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NEIGHBOURHOOD PLAN - WORKING GROUP TERMS OF REFERENCE 

 

Purpose  

The purpose of the topic-specific Working Groups is to aid the production of the Sunningwell 

Neighbourhood Plan by, 

• Soliciting feedback from parishioners within the specified topic area collating the evidence for 

the views expressed 

• Presenting these to the Steering Group in a way that can be converted into concrete Policies 

and Community Actions that can be included within the Neighbourhood Plan 

Scope 

It is the responsibility of each Working Group to define its scope, within the given broad title.  

This should be communicated to the Steering Group who have the responsibility to ensure that all 

parishioner priorities are being adequately addressed across the Working Groups. 

 

Timescale 

It is planned to have input for the Neighbourhood Plan from each of the Working Groups by the end of 

2025. 

Where additional work remains or is ongoing beyond that date, the Working Groups may continue, 

either under the same or modified Terms of Reference. 

 

Lead & Note-taker 

The Group will agree a “Lead” who will be the main point of contact with the Steering Group and will 

be invited to Steering Group meetings. 

The Group will also identify a “Note-taker” for every formal meeting. 

 

Membership 

The membership of the Working Group may change during its life, and new collaborators and 

members are to be encouraged. 

If a member of the community wants to help with the production of the neighbourhood plan it is not 

necessary for them to become a formal member of the Working Group to help. 

Where the Working Group wishes for a new member to formally join this should be recommended to 

the Steering Group where approval will be given unless there are good reasons to withhold it. 
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Meetings & Ways of Working 

Each Working Group has considerable freedom to choose how best to go about its work. 

The only stipulation is that this should include the gathering and collating information, opinions and 

ideas from both its members and from the wider community. 

Where meetings are held, these should be open to parishioners and publicised in advance, for 

example via the SPC website and/or Neighbourhood Plan e-mail distribution list. 

The Chair of the Steering Group, or their deputy, will aim to attend all formal Working Group meetings 

and may comment on the requirements of and progress towards the Neighbourhood Plan. 

 

Record Keeping 

There is a requirement that the workings of the Working Group be properly recorded, and its progress 

publicised across the Parish. 

The method of recording might include notes from meetings; or papers and reports generated; or e-

mail chains; or WhatsApp messages.  

In order that a record is kept, e-mails and WhatsApp messages should be copied to the Chair of the 

Steering Group. 

 

Finance 

Expenditure by the Working group needs to be approved in advance by the Steering Group, and 

ultimately by Sunningwell Parish Council. 

It is anticipated that Sunningwell Parish Council and the Neighbourhood Plan Steering Group will set a 

budget for the Working Groups’ activities so that day-to-day expenses can be incurred without delay. 

The Working Group Lead is responsible for requesting and justifying a budget from the Steering Group, 

for overseeing that expenditure, and for collecting receipts and delivering these to the Steering Group. 

 

Data Protection & Confidentiality 

In the process of developing the evidence for the Neighbourhood Plan the personal details and 

opinions of parishioners will be gathered. Information is subject to Data Protection regulation. It must 

only be gathered with explicit consent, may only be used for the immediate purposes of developing 

the Neighbourhood Plan, and must be destroyed once its legitimate use has expired. 

Data gathered from responders will be aggregated and anonymised before use. 

The Lead of the Group will act as Data Protection Officer. 

The personal details of the Working Group members will also become known to the other members of 

the group, and to the Steering Group. This data is also subject to Data Protection regulations. 

By signing this document, you are consenting that your contact details be shared with other members 

of the Working Group and the Steering Group for the purposes of the activities of the Group. 
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Use of AI 

The use of AI is not prohibited, but is subject to the two principles below: 

1. The responsibility for the accuracy and fairness of any written material produced remains the 

responsibility of the author,  

2. Confidential information (including parishioner information) should not be uploaded into any 

AI system. 

 

Decisions 

Where there are differing views within the Group the normal procedure will be to include all views 

within the Group’s report. In many cases this will suffice, as no black/white decision will be required. 

In cases where a black/white decision is required, the first option is to try to reach a decision by 

consensus. If this is not possible a simple vote can be taken with each member present having an 

equal vote. In the even of a tie, the Working Group Lead will have the casting vote. Where a vote has 

been taken this will be recorded in the notes of the meeting. 

 

Conduct 

Members of the Working Group are required to adhere to standards in line with Sunningwell Parish 

Council’s Code of Conduct, which is published on the Parish Council website. These embody the Nolan 

Principles, which have statutory effect in s28(1) of the Localism Act 2011, and are: Selflessness; 

Integrity; Objectivity; Accountability; Openness; Honesty and Leadership.  

 

Conflicts of interest 

Group members should declare an interest where there is a potential financial or pecuniary benefit to 

themselves, or their company or organisation arising from the recommendations of the group. This 

should be done at the earliest opportunity. Having an interest does not bar an individual from 

contributing, but their interest must be clearly stated in the notes of the meeting. 

 

Leaving the Working Group 

Any member of the Working Group may leave at any time and with immediate effect by giving written 

notice to the Lead (or in the case of the Lead, to the Steering Group).  

On leaving, they will remain bound by the Data Protection and Confidentiality clauses. 

 

Changes to Terms of Reference 

Any changes to these Terms of Reference must be agreed by Sunningwell Parish Council. 
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Signed 

 

Name (print):  …………………………………….. 

 

Date:   ……………………………………… 

[Insert Topic] Working Group Member 


