Hilmarton Neighbourhood Plan Steering Group

Terms of Reference
Purpose
The main purpose of the Steering Group is to oversee the preparation of a Neighbourhood Plan in order that it will progress to Independent Examination and a successful community referendum and ultimately be made part of the statutory development plan and become planning policy.

 

The Steering Group will engage the local community to ensure that the Plan is truly representative of the ambitions of the area.  The Group will maximise support for the approach taken in the Neighbourhood Plan by ensuring high levels of community engagement throughout the plan-making process.

 
Principles
The Steering Group will undertake the process in a democratic, transparent and fair fashion, encouraging widespread participation and giving equal consideration to opinions and ideas from all members of the community

All decisions made shall be fully evidenced and supported through consultation with the local community. 
The Steering Group will be governed by an agreement to: 

· Update/develop and agree the community’s shared vision for the area’s future to deliver the sustainable development it needs.
· to set planning policies through the neighbourhood plan to determine decisions on planning applications 
· Collect and evaluate (either directly or with the aid of consultants), accurate information which will identify the priorities for future proposals and plans for the area, with specific focus on:
· identifying any local policy to compliment that provided by the Wiltshire Core Strategy
· examining sites and considering allocations for development to meet local  needs in the area for the plan period up to 2035.  

· During preparation of the plan, inform decisions that are made on development proposals that may come forward back to the Parish Council.

Steering Group Membership - Organisations and representatives
The Steering Group will consist of up to 12 members – Ideally, and every effort will be made for it to include 3 Parish Council members, constituted as a Committee of the Parish Council, plus up to 9 residents of the Parish which should try to include representatives from each of the different hamlets/villages and persons representing young and elderly people’s interests, and the rural community.  A Wiltshire Council Officer will also be part of the Steering Group in an advisory capacity.
 
Membership of Individual Organisations

Members of the Steering Group should have the authority of the organisation they represent to represent the interests of that organisation. If a Steering Group Member is a member of more than one organisation they should declare their wider interest and limit their representation on the Steering Group to the organisation they have been nominated to represent. 


Chairman and other Offices
The Steering Group will appoint/elect a Chairman, Deputy Chairman and Minutes Secretary from the Steering Group members at their first meeting.   The Chairman will be one of the Parish Councillors selected for the Neighbourhood Steering Group Committee. 


If the Chairman should be absent from a meeting the Deputy Chairman will automatically be Chairman for that meeting, if both are absent then a Chairman will be elected from those in attendance.
The Chairman or in his absence the Deputy will be responsible for dealing with any media enquiries and for keeping the parish council up to date with progress of the steering groups work.

Current scope of work

Future phases of work will need to be identified as the project develops. Initial phases are outlined below: 

Scoping Phase

· Formalisation of the Neighbourhood Steering Group

· Initial research

· Defining the project scope

· Preparation of up to date vision

· Identify issues and opportunities

· Identify possible development sites which may need to be subject to more detailed analysis

· Finalisation of a detailed project plan 

Delivery 

· The Steering Group following the completion of the scoping phase and agreement of the detailed project plan will determine future work.
· All Steering Group members are required to familiarise themselves with the Wiltshire Council's neighbourhood planning guide 2013 and should ensure that their recommendations with regards to this piece of work are compliant with that brief.
Mandate

The decisions made by the Steering Group will undoubtedly require compromise and consensus building; consequently members should ensure they are:

1. Able and willing to make decisions and recommendations on behalf of their body/organisation 
The Parish Council as the Qulaifying Body will approve the final submission of the Neighbourhood Plan and will the be the body that approves any expenses associated with producing the Neighbourhood Plan. 

2. Committed to helping to guide the preparation of the Neighbourhood Development Plan towards the identification and delivery of a shared vision 

3. Willing to work with the Steering Group, accommodating views that are different from their own, seeking consensus and accepting compromise to reach agreement on the issues before the Steering Group.

4. Open minded and able to consider the whole picture, not seeking simply to promote sectional interests

5. Supportive and committed to the process and its implementation

In the interests of openness and transparency, agenda, notes and actions from all meetings to be made available on the Hilmarton Parish Council website hilmartonparish.co.uk   There will be no closed meetings

Working Groups
Where appropriate the Steering Group may wish to establish sub-working groups to drive discrete projects, they would then be responsible to report back to each Steering Group meeting.  Working groups can only be established with agreement of the Steering Group and approved by the Qualifying Body if there is any possibility of a financial impact. 
The Steering group will set terms of reference for each Working Group and each will be led by a Steering Group member.  Working Groups may include additional members of the community outside of the Steering Group in order to provide additional input and specialist expertise.  Independent members of the Working Groups will have no voting rights on the Steering Group Committee
Responsibilities of Steering Group members:

· Ensure members attend all meetings or delegate a replacement in the event that they are unavailable
· Set a measurable and timetabled project plan for the Neighbourhood Plan process
· Determine the responsible role for responding to requests for information or guidance within agreed timescales from (a) Steering Group members and (b) members of the public/press.
· Consider progress reports and work undertaken and agree appropriate course of action
· Agree community engagement and public consultation at appropriate stages to ensure that the information gathered is representative of those living within the area
· Undertake analysis, interpretation and reporting of the results from community engagement and public consultation activities and ensuring that they inform decision-making (either directly, or with the aid of consultants) 
· Ensure that any planning related documentation complies with Wiltshire Councils SCI and is appropriate for adoption
· Ensure consultation with and co-operation from key stakeholders to ensure the deliverability of project and strategy proposals.
· Promote the appropriate development of the area in accordance with the updated vision and completed plan
· The Steering Group can co-opt additional members to discuss particular issues where necessary or join the Group if required.
· Agree additional Steering Group membership if required.

· After following the procedures listed above, it will be the responsibility of the steering group to produce the draft neighbourhood plan for the Qualifying Body (to approve)


Substitutes

It is anticipated that some members will not be able to attend every meeting.  A representative may be sent in their place providing they are fully aware of the outcomes of previous meetings and in a position to actively participate.

Where no suitable substitute is possible then representations or comments will be accepted via e-mail.  This should be submitted to the Steering Group no less than 3 days prior to the date of the meeting.
Commitments from Wiltshire Council Officers
Wiltshire Council Officers will be performing an advisory role and should seek to ensure that all recommendations or outcomes of this process are in compliance with current policies and/or strategies, and are used to inform the future development of policies, strategies and in their implementation.  An Officer from Spatial Planning (Directorate for Economy and Enterprise) will act as advisor and single point of contact for the authority.  Responsibilities include:

· Responding to requests for information within agreed timescales

· Proactively suggesting options and opportunities to overcome barriers to delivery

· Bring in expertise as required from across the Council and other bodies/organisations to enable delivery
Steering Group Meetings
The Steering Group will meet at key stages in the development of the Neighbourhood Development Plan.  Dates will be identified 12 months in advance from the first Neighbourhood Steering Group meeting.  Meeting venues to be agreed by the Steering Group.
The Steering Group members will receive an agenda from Hilmarton Parish Council for meetings at least 5 days prior to the meeting, which will be published on Hilmarton Parish Council website within the same timescale.  The Chairman of the Steering Group will be responsible for ensuring content of the Agenda is available to suit that timescale.

Any documents, which are to be considered prior to a meeting, should be received at least 5 working days prior to a meeting via email from Hilmarton Parish Council.  Individual Members of the Steering Group will be responsible for ensuring documents they are have been tasked to produce are available to suit that timescale.

Minutes of all meetings will be recorded and kept on file for reference, draft minutes of meetings will be circulated following each meeting and published on the Hilmarton Parish Council website by Hilmarton Parish Council, after clearance by the Chairman of the Steering Group. 

Members of the public/press may attend and observe meetings although they may not contribute to the meetings.  
Members of the public/press may raise questions of the Steering Group in writing or by e-mail to their Parish Council Clerk, questions will be answered by the representatives of the Parish Council serving as Members of the Steering Group.   
Decision Making

All members of the Steering Group with the exception of Wiltshire Council advisor(s) have an equal vote in decision-making, however it is likely that some decisions will be in the form of recommendation to the Parish Council or Wiltshire Council for consideration.
Unless a complete consensus is reached on any matter, the extent of diverse opinions will be informed and recorded by voting.  Should no majority be found for determining any matter then the matter should be considered further to discover the extent of diverse opinions.  Major disagreements, should they occur, will indicate matters to be the subject of wider consultation.

Conflicts of Interest

Steering 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 Neighbourhood Plan process.  These declarations should be made in writing and held by the Parish Clerk.

     Review of the Group
     The Steering group will be disbanded upon completion of the project at a time to be agreed by the group [or   
      the parish council] 
