
GIRTON PARISH COUNCIL 
BUSINESS CASE — Motion 202.1 (Accessible Version – 2026) 

 
Header Information 
Agenda Item: 202.1 — Core Governance Templates & Digitisation  
Committee / Forum: Full Council 
Date Created: 4 February 2026 
Date First Brought to Council: 11 February 2026 
Subsequent Dates Returned / Updated: TBC (post-adoption for G3 publication) 
Lead Officer: Clerk/RFO 
Sponsor (Chair / Portfolio Lead): Chair of Finance & Resource Management 
Gateway Stage (G1–G5): G2 – Approval to Plan (approve templates + digitisation)  
Decision Sought: Approve the set of core governance templates (Business Case, Risk Assessment, 
Terms of Reference, Light-Touch Project Brief, Change Control, Benefits Realisation Log) and authorise 
digitised workflows (MS Forms → Word/PDF → SharePoint SSOT) for consistent filing and publication.  
 
1. Executive Summary (≤150 words) 
Girton Parish Council is entering a new phase of structured governance and programme delivery. To 
manage an expanding portfolio of decisions and projects safely and predictably, Council requires a 
standardised set of templates (Business Case, Risk Assessment, Terms of Reference, Light-Touch 
Project Brief, Change Control and Benefits Realisation Log) and ideally a digitised workflow (MS Forms 
→ Word/PDF → SharePoint SSOT). Approving these templates unlocks the wider governance system: the 
Portfolio Register, RASCI Matrix, and Knowledge Library Index, all of which rely on consistent inputs 
from standard templates. These artefacts together form the Council’s new operating system, enabling 
clear decision-making, accountability, risk management, transparency, and audit-ready 
record-keeping. This Business Case requests approval to adopt the templates and authorise their 
digitisation so the wider governance framework can function effectively. 
 
2. Problem / Need 

• Inconsistent formats and missing information lead to longer meetings, rework, and risk of poor 
decisions. 

• Rising programme complexity (assets, Rec safety, partnerships, procurement) requires 
structured, comparable papers. 

• Manual formatting consumes Clerk time; agendas become unwieldy without a standard. 
• Audit and FOI effort rises when papers are inconsistent and not filed to a Single Source of Truth 

(SSOT).  
3. Strategic Alignment (Golden Thread) 
Need: A unified governance mechanism that is accessible, auditable and quick to use. 
Options: Do nothing; paper/Word templates only; or templates + digitisation. 
Benefits: Predictability, transparency, accessibility (screen-reader-friendly), reduced Clerk workload, 
audit readiness, risk maturity, and SSOT integrity. 
Delivery: MS Forms workflows → Word/PDF outputs → SharePoint SSOT, maintained by Clerk/RFO and 
(once appointed) the Governance & Delivery Officer.  
 
  



4. Options Considered 
Option 0 – Do Nothing 
Benefits: No immediate effort. 
Costs/Risks: Inconsistent quality, rework, agenda bloat, audit/FOI burden, reduced transparency, 
higher organisational risk. 
Rationale: Not viable at current complexity.  
Option 1 – Paper/Word Templates Only 
Benefits: Some consistency; minor effort. 
Costs/Risks: Ongoing manual errors; no automation; version drift; limited accessibility control; heavier 
Clerk QA. 
Rationale: An incomplete fix.  
Option 2 – Preferred: Templates + Digitisation (MS Forms → Word/PDF → SSOT) 
Benefits: High consistency and accessibility; structured data for dashboards; easy reuse; reduced QA; 
clean audit trail. 
Costs/Risks: Initial setup time; light training. 
Rationale: Best alignment to M365 direction; scalable and professional governance.  
 
5. Evidence Base 

• MOTION 1 draft describes the growing decision complexity and the need for standard templates 
feeding SSOT.  

• Agenda 202.1 wording confirms the template list and MS Forms + Word/PDF + SharePoint 
pipeline.  

• Minutes/operational experience (2025–26) show repetitive re-formatting and uneven 
risk/finance content in papers (as summarised in Motion 1).  

 
6. Financial Case (summary) 

• Licensing: £0 (within existing M365 subscription). 
• Setup: Officer time (Clerk + GDO once appointed). 
• Operational Savings: Less rework; faster agenda QA; consistent accessibility; smoother audits; 

reduced FOI burden; better procurement consistency.  
 
7. Delivery & Governance 

• Accountable: Clerk/RFO 
• Responsible: Clerk/RFO & Governance & Delivery Officer (once appointed) 
• Consulted: Committee Chairs 
• Informed: Full Council 
• Timeline/Milestones:  

o Immediate (G2): Approve templates + digitisation (this case). 
o Within 4–6 weeks (G3): Publish Forms + Word outputs and filing rules in Governance 

Register. 
o Quarterly (G4 steady-state): Usage compliance check; minor template refinements; 

training drop-ins. 
o Annual (G5): Review and revise templates. 

• Tracking: Governance Register (Templates section); SharePoint SSOT libraries with naming 
conventions.  

  



8. Risk Summary 
Key risks & mitigations (narrative): 

• Adoption resistance → Light training; “Why” briefing; Chair/Clerk agenda-acceptance rule. 
• Version drift → Mandatory SSOT filing; publish “final” outputs only from SharePoint. 
• Digitisation delays → Phased rollout; Clerk/GDO own configuration; start with the five core 

templates. 
• Accessibility variance → Use standard Word output from Forms; avoid layout tables; keep 

Glossaries; assert Assertion-10 consciousness in author guidance. 
Residual position: Low once implemented. 

Note: Any High residual digital/data risks arising during rollout must be copied to the Corporate Risk 
Register within 5 working days under the Council’s risk rule and Assertion-10 discipline embedded in 
202.2.  
 
9. Recommendation 
Approve the six core templates (Business Case, Corporate Risk Assessment, Terms of Reference, 
Light-Touch Project Brief, Change Control, Benefits Realisation Log) and authorise their digitisation 
and automated filing (MS Forms → Word/PDF → SharePoint SSOT), with Clerk/RFO and GDO 
responsible for setup, training and maintenance.  
 
Delegation (minor non-material changes): Council delegates to the Clerk authority to make minor, 
non-material changes to this pack prior to publication—e.g., formatting and accessibility fixes, 
acronym and naming-convention consistency, SSOT/KLI links, typo corrections, and clarifications that 
do not change the scope, outcomes, delivery approach, supplier selection, risk rating, or 
approved budget line/value. Any change that would materially alter these items must return to 
Council (or use a Change Control Form (CCF) if already approved). 
 
 
 


