
 
GREAT MASSINGHAM NEIGHBOURHOOD DEVELOPMENT PLAN 

STEERING GROUP TERMS AND CONDITIONS 
 
October 2021 
 
Following representation from the village, Great Massingham Parish Council agreed, in May 
2021, to proceed with a Neighbourhood Development Plan (NDP) and appointed a Pre-
steering Group charged with initiating the process, setting-up a full Steering Group and 
drafting these Terms of Reference which have been agreed by the Parish Council at its 
October 2021 meeting. Any subsequent changes to the Terms of Reference will require 
approval by the Parish Council.  
 
Purpose of the Steering Group  
The main purpose of the Steering Group is to oversee the preparation of the 
Neighbourhood Development Plan thereby defining future land use and spatial planning 
policies for the village. The Steering Group will operate informally and have no delegated 
powers from the Parish Council.  
 
Core activities of the Steering Group  
(i) Determine the overall scope and objectives of the NDP in consultation with the Parish 
Council and the wider parish community. This includes preparing a draft plan for general 
consideration. It will do so after taking account of relevant pre-existing plans and evidence 
such as the Village Design Statement (2003/2008) and the Great Massingham Conservation 
Area Draft Character Statement (1992). It will also consult with other parishes having NDP 
experience.  
 
(ii) Manage the process of preparing and writing the NDP guided by a project plan. Progress 
will be reported to the Parish Council monthly.  
 
(iii) Build and maintain links with the Borough Council of King’s Lynn and West Norfolk 
(BCKLWN) Planning Department.  
 
(iv) Keep under review the legislative requirements around neighbourhood planning to 
ensure the NDP meets requirements.  
 



(v) Manage the gathering of evidence necessary to inform issues within the scope of the 
NDP  
 
(vi) Produce meeting notes, reports and documents relating to the NDP and make these 
widely available through the local newsletter (The Mallard), on its own website and other 
village websites and by other means as appropriate.  
 
(vii) Seek professional guidance and apply for funding support where necessary.  
 
(viii) Identify funding requirements and potential sources of funding recognising that the 
Parish Council’s budget is prepared by the Clerk in December of each year and the precept is 
agreed by Council the following January each year. Any income or expenditure associated 
with the NDP will be reported to the Clerk/Responsible Financial Officer in writing.  
 
Membership  
a. Membership is drawn from village residents who are presumed to be listed on the 
BCKLWN electoral register and volunteered by, for example, responding to a printed leaflet 
distributed throughout the Village by the Pre-steering Group in June 2021.  
b. The Steering Group comprises a mix of parish councillors (3), the Clerk to the Parish 
Council, and village residents with some having relevant skills and planning experience.  
c. The Steering Group is assisted by a Support Group made-up of volunteers who offered 
non-strategic help.  
d. Membership of both groups is approved by the Parish Council and remains open to others 
to request membership.  
e. The Parish Clerk will be an ex-officio member of the NDP Steering Group but without 
voting rights and not included when determining if a quorum is present. 
 
Meetings  
a. Steering Group meetings will take place at least quarterly and where possible 10 days or 
more before the next Parish Council meeting.  
 
b. The Steering Group will elect a Chair, Vice-chair, Project Manager and, if needed, a 
Secretary and Treasurer. They will be responsible for the day-to-day administration of the 
NDP. They will meet separately as a group when required with proceedings subject to 
scrutiny by the full Steering Group. They will remain in those positions until the project is 
completed. If a position should become vacant, the Steering Group will elect a replacement.  
 
c. Steering Group members should declare an interest where recommendations could result 
in potential advantage or disadvantage, whether financial or otherwise, to them, their 
family or close associates.  
 
d. A nominated Minute-taker will keep a record of meetings and circulate the Minutes to 
Steering Group members and the Parish Council within 30 days of each meeting.  
 
e. Decisions and recommendations to the Parish Council made at meetings by the Steering 
Group should be by consensus. Where this is not possible, majority voting is appropriate 



with the Chair having the casting vote when required. A minimum of 4 members (including 
the Chair) should be present for an officially Minuted meeting to proceed. 
 
f. Steering Group meetings are open to non-group members to attend as observers. 
Observers do not have voting rights but may speak on the invitation of the Chair. 
 
Working Parties  
a. The Steering Group may establish working parties, made up of volunteers from the 
community to aid them in any NDP-related work.  
 
b. Each working party should have a lead person from the Steering Group.  
 
c. Members of the community will be encouraged to participate in the process at all stages.  
 
d. Parish Council insurance will cover the previously agreed activities of Working Parties and 
volunteers provided prior notification of the activity and members involved is emailed to 
the Clerk 5 working days prior to the activity. Steering Group officers, in liaison with the 
parish clerk, need to ensure that terms of the insurance are not breached  
 
Decision Making  
a. The Steering group is asked to submit a monthly progress report to the Parish Council. 
The Parish Council will consider approval of all expenditure, consultations and the 
submission of a Draft Neighbourhood Development Plan for consultation and independent 
examination following a written report from the Working Group.  
b. The plan-making process remains the responsibility of the Parish Council as the qualifying 
body. The NDP Steering Group will provide the Council with copies of notices, 
advertisements, display material etc., as soon as possible after preparation. Wherever 
possible it will be made clear that Parish Council has overall responsibility for the NDP.  
 
Conduct  
a. It is expected that all Steering Group members will abide by the principles and practice of 
the Parish Council Code of Conduct including declarations of interest.  
b. The Steering Group as a whole is accountable to the wider community for ensuring that 
the NDP reflects their collective expectations.  
c. The Working Group will achieve this through applying the following principles:  
I. Be clear and open when their individual roles or interests are in conflict;  
II. Treat everyone with dignity, courtesy and respect regardless of their age, gender, sexual  
orientation, ethnicity, or religion and beliefs; and  
III. Promote equality of access and opportunity  
 
Finance  
a. All grants and funding will be applied for and held by the Parish Council who will ring-
fence the funds for Neighbourhood Development Plan development work.  
b. All expenditure will be bound by the Parish Council Financial Regulations and Standing 
Orders.  
c. The Steering Group will notify the Parish Council, advising them of any planned 
expenditure before it is incurred and seek approval for the expense. However, for minor 



items of expenditure, up to the value of £300, approval may be given by the Clerk or Chair 
of the Parish Council without prior reference to the full council. 
d. All invoices will be made in the name of Great Massingham Parish Council.  
e. The Parish Council‚ or the Responsible Financial Officer will be responsible for making all 
payments.  
f. Steering/Support Group members may claim back any previously agreed spend on NDP 
related work on production of proof of expenditure.  
 
Data Protection  
In line with General Data Protection Regulations (GDPRs), the Steering Group will ensure 
that all on its list of contacts have given formal e-mailed agreement to being contacted 
about the NDP. The contact data is held and managed by the Chair or other named member 
of the Steering Group on password-protected software. Contact details of all professional 
consultants employed will also be kept secure and made available to the Parish Council and 
BCKLWN if required.  
 
Dissolving the Steering Group  
a. Once the NDP has been approved by the BCKLWN, the Parish Council should, in 
consultation with the Steering Group, decide whether to dissolve the Group or to retain its 
services to help with implementation and/or future revisions of the NDP.  
b. The Parish Council (in consultation with the Steering Group) will dispose of any remaining 
funds held in accordance with any conditions imposed by the grant funders and in the best 
interests of Great Massingham.  
 
Contact details  
Information about the NDP will be made available online including on the Parish Council 
web site https://greatmassinghamparishcouncil.org/ and the Great Massingham village 
website (https://www.greatmassingham.net/ ). Further information will also be available on 
request from the Chair of the Steering Group or the Clerk to the Parish Council 
(gmparishclerk@gmail.com )  
 
Underlying responsibility statement  
a. Great Massingham Parish Council is the qualifying body for the purposes of preparing the 
NDP and submitting it for approval (as defined by the Localism Act 2011).  
 
b. The Council has appointed a Steering Group to manage preparation of the NDP as in the 
objectives set-out above and within agreed budgets, up to the Regulation 14 pre-submission 
step.  
 
c. The Parish Council will approve the Steering Group’s final draft of the NDP prior to 
Regulation 14 submission to BCKLWN. 
 
d. The Parish Council will also be responsible for (i) formal re-assessments of content at 
least every 2 years to ensure continuing relevance especially in the light of any future 
revisions to the BCKLWN Local Plan and (ii) for continual monitoring and ensuring 
compliance with the NDP in planning decisions.  
 



Signed:  
 
  
 
Chair, Great Massingham Parish Council  
 
  
 
  
 
Signed:  
 
  
 
Proper Officer, Great Massingham Parish Council  
 
  
 
  
 
Signed:  
 
  
 
Chair, NDP Steering Group 
 

  
Dated: 21st October 2021 
 
  
 
Ratified Minutes Ref 4c Planning Matters - 11th October 2021.   
 
 
 


