
Clyffe Pypard Neighbourhood Plan Steering Group 
 

Terms of Reference 

 

 

 

1. Purpose and Objective 

 

1.1. The Clyffe Pypard Neighbourhood Plan Steering Group (the Steering Group) brings together 

representatives of the Clyffe Pypard Parish Council (the Parish Council) and Clyffe Pypard 

parish community stakeholders to manage the production of a Neighbourhood Plan (the Plan) 

for the parish on behalf of the Parish Council.  The Steering Group is a sub-committee of the 

Parish Council. 

 

1.2. The Plan should represent the aspirations of residents, following the steps set out in Wiltshire 

Council’s established process. 

 

1.3. The Steering Group will aim to ensure that the Plan is representative of the views of the Clyffe 

Pypard community, whilst complying with the Regulations of the English Town Planning 

system and being in conformity with the Development Plan prepared by Wiltshire Council. 

 

2. Terms of Reference 

  

2.1. These Terms of Reference have been developed so that the governance and decision-making 

of the Steering Group is transparent to local residents and other stakeholders.  

 

2.2. The Terms of Reference will be reviewed, and amended if necessary, by the Parish Council. 

 

3. Membership 

 

3.1. Steering Group members (Members) are appointed by the Parish Council and will include a 

mix of members of the Parish Council and volunteers from the community. Their appointment 

can be ended by the Parish Council. 

 

3.2. Members must agree to these terms of reference and shall agree to be bound by the Seven 

Principles of Public Life (“The Nolan Principles”). These are:  

 

• Selflessness - Members should take decisions solely in terms of the interest of Clyffe Pypard 

community. 

• Integrity - Members must avoid placing themselves under any obligation to people or 

organisations that might try inappropriately to influence them in their work. They should not 

act or take decisions in order to gain financial or other material benefits for themselves, their 

family, or their friends. They must declare and resolve any interests and relationships. 

• Objectivity - Members must act and take decisions impartially, fairly and on merit, using the 

best evidence and without discrimination or bias. 

• Accountability – Members are accountable for their decisions and actions to the community 

and must submit themselves to the scrutiny necessary to ensure this. 

• Openness - Members should act and take decisions in an open and transparent manner. 

Information should not be withheld unless there are clear and lawful reasons for so doing. 
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• Honesty - Members should be truthful. 

• Leadership - Members should exhibit these principles in their own behaviour. They should 

actively promote and robustly support the principles and be willing to challenge poor 

behaviour wherever it occurs. 

 

4. Duration  

 

4.1. The Steering Group will exist until either the Plan is made or the final form of the Plan is 

rejected at a referendum.  

 

5. Role of the Steering Group 

 

5.1. The Steering Group will oversee the process whereby the Plan is prepared, consulted upon, 

and taken through to referendum.  

 

5.2. The Steering Group will follow the Neighbourhood Plan Roadmap (2018) and other supporting 

processes as appropriate, as defined by Locality (the national membership network 

supporting local community organisations to be strong and successful whose web address is 

locality.org.uk)  

 

https://neighbourhoodplanning.org/wp-content/uploads/NP_Roadmap_online_full.pdf 

 

5.3. The Steering Group will keep the Parish Council informed of its progress. This should be carried 

out by the chairman, and produce written reports for the bimonthly council meetings.  

 

a) The Steering Group can make  decisions pertaining to the development of the 

Neighbourhood Plan,  subject to approval of the Parish Council as the Council feels 

appropriate  and that express approval of the Parish Council will be required for the final 

draft form of the Neighbourhood Plan before it is submitted for approval by Wiltshire 

Council ahead of the final referendum. 

5.4. All expenditure relating to the plan is the responsibility of the Parish Council ; The          

Steering group can make requests for expenditure and for grant applications to the council, it 

may be asked by the council to produce budgets of possible funding need. The decision on 

expenditure, and grant applications, appointment of consultants rests with the council.   

 

 

6. Meetings and conduct of business 

 

6.1. The Steering Group will: 

 

a) appoint a chair (the Chair) who will convene meetings and ensure that the development 

of the Plan is conducted within the guidelines required by Wiltshire Council.  The Chair 

will ensure that Wiltshire Council’s link officer is kept up to date on progress and seek 
advice from the link officer when necessary; 

 

b) conduct its business through meetings, convened by the Chair, that should be held at 

least every 2 months; 
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c) agree activities through email correspondence between meetings if required provided 

that any decision so taken must be agreed by all Members; 

 

d) circulate meeting papers and agendas in at least three days advance of meetings . 

 

e) agree meeting records and publish them on the Parish Website. 

 

6.2. Members should make every effort to attend meetings, but when they are unable to do so, 

they may submit representations or comments via e-mail to the other Members prior to the 

meeting. These can then be discussed by the Members present and decisions can be taken 

accordingly. 

 

6.3. Members, including the Chair (or the Member acting as the Chair’s designated nominee in the 

Chair’s absence), who make up at least two thirds of the total number of Members then 

appointed, must be present for a meeting to be quorate and to proceed with business to be 

conducted. For example, where nine Members are appointed, the quorum for a valid meeting 

will be six members including the Chair (or the Chair’s designated nominee in the Chair’s 
absence).  

 

6.4. Meetings may be held in person or by means of telephone, video or internet conference (or 

in any combination of these) provided that all Members attending can at all times hear, speak 

and otherwise participate in the meeting. 

 

6.5. The Members will seek to agree all matters by consensus. If this is not possible the matter 

should be referred back to the Parish Council  

 

7. Declarations of Interest 

 

7.1. All Members will to put the interest of the Parish community before their own interest. 

 

7.2. All Members must declare any pecuniary or personal interests that may be perceived as 

relevant to a decision of the Steering Group or in connection with the Neighbourhood Plan. 

 

7.3. The Steering Group will maintain a written record of each Member’s pecuniary or personal 

interests as they relate to the Neighbourhood Plan and its development. This record will be 

publicly available. Parish Council members already provide this information on the Wiltshire 

Council web site, for the volunteer members of the steering group this requirement is 

voluntary.   

 

7.4.  An “Interest” includes public issues that individual Members have championed in the past, 

work or social commitments to a group or issue; ownership of land or a business that is 

connected with the Neighbourhood Plan; or any other matters that may be considered 

relevant. 

 

7.5. If a Conflict of Interest arises (or there is no way to avoid a perception of a Conflict of Interest) 

then the relevant Member must absent themselves from the discussion and the decision in 

respect of which the Conflict of Interest has arisen, subject to the Parish Council’s standing 
orders. 
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7.6. A “Conflict of Interest” will arise where ‘a fair-minded and informed observer, having 

considered the facts, would consider that there was a real possibility that there was bias on 

behalf of the decision-maker’. 
 

8. Activities of the Steering Group 

 

8.1. The Steering Group will: 

 

a) set and maintain a measurable and timetabled project plan for the Neighbourhood Plan 

process;  

 

b) carry out consultation with the community at appropriate stages to ensure that the 

information gathered is representative of those living within or those using the area; 

 

c) collect and evaluate objective evidence for current and future housing needs.  

 

d) collect and evaluate other 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; 

 

e) analyse and interpret results from community engagement and public consultation 

activities; 

 

f) ensure that any planning-related documentation complies with Wiltshire Council’s 

statement of Community Involvement (as it relates to Neighbourhood planning) and is 

appropriate for adoption; 

 

g) respond to requests for information and guidance from the community within a 

reasonable timescale; 

 

h) during preparation of the plan, be aware of any development proposals that may come 

forward; 

 

i) develop a vision for future land use in the parish, based on the aspirations of residents, 

with a particular emphasis on objectively evidenced housing needs, and construct a 

draft neighbourhood plan on that basis; 

 

j) identify any land needs and possible sites for development if required; 

 

k) ensure that any emerging plan (and its development process) meets the neighbourhood 

planning process requirements of Wiltshire Council;  

 

l) report regularly to the Parish Council (which is the responsible body for this process);  

 

m) consider representations made by interested parties;  

 

n) recommend  consultants to help with developing the plan, if necessary for expertise or 

independence.  and 

 



CP Neighbourhood Plan Steering Group - Terms of Reference - Adopted – [insert date of adoption] 2020 – v2.0 

5 

 

o) Takes such other steps as are reasonably necessary to achieve the objectives set out in 

paragraph 1.  

 

8.2. The Steering Group may form sub-groups and/or working parties to consider and report back 

to the Steering Group on specific elements of the Neighbourhood Plan and its development. 

 

9. Freedom of Information and GDPR 

 

9.1. In accordance with the Freedom of Information Act (2000), as an extension of a Local 

Authority, the SG will make available to the public minutes of meetings, evidence gathered 

and draft documents, its organisational structure and information on budget, expenditure and 

allowances. 

 

9.2. Personal Data used by the Steering Group will be processed in accordance with the Parish 

Council’s Privacy Statement and Data Protection Policy. This is available at www.clyffepypard-

bushton.com/parish-council/ 

 

 

Date adopted: April 2018 

 

Date last revised: 8 October 2020 


