
GIRTON PARISH COUNCIL 
TERMS OF REFERENCE TEMPLATE (Accessible Version – 2026) 

 
HEADER INFORMATION 
Body Name: 
Type: Committee / Working Group / Liaison Group 
Agenda Item (when approved): 
Parent Body: Full Council / Finance Committee / HR Committee / etc. 
Date Created: 
Date First Approved: 
Dates Updated (if returning): 
Version Number: 

• v1 – [date] – Initial issue 
• v2 – [date] – [changes] 

Document Owner: Clerk / Governance & Delivery Officer 
Review Cycle: Annual 

 
1. Purpose 
A short paragraph describing: 

• why the body exists, 
• its primary objectives, 
• the intended outcomes for the community. 

(This matches your planning, finance and HR draft ToRs.) 
 
2. Scope (In-Scope / Out-of-Scope) 
In Scope: 
Describe what this body is responsible for. 
Out of Scope: 
Describe what this body does not handle, and where that work sits instead. 
(Reflects your “boundary clarity” from the Supplementary Intro.) 
 
 
3. Authority & Decision Rights 
This body may decide: 
(List delegated decisions — if any.) 
This body must recommend to Full Council / Committee: 
(List items requiring escalation: spending, policy changes, strategic decisions.) 
Basis of delegation: 
Standing Orders, Financial Regulations, Council resolutions. 
(Matches your Planning → Finance → HR ToRs approach.) 
 
4. Membership 
Voting members: 
(List councillors.) 
Non-voting advisors: 
Clerk/RFO, Governance & Delivery Officer, external specialists (if relevant). 
Community/partner participants (for WGs): 
(e.g., residents, clubs, schools, partner organisations) 



Chair: Must be a councillor. 
Vice-Chair: Optional. 
Quorum: Number required. 
 
5. Meetings & Administration 

• Meeting frequency (monthly/quarterly/as needed). 
• Notice periods: Agenda & papers published ≥ 3 clear days. 
• Minute-keeping: Clerk/GDO ensures SSOT storage. 
• Public access rules (Standing Orders). 

 
6. Objectives & Key Outputs (6–12 months) 
Provide 3–6 delivery-focused outputs for the next operating period. 
Examples (from your draft ToRs): 

• Planning dashboard 
• Green Spaces Action Plan 
• Funding plan 
• Community inventory 
• Facilities development plan 

(Ensures bodies do not become discussion groups.) 
 
7. Data, Evidence & Golden Thread 
This body must demonstrate alignment to: 

• GPC Strategic Plan 
• Girton’s Great Plan 
• Neighbourhood Plan principles 
• Relevant external frameworks (e.g., NGBs, county standards) 

All documents, evidence, data and outputs must be stored in the SSOT (SharePoint). 
(Matches the standard Golden Thread and SSOT requirement.) 
 
8. Risk & Compliance (Standard Paragraph — mandatory) 
This body must identify, assess and manage risks for all proposals and recommendations, using 
GPC’s standard categories: 

• Safety 
• Safeguarding 
• Financial 
• Delivery (time, cost, quality) 
• Legal/Compliance 
• Reputational 
• Environmental/Climate 
• IT & Data (Assertion 10) 

All risks must be scored Likelihood (1–5) × Impact (1–5) with residual ratings. 
High residual risks must be highlighted to Full Council. 
(This text is pulled directly from your draft ToRs.) 
 

  



9. Resources 
Detail support available: 

• Clerk/RFO 
• Governance & Delivery Officer 
• Budget (if any) 
• External advisors 
• Access to specialist bodies (e.g., ECB, County Highways, HIGS) 

(Matches your Finance, HR and Working Group drafts.) 
 
10. Interfaces & Dependencies 
List key interactions with other GPC bodies or partners. 
Examples from your drafts: 

• Planning ↔ Highways & Active Travel 
• Green Spaces WG ↔ HIGS/LNRG 
• Sport WG ↔ Facilities Forum / Finance 
• HR ↔ Finance 
• Girton Together ↔ Community groups 

(This ensures bodies work as part of a system, not in silos.) 
 
11. Reporting Requirements 

• Written updates to parent body or Full Council (monthly/quarterly). 
• Annual summary of performance/delivery. 
• Escalation rules for urgent issues. 

 
12. Review & Sunset Clause 
Annual Review: 
All ToRs reviewed annually or earlier if required. 
Sunset Clause for Working Groups: 
Working Groups automatically close once objectives are delivered unless renewed by Council. 
(Matches the Sunset/Review principle in your drafts.) 
 

 


