GIRTON PARISH COUNCIL

GOVERNANCE KNOWLEDGE & DOCUMENT LIBRARY INDEX (SSOT) — TEMPLATE
(2026)

(Defines the Single Source of Truth for all GPC governance content.)

Purpose

To provide a clean, predictable, transparent information architecture so councillors, staff, partners
and auditors always know where to find the current version of a document.

This supports your digitisation process and Governance Register development.

(Referenced as a missing artefact in your governance process documents.)

Top-Level Structure (SharePoint)
0. Governance Framework

- Governance Policy

- Gateway Process (G1-G5)

- RASCI Matrix

- Teamship Charter

- Co-Creation Charter

- Communications Policy

1. Council Policies
-HR
- Finance
- Data & IT (Assertion 10)
- Health & Safety
- Procurement
- Members’ Code & Officer Protocols

2. Templates (Master versions)
- Business Case Template
- Risk Assessment Template
- Terms of Reference Template
- Light-Touch Project Brief
- Change Control Form
- Benefits Realisation Log
- Agenda Acceptance Guidance

3. Committees & Working Groups
- Planning
- Finance & Resources
-HR
- Girton Together
- Sport & Recreation
- Green Spaces (HIGS)
- Highways & Active Travel



4. Projects (each project has its own folder)
- G1 Initiation
- G2 Planning
- G3 Development
- G4 Delivery
- G5 Close-out
- Benefits Log
- Change Control

5. Partners & External Bodies
- HIGS
- Local Nature Recovery Group
- County Highways
- Cambs Cricket
- ACRE

6. Archive (Read-Only)
- Completed projects
- Superseded policies
- Closed Working Groups

Indexing Rules
e Alldocuments must be named using GPC_YYYYMMDD _Title_Version.
e Final versions must be approved and marked “Published”.
e Drafts must never leave the SSOT draft area.
e Allgovernance artefacts link to the Governance Register webpage, not the file explorer.

Accessibility & Searchability
e AllfinalWord/PDF documents must be accessible (per Accessibility Regulations).
e Eachfolderrequires a 1-page INDEX file listing its contents.
e \Version history must be enabled on all document libraries.



