Wivelsfield Neighbourhood Plan 

 Terms of Reference 


WIVELSFIELD PARISH 
NEIGHBOURHOOD PLAN STEERING GROUP 
TERMS OF REFERENCE
Name

The name of the organisation shall be the Wivelsfield Parish Neighbourhood Plan Steering Group, hereafter referred to as the Steering Group. The Steering Group shall be dissolved when the Neighbourhood Plan has been approved by a community referendum and has become part of the statutory development plan for the area. 
Purpose

The purpose of the Steering Group shall be to work in partnership with Wivelsfield Parish Council and, with the assistance of Action in rural Sussex (AirS), to carry out the following tasks:-

1.
To develop and oversee a process that will result in the preparation of a draft Neighbourhood Plan for the whole of Wivelsfield Parish. 
2. 
Investigate and identify support for the Neighbourhood Plan and identify ways of involving the whole community to gather the views and opinions of residents, groups and organisations in the community. 

3. Keep the residents of the Parish informed of progress and consulted by means of newsletters, public meetings and any other appropriate means of communication.
4. 
Liaise with relevant authorities and organisations to make the plan as effective as possible.
5. 
Take responsibility for planning, budgeting and monitoring expenditure on the plan and report back to the Parish Council on these matters.
6. 
Determine the types of survey and information gathering to be used.
7. 
Identify priorities and timescale for actions in the plan including lead organisations and potential sources of project funding.
8. 
To report back to the Parish Council on progress, issues arising and outcomes from the exercise.
9.
To liaise with Lewes District Council regarding submission of the plan for independent examination.

10.
To liaise with Lewes District Council in undertaking a referendum for the plan.
11.
To liaise with Lewes District Council for plan to be adopted.  

Membership

• 
No less than 4 of the members will be members of Wivelsfield Parish Council.

· Whilst chair of a Focus Group that person shall also be a member of the Steering Group. 
• 
A person shall cease to be a member of the Steering Group having notified the Chairman or Clerk of his/her intention to resign. 

· Councillors and other members of the Steering Group will be required to declare any actual or potential conflicts of interest. 

Officers

The Steering group shall appoint from within its number a Chairman, Publicity Officer and Clerk. The Clerk shall be responsible for obtaining approval for expenditure to be incurred by the Steering Group from Wivelsfield Parish Council. 

Meetings

• 
The Steering Group shall meet on a regular basis and as necessary to ensure the preparation of the plan proceeds expeditiously.
• 
At least three clear days’ notice of meetings shall be given to members by written notice or email left at, or sent by post to the member's last known email or home address. All notices of Steering Group meetings must detail the matters to be discussed.

• 
Every matter shall be determined by a majority of votes of the Steering Group members present and voting. In the case of equality of votes, the chair of the meeting shall have a casting vote.

• 
The Steering Group quorum will be three members including at least one member of the Parish Council.

• 
Steering Group members should advise the Clerk - in advance - of any meeting(s) that they are unable to attend.

• 
The Clerk shall keep a record of meetings (a record of decisions made and actions taken or agreed). Normally these should be forwarded to the Chairman within three days for ratification and agreement before circulation to members of the Steering Group.
· Meetings of the Steering Group shall be open to the public to attend.
Confidentiality: 

• 
The first principle of the information received or generated by the Steering Group is that wherever possible all information should be publically available. Only in very exceptional circumstances, agreed by vote at a meeting, specific information may be retained as confidential.
• 
 Steering Group members will sign and agree to adhere to the Group’s policy on confidentiality and publicity. 

Focus Groups

• 
The Steering Group may appoint such Focus Groups, as it considers necessary to carry out the functions specified by the Steering Group. 

· Each Focus Group should have a nominated chair. If the chair is not already a member of the Steering Group, that person shall be co-opted onto the Steering Group and remain a member whilst chair of the Focus Group.
• 
Focus groups do not have the power to authorize expenditure on behalf of the Steering Group.

• 
Focus groups will be bound by the terms of reference set out for them by the Steering Group.
Finance

• 
The Clerk shall keep a clear record of expenditure supported by receipted invoices.

• 
Members of the community who are involved as volunteers with the Steering Group or with any of the Focus Groups may claim back expenditure that is necessarily incurred and approved in advance by the Steering Group during the process of producing the Parish Plan. 
• 
The Clerk will report back to the Steering Group and Wivelsfield Parish Council on planned and actual expenditure for the project.
Changes to the Terms of Reference (TOR)
• 
This TOR may be altered or additional clauses added with the simple majority of the Steering Group present.

· Any alteration that would involve the incurring of expenditure must also be approved by Wivelsfield Parish Council.

These Terms of Reference were approved by the Wivelsfield Parish Neighbourhood Plan Steering Group on 27th March 2014.

