelve (12) 

community members. Councillors and community members will have voting rights.  

3.1.2. The relevant Council Manager with current responsibility for administering the 

Committee (the Manager) or delegate may attend meetings by agreement with the 

Chair. The attendance of other Officers of Council at meetings will be determined on 

a case by case basis by way of agreement between the Chair and the Manager.  

3.1.3. Even representation on the Committee from across the City is desirable. 

3.1.4. Each community member shall be chosen on their individual merits and not by their 

role in an organisation or group. 

3.1.5. Community members will be chosen from a range of backgrounds and/or professions 

and may hold formal training in a profession, however this is not a prerequisite, so 

long as they bring to the group a range of attributes from the membership criteria as 

stated in Section 3.2 below. 

3.1.6. Membership of the Committee is established by a resolution of Council. 

 

3.2. Membership criteria 

Nominations for membership of the Committee will be recommended to Council after Council 

has undertaken a publicly advertised ‘Expressions of Interest’ process. The recruitment panel will 

include but is not limited to the Chair, one community member and the Manager or delegate.   

As an indication, candidates for membership on the Committee will need to demonstrate their 

suitability by responding to set criteria, including but not limited to: 

3.2.1. Demonstrated extensive knowledge of and interest in cultural heritage. 

3.2.2. Experience in providing strategic input on heritage matters. 

3.2.3. Practical experience in promoting and protecting heritage. 

3.2.4. An understanding of the role of Local Government. 

3.2.5. A commitment to consultative processes. 

3.2.6. An ability to develop and sustain contacts with key heritage groups and individuals in 

the local community. 
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3.2.7. The ability to effectively listen to, and cooperate with community members holding 

similar or different points of view. 

 

3.3. Membership term 

Councillors will be appointed by a resolution of Council for a four (4) year term. Community 

members on the Committee will also hold a fixed tenure term of four (4) years with the option 

to reapply.  To ensure continuity on the Committee, there will be two (2) staggered community 

members’ terms. One will commence two (2) years into the Councillors’ term and the other will 

coincide with the Councillors’ term.  

 

In the event that a member’s mid-term resignation results in fewer than eight (8) community 

members in the Committee, Council will initiate an additional ‘Expressions of Interest’ to fill 

vacancies, to ensure that community membership on the committee is not less than eight (8) 

and no more than twelve (12).  The appointment of such members will be for the period of the 

term remaining. 

 

3.4. Leave of absence 

Committee members may apply for a leave of absence to the Chair. This leave of absence will be 

recorded in the minutes of the meeting. Committee members will continue to receive 

communications relating to the Committee during a leave of absence unless they express 

otherwise. A leave of absence may apply for a period of up to 6 months and may only be applied 

for once during a member’s four (4) year term.  

 

3.5. Cessation of Membership 

Membership of the Committee shall cease:  

3.5.1. If the Committee is dissolved by the Council 

3.5.2. By written notice of resignation from members to the Chair 

3.5.3. Due to a breach of the Code of Conduct, commensurate with dismissal. 

3.5.4. Following non-attendance for two (2) consecutive meetings without prior leave of 

absence, after the Chair has first provided the member with an opportunity to explain 

their circumstance and show just cause for non-attendance.  

 



Heritage Advisory Committee: Terms of Reference 

  

4 | P a g e  

 

3.6. Attendance of non-members  

3.6.1.  The Manager or delegate may attend meetings by agreement with the Chair. The 

attendance of other Officers of Council at meetings will be determined on a case by 

case basis by way of agreement between the Chair and the Manager.  

3.6.2. If Council provides Heritage Advisor and Museum and Galleries services in the form of 

Advisors, the Heritage Advisor and the Museum and Galleries Advisor may attend 

Committee meetings, subject to the prior approval of and at the expense of either, the 

Manager Environment and Culture or the Manager Development & Planning Services, 

as determined by the relevance of the agenda to the business area. 

3.6.3. There is also an open invitation to all elected Councillors, to attend a meeting of the 

Committee. Other guests may be invited to attend meetings from time to time, 

subject to agreement between the Chair and the Manager or delegate.  

3.6.4. Non-members who are granted approval by the Chair and Manager to attend 

meetings are not entitled to: 

- Move or second a motion at the meeting 

- Vote at the meeting. 

 

4. COMMITTEE STRUCTURE AND DUTIES 

4.1 Councillors – Two Councillors, as appointed by a resolution of Council, will hold the roles 

of Chair and Deputy Chair. Councillors will be voting members.  

The Chair’s role will be to manage meetings by:  

- Acting as a liaison with Council through the Manager or delegate.  

- Receiving and authorising all agenda items in consultation with the Manager or 

delegate. 

- Directing debates during meetings and ensuring that the conduct of the meeting 

is orderly, respectful and inclusive. 

- Ensuring that resolutions are understood by all members. 

- Receiving any recommendations and advice from the Committee and bringing 

these to the attention of Council through the Manager or delegate. 

- Ensuring that the Terms of Reference are maintained and followed.  

- Mediating disputes between members during meetings. 

- Calling special meetings when required to address time critical matters. 

- Vote on the previous Committee meeting’s minutes.  

The Chair will act as the point of contact for receiving all correspondence from 

Committee members unless otherwise authorised by the Chair.   
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The Chair, or their delegate, is the sole advocate and signatory for the Committee in 

terms of correspondence, media liaison and public comment, attendance at public 

events, meetings etc. 

The Deputy Chair will be appointed by resolution of Council. The role of the Deputy 

Chair is to support the Chair in their functions and to act as Chair during periods of 

absence as requested by the Chair. It is expected that the Deputy Chair will have a 

sound understanding of the functions of the Committee and the role of the Chair. 

4.2 Officers of Council – No Officers of Council will be members of the Committee. The 

Manager or delegate may attend meetings by agreement with the Chair. The attendance 

of other Officers of Council at meetings will be determined by the Manager. The role of 

Officers of Council will be to:  

- Advise and service the Committee. 

- Provide notice of meetings and circulate associated agenda as approved by the 

Chair. 

- Record and circulate draft minutes of meetings to Committee members prior to 

finalisation as approved by the Chair. 

- Ensure minutes, documentation, correspondence and reports are saved to the 

Council record. 

- Chair meetings where Councillors are unavailable or must absent themselves. 

- Record recommendations and provide feedback in a timely manner as approved 

by the Chair. 

- Coordinate responses from other departmental staff. 

- Provide information to the Committee as appropriate, in accordance with the 

terms of reference. 

- For any Committee votes, note numbers for and against and convey to Council.  

- Ensure the register of members is maintained. 

- Ensure Committee and public access to information is actioned, in consultation 

with the Council Information Officer, as required under the Government 

Information Public Access Act 2009 (NSW). 

The Manager will be the sole point of contact for receiving all communications or 

correspondence from Committee members directed to Officers of Council unless 

otherwise authorised by the Chair or the Manager.   

The Committee will be provided with limited assistance and advice from Officers of 

Council as considered appropriate and authorised by the Manager or delegate. This will 

be consistent with existing priorities and available resources and may include resources 

for working groups approved by the Chair. 
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4.3 Community members – Eight (8) to twelve (12) community members will be selected by 

a publicly advertised Expression of Interest (EOI) and will act as Agents of Council, 

subject to Council’s policies including the Code of Conduct and Media Policy. They will 

hold voting rights on the Committee and their role will be to:   

- Nominate agenda items for meetings to be approved by the Chair.  

- Actively attend and participate in Committee meetings. 

- Vote on the previous Committee meeting’s minutes.  

- Provide heritage advice and recommendations to Council during Committee 

meetings as per the Committee objectives identified in Section 2 above.  

4.4 Exclusions –  

4.4.1 As an advisory Committee, the Heritage Advisory Committee does not act on 

behalf of the Council and does not make decisions which are binding on the 

Council. 

4.4.2 Applications under Part 4 and 5 of the Environmental Planning and Assessment 

Act 1979 will not be referred to the Committee for advice. 

4.4.3 Matters of commercial confidence and / or legal privilege will not be referred to 

the Committee for advice. 

4.4.4 Matters relating to Aboriginal cultural heritage will not be considered by the 

Committee unless prior approval is sought and obtained by the Chair, through the 

Manager or delegate, from relevant Aboriginal stakeholders which can include, 

but not be limited to the Blue Mountains Aboriginal Advisory Council, The 

Gundungurra Indigenous Land Use Agreement Consultative Committee, The Gully 

Traditional Owners, the Blue Mountains Darug Co-Management Working Group 

and relevant individuals. 

 

5 COMMITTEE MEETINGS  

The Committee will meet on a quarterly basis. The meetings will be structured around the annual 

reporting requirements. Meetings will be conducted in accordance with these Terms of Reference, 

or otherwise in accordance with the Council’s Code of Conduct if a matter is not covered in these 

Terms of Reference. 

As considered best practice, at the commencement of each meeting the Committee Chair shall ask 

for declarations of conflicts of interest. Declarations will form part of the meeting minutes.  

5.1 Attendance and quorum for meetings  

Meeting quorum will be half the Committee members (50%) plus one. Councillors and 

community members are the only voting members of the Committee. Committee 

members are expected to advise of their apology to the Chair in advance of the relevant 
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meeting to ensure that there is likely to be a quorum at the meeting. If there will not be 

a quorum at the meeting, the meeting will be cancelled. At the request of the Chair, the 

Manager or delegate will contact all members to notify them of the cancellation.  

5.2 Agenda  

The Manager or delegate will draft a meeting agenda for approval by the Chair and 

distribute the agenda to Committee members by email at least five (5) working days prior 

to each meeting. Committee members may request additional items on the agenda. 

Additional agenda items must be approved by the Chair prior to the commencement of 

the meeting, or otherwise deferred until a subsequent meeting, as approved by the Chair.  

5.2.1 The meeting agenda will commence with standing items and actions for 

attendance, apologies, confirmation of previous meeting minutes and 

declarations of conflicts of interest. It is the responsibility of individuals to fully 

declare conflicts of interest at the meeting and to ensure that the conflict is 

minuted and appropriately managed. The Chair may rule in relation to the 

required management of a conflict of interest.   

5.2.2 Following standing items, the Committee will address each item allocated time on 

the agenda. Any items not on the agenda may be raised under a general business 

section of the meeting or added to the next meeting’s agenda, subject to the 

approval of the Chair. 

5.3 Minutes  

The Manager or delegate will provide secretariat services to take minutes at Committee 

meetings and distribute the draft minutes to Committee members and other persons 

who attended the meeting within 21 days of the meeting. Members will have seven (7) 

days to review the draft minutes and vote on the minutes out of session, in writing. 

Corrections or additions can be suggested by any member who attended the meeting. 

Once a quorum of members agrees to ratify the minutes as true and correct, the minutes 

will be finalised and made publicly available on the Council website. This will occur within 

28 days of the meeting being held. Officers of Council will notify Committee members as 

well as Councillors that the minutes are available for public viewing on the website and a 

copy will also be included in the annual report to Council.  

5.4 Meeting venue  

The Manager or delegate will arrange an appropriate venue for the meeting. This will 

usually be rotated between the Blue Mountains City Council office in Katoomba and the 

Blue Mountains Theatre and Community Hub in Springwood however other locations 

may be used from time to time.  
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5.5 Additional meetings  

Additional meetings may be added to the meeting schedule when required to ensure that 

time-critical decisions can be properly considered. A quorum of members must be 

established prior to the meeting being held. Notice to members of no less than five (5) 

working days is required.  

 

6 REPORTS TO COUNCIL  

Based on the recommendations of the Committee, the Manager or delegate will prepare an annual 

report of activities, in accordance with Council’s reporting procedures. The report is to be approved 

by the Committee and the Chair, and then presented for endorsement by the Council, as detailed 

below:   

Deliverable Description & content Timing 

Annual report of 

activities 

Report of activities conducted in the 

previous financial year. The report will 

include a summary of key activities and 

report on key achievements. 

To be presented to Council 

within 3 months from the end 

of the financial year. 

 
 

7 ESTABLISHMENT AND DISSOLUTION OF THE COMMITTEE 

The Council may, through resolution of the Council, establish advisory Committees for the purposes 

it sees fit. The Council retains the right to dissolve a committee at any time by a resolution of 

Council. 

 

8 CONDUCT AND GOVERNANCE 

Councillors, Officers of Council and all Committee members must comply with the Council’s Code of 

Conduct. Committee members will be issued with a copy of the Council’s Code of Conduct on 

endorsement to the Committee’s membership by the Council and at such times as the Code of 

Conduct is reviewed. Should the committee be presented with information that is confidential, 

members will be advised of such confidentiality and required to maintain it. The Committee’s 

governance processes are set out in these Terms of Reference.  

 

9 COMMITTEE DELEGATIONS 

The Committee has no formal delegations and acts only in an advisory capacity.  
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10 MEDIA AND COMMITTEE PUBLIC RELATIONS 

The Committee as a Council function operates within the provisions of Council’s media policy. All 

media representation, press contact and publications shall be directed through the Council’s 

Communications Officer via the Chair and as approved by the Chair. To avoid doubt, members 

cannot make any comment in correspondence, media representation, press contact and publications 

with reference to speaking as a member of the Committee or on behalf of the Committee.  

 

11 AMENDMENT OF TERMS OF REFERENCE 

These Terms of Reference are to be reviewed every four (4) years to correspond with the Council 

term, where any member of the Committee can request an amendment. The Terms of Reference are 

expected to provide a full overview of the management of all aspects of the Committee 

administration and other functions. To become effective, any amendment to the Terms of Reference 

must be by a resolution of Council. 


