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Purpose of this master pack

To hold all static reference material used across GPC governance templates so that individual
documents remain lightweight and always reference one authoritative source. This improves
consistency, reduces maintenance overhead and eliminates version drift. (All templates will now
reference “Appendix F — Supporting Appendices (see Master Pack)”.)

A. Glossary (Master)
Plain-English definitions consolidated from your templates. Use these terms consistently across all
papers.
e AGAR — Annual Governance & Accountability Return: the yearly national audit for parish
councils.

o Assertion 10 — Digital/data compliance duty (2025/26), requiring council-owned email
domain, accessible website (WCAG 2.2 AA), publication duties, GDPR/DPA compliance, and
an [T Policy.

e Gateway (G1-G5) — GPC'’s structured decision stages used to review/approve/monitor
projects safely. (Examples: G2 Approval to Plan » G3 Delivery Start > G4 Review.)

e Governance Register — The public page on GPC’s website containing approved policies,
templates, ToRs, risk categories and reporting.

¢ Great Plan (Girton’s Great Plan) — Girton’s long-term community plan, shaped by a 12-month
engagement year before capital decisions.

e HIGS /LNRP — Histon & Impington Green Spaces; Local Nature Recovery Partnership; key
partners for nature-positive work.

¢ Quick-Win — A small, low-cost improvement delivered quickly and logged on the Portfolio
Register.

e SSOT (Single Source of Truth) — SharePoint libraries where GPC’s authoritative documents
and version history are stored.

o ToR (Terms of Reference) — Short document defining purpose, scope, delegation and
reporting for committees/working groups.

Note: Committees/Working Groups must keep the Risk & Compliance paragraph verbatim in their
ToRs; template section numbers are standardised to 1-12 across bodies.

B. Corporate Risk Categories (Standard)
Apply these categories to all Business Cases, Risk Assessments and ToRs.
o Safety
o Safeguarding
e Financial
e Delivery (time, cost, quality)
e Legal/Compliance
¢ Reputational



¢ Environmental/Climate
e |IT & Data (Assertion 10)
This list and phrasing align with your ToR Template’s mandatory “Risk & Compliance” section.

C. Corporate Risk Scoring & Matrix (Standard)

Use this method whenever risks are identified.

Scoring method: Likelihood (L 1-5) x Consequence (C 1-5) = Risk (R 1-25)
Bands: 1-4 = Low; 5-9 = Medium; 10-15 = High; 16-25 = Very High. [

Score Band Typical Action

1-4 Low Manage within team; log in SSOT; review as part of routine updates.

5-9 Medium Add mitigations; set target date/owner; track in monthly updates.

10-15 High Escalate to Committee/Full Council as needed; add to Corporate Risk Register.

16-25 V.High Immediate senior attention; consider stop/go; record and monitor weekly.

Your Risk Assessment Template specifies the LxC method and banding, and your governance
motions require High residual risks to be recorded on the Corporate Risk Register within five
working days. Keep this rule consistent across all artefacts.

D. Gateway Stages (G1-G5) — Definitions & Use
These are the standard stages referenced across Business Cases and the Portfolio.
e G1-Idea/ Brief: Initial concept, problem/need, early options.

e G2-Approval to Plan: Council agrees a preferred path “in principle” and allows planning/due
diligence to proceed (e.g., off-site BNG procurement route).

e G3-Delivery Start: Resources committed; procurement/works commence.
e G4 -Review / Checkpoint: Formal review of progress, risks, benefits, costs.
e G5-Close/ Realise Benefits: Closeout, lessons learned, benefits statement.
Your Business Case template explicitly embeds “Gateway path” and tracking requirements.

E. Assertion 10 (Digital & Data Compliance) — Concise Guide
All public artefacts must support compliance with AGAR Assertion 10:
e Council-owned email domain and governance over accounts
e Accessible website with WCAG 2.2 AA content and an Accessibility Statement
e Statutory publication & transparency duties
e GDPR/DPA 2018 compliance; IT Policy in force
e Promptlogging and escalation of digital/data risks (as per the Risk Framework)

These points are stated across your templates and agenda text (notably Motion 202.11 for website
and 202.2 for risk policy integration).

F. Publication, Accessibility & Versioning Rules

e Publish all approved artefacts to the Governance Register; ensure proper file names, version
numbers, and dates.

e Accessibility: Use plain English and accessible formatting (WCAG 2.2 AA): headings, alt text,
sufficient contrast, meaningful link text.


https://girtonparish-my.sharepoint.com/personal/clerk_girton-pc_gov_uk/_layouts/15/Doc.aspx?sourcedoc=%7BF97DCFCB-ED79-47B8-87E4-C5E8B87DA63B%7D&file=GPC%20Template%203%20-%20Full%20Council%2011_02_2026%20-%20Agenda%20Item%20202.1%20-%20GPC%20ToR%20Template.docx&action=default&mobileredirect=true

e Version control: Use v1.0 at approval; increment minor versions for clarifications, major
versions for substantive changes; retain change history.

e SSOT filing: All working and final files must be saved in SharePoint with version history
retained.

G. Evidence & Data Standards (for Business Cases & Reports)
o Reference minutes, inspections, surveys, RA logs, FOI trends, resident feedback where
relevant.
e Fortechnical works at the Rec/Pavilion, ensure SuDS survey findings are embedded to inform
drainage, siting and materials (paths, play,
e Forsports-related items, cite Labosport ball-strike evidence and forum outputs where relevant
to safety and scheduling. (As used across your active papers.)

H. Consultation & Engagement (12-Month Programme) — Minimums
¢ Usethe approved Engagement Plan cadence (stalls, pop-ups, walkabouts, surveys, “What
Girton Said”).
e Publish short “What we considered / Why we decided” explanations with decisions.
e Apply the Teamship & Co-Creation behaviours in all sessions/materials.
e Store engagement artefacts and summaries in SSOT and link from the Governance Register.

I. Template Library — How to Reference This Master Pack
Every template should remove its embedded Glossary and static Risk Matrix and replace them with a
single reference section:
Appendix F— Supporting Appendices (Master Pack)
This document uses Girton Parish Council’s standard governance definitions,
risk categories and risk scoring/matrix, accessibility/publication rules,
Gateway definitions and engagement standards.
See: Master Supporting Appendices Pack v1.0 (Governance Register, SSOT link).
e Business Case Template: Replace “Appendix F — Glossary” with the text above.
« ToR Template: Replace its embedded Glossary with the same text above.
¢ Risk Assessment Template: Replace any embedded matrix explainer with “see Master Pack”
and keep only the Risk Register Table (the working table) in the live RA.
J. Filing & Referencing Conventions (SSOT)
e Naming: [Body] - [Doc Type] - [Subject] - vX.Y - [YYYY-MM-DD]
Example: F&R Cttee — Business Case — BNG Units (Rec Compound) -v1.0-2026-02-11
e Where: SSOT > Governance Register library with matching website link.

e Cross-Links: From each published artefact, link back to this Master Pack for definitions and
risk standards.



K. Frequently Used Standard Paragraphs (copy/paste)

Risk & Compliance (for ToRs):

“This body must identify, assess and manage risks across Safety, Safeguarding, Financial, Delivery,
Legal/Compliance, Reputational, Environmental/Climate, and IT & Data (Assertion 10). Risks are
scored L1-5 x C1-5; High residual risks are escalated to Full Council and recorded on the Corporate
Risk Register.”

L. Change Log

e Vv1.0(06 Feb 2026): Initial issue — consolidated Glossary; Risk Categories & Scoring; Gateway
definitions; Assertion 10 and Publication rules; Evidence & Engagement standards; Template
Library instructions; Filing conventions. (Implements Council’s move to a single master
reference and removes duplicate appendices from templates.)



