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Clerk’s Guidance Report 

 
Barnham Broom Parish Council                                                                                                               Date: 19/09/25 

 
Subject: Neighbourhood Plan Working Group set up & relationship with the Parish Council 

 
Background (& Timeline) 
 
8 May 25 (Annual Meeting) 
 

Agenda item  

 14. To discuss the creation of a Neighbourhood Plan Community Group 
Minutes 

 A Councillor would liaise with a number of local residents who volunteered to join this group 
and would act as the Council's representative on the group (25/036) 

 
June 25  
 

K Walker joined as Clerk (Locum)  
 
Ahead of the next Ordinary meeting (3 July) it was suggested Richard Squires from SNC be invited to 
attend & give a presentation on Neighbourhood Planning. The Clerk asked if it would warrant its own 
meeting, to which Council agreed. The Clerk advised all Councillors details would be confirmed at the 3 
July meeting as more needed to be considered when creating any working group. A Councillor then 
liaised directly with Richard Squires & set up a meeting to happen prior to the 3 July meeting, without 
any consultation with the Clerk. 
 
3 July 2025 (Ordinary meeting) 
 

Agenda item/s  

 9.1. Neighbourhood Plan 
9.1.1. To receive update on creation of group  
9.1.2. To consider Parish Council support & determine involvement or role  
9.1.3. To discuss options for financing 

 10. Councillor roles or tasks & scope  
To consider assigning members to & defining the scope of their involvement for:- 
10.1. Neighbourhood Plan Group 

Minutes 

 An update on the creation of a Neighbourhood Plan Group was received (25/071) 

 It was resolved to support a Neighbourhood Plan & confirmed responsibility must lie with the 
Parish Council (25/072) 

 It was resolved to apply for a £6000 District Council grant (using the parish boundary map 
given to the Clerk) as soon as possible & look into other options for financing, possibly by 
increasing the precept (providing there is sufficient support), when drafting the 2026-27 
budget (25/073) 

 Neighbourhood Plan Group – Cllrs Cowen & Tucker will represent the Council & their view but 
will report back to full Council to make any necessary decisions (25/078) 

 
10 July 25 (e-mail) 
 

The Clerk received an e-mail advising that a local group of parishioners had started a Neighbourhood 
Plan Working Group, along with a request to add their minutes & newsletters to the Parish Council 
website. Their first meeting minutes (https://barnhambroompc.wixsite.com/home/neighbourhood-
plan) suggest the group was created on 26 June, at the above mentioned meeting arranged by a 
Councillor. Their first newsletter specifically states it is being 'community not Parish Council led'. At 
this point the Clerk highlighted to all Councillors that the group appeared to see things differently than  
what was agreed at the 3 July PC meeting.  No responses were received. 

https://barnhambroompc.wixsite.com/home/neighbourhood-plan
https://barnhambroompc.wixsite.com/home/neighbourhood-plan
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22, 27 & 28 August 25 (calls & e-mails) 
 

The Clerk spoke to Lolo Jones at SNC & subsequently sought advice from Richard Squires who 
confirmed where a Parish Council exists it must be Parish Council led, as detailed in legislation. The 
Clerk shared this with all Councillors & added it to the most recent Ordinary meeting agenda (4 Sept).  
 
27 August 25 (e-mail) 
 

The Clerk received an e-mail from the Neighbourhood Plan Working Group instructing the Parish 
Council 'to note' their governance documents.  
 
4 September 2025 (Ordinary meeting) 
 

Agenda item/s 

 11. Neighbourhood Plan  

 11.1. Receive update from Representative/s  

 11.2. Clarify responsibilities in line with SNC guidance & consider any next steps  

 11.3. Review governance documents  

 11.4. Consider submitting boundaries for Neighbourhood Plan to SNC for designation  

 11.5. Receive funding application update 

 12. Councillor roles or tasks & scope  
12.1. Neighbourhood Plan Group 

Minutes (currently draft):  

 Update from Representative/s – An update compiled by the Chair of the Neighbourhood Plan 
Working Group was read out by Cllr Tucker (25/118) 

 Clarification of responsibilities in line with SNC guidance & consideration of any next steps – 
deferred to EGM (25/119) 

 Review of governance documents – deferred to EGM (25/120) 

 Submission of boundaries for Neighbourhood Plan to SNC for designation – deferred to EGM 
(25/121) 

 Funding application update – The Clerk confirmed the form had been forwarded to Cllr Tucker, 
who had in turn forwarded it to the Neighbourhood Plan Working Group. To date the Clerk 
has not yet received anything back & is unable to submit the application without certain 
information that only the Neighbourhood Plan Working Group are able to provide. Once 
received, the Clerk will submit (25/122) 

 Councillor roles or tasks & scope  
Neighbourhood Plan Group – deferred to EGM (25/123) 
 

10 & 15 September 25 (e-mails) 
 

A Councillor shared an extract of an e-mailed response to the outcome of the 4 Sept meeting, from 
the Chair of the NP Working Group (who was not present at the meeting but must have been provided 
with a secondhand account). The Clerk then advised all Councillors they would be seeking guidance 
from organisations the Council subscribe to & would let everyone know the outcome in due course. 
 
Guidance 
 
Guidance has been sought from:- 
 

1) Richard Squires - Senior Community Planning Officer, South Norfolk Council 
 

2) Richard Bishop – Partner, Norfolk Parish Training & Support (https://norfolkpts.org/) 
 

3) Adrian Myers – County Officer, Norfolk ALC (https://www.norfolkalc.gov.uk/) 
 

The information provided by them is attached (in redacted form), at the end of this report & numbered 
as listed above. 
 

https://norfolkpts.org/
https://www.norfolkalc.gov.uk/
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Findings 
 
Where a Parish Council exists in an area for which a Neighbourhood Plan is being undertaken, the 
Parish Council is the lead body for the Neighbourhood Plan. 
 
It is for the Parish Council to delegate authority to a Working or Steering Group & determine the 
Terms of Reference in which it operates. 
 
The only decisions taken to date around a Neighbourhood Plan or Working/Steering Group that have 
any standing, are those taken at Parish Council meetings & detailed in approved Parish Council 
minutes. 
 
As it currently stands, The Neighbourhood Plan Working Group have no power to act. 
 
If the delegation, governance, finance & accountability do not come from the Parish Council, the 
Neighbourhood Plan is likely to fail. 
 
Conclusion 
 
The Clerk is employed in a professional capacity to advise & guide the Council. It is therefore in my 
professional opinion that Barnham Broom Parish Council should now take note of the guidance 
provided by the support organisations it subscribes to.  
 
I would then recommend following the required steps to ensure the foundations of a Neighbourhood 
Plan Working/Steering Group set up & relationship with the Parish Council, are procedurally correctly 
established. 
I appreciate this may delay matters & undoubtedly cause some inconvenience. However, it is clearly 
necessary in order for a Neighbourhood Plan to succeed. 
 
It is worth mentioning, this will inevitably place further demands on a Clerk’s time & require additional 
meetings, neither of which have been included in the 2025/26 budget. Also, staffing arrangements 
may need to be considered, as it would be unfair to automatically assume any employee currently in 
post, is able or willing to take on any more hours than they are contractually obliged to. 
 
 

K Walker  

 
K Walker                                                                                                                                          
Clerk (Locum) - CiLCA, FILCA, PIALC qualified 
                                                                                                                     



Dear Kate, 
  
Further to Iolo’s correspondence, I can confirm that, where a parish council exists in an area for which 

a neighbourhood plan is being undertaken, the parish council is the lead body for the neighbourhood 

plan. 
  
I’ve copied the following from the Government’s neighbourhood planning guidance, below: 
  
  
‘What is the role of a parish or town council in neighbourhood planning? 
  
In a designated neighbourhood area which contains all or part of the administrative area of a 
town or parish council, the town or parish council is responsible for neighbourhood planning. 
Where a parish or town council chooses to produce a neighbourhood plan or Order it should 
work with other members of the community who are interested in, or affected by, the 
neighbourhood planning proposals to allow them to play an active role in preparing a 
neighbourhood plan or Order. 
  
The relationship between any group and the formal functions of the town or parish council 
should be transparent to the wider public. A parish or town council may choose to establish 
an advisory committee or sub-committee under section 102(4) of the Local Government Act 
1972 and appoint local people (who need not be parish councillors) to those bodies. 
Members of such committees or sub-committees would have voting rights under 
section 13(3), (4)(e) or (4)(h) of the Local Government and Housing Act 1989. The terms of 
reference for a steering group or other body should be published and the minutes of 
meetings made available to the public. 
  
Paragraph: 015 Reference ID: 41-015-20160211’ 
  
  
I hope this helps. Please let me know if you wish to discuss this further. 
  
Kind regards, 
  
Richard 
  

Richard Squires (He/Him/His) 
Senior Community Planning Officer 

t  01603 430637 e richard.squires@southnorfolkandbroadland.gov.uk 

    

Our Broadland and South Norfolk Councils offices are now based at Broadland Business Park in 
the Horizon Centre. Find out how you can access our services by visiting our website or by calling us 
on 01508 533633 
This email and any attachments are intended for the addressee only and may be confidential. If they come to you in error you must take 
no action based on them, nor must you copy or show them to anyone. Please advise the sender by replying to this email immediately 
and then delete the original from your computer. Unless this email relates to Broadland District Council or South Norfolk Council 
business it will be regarded by the council as personal and will not be authorised by or sent on behalf of the councils. The sender will 
have sole responsibility for any legal actions or disputes that may arise. We have taken steps to ensure that this email and any 
attachments are free from known viruses but in keeping with good computing practice, you should ensure they are virus free. Emails 

sent from and received by members and employees of Broadland District Council and South Norfolk Council may be monitored.  

  
 
 
 
 

1)

https://www.gov.uk/guidance/neighbourhood-planning--2#who-leads-neighbourhood-planning-in-an-area
http://www.legislation.gov.uk/ukpga/1972/70/section/102
http://www.legislation.gov.uk/ukpga/1972/70/section/102
http://www.legislation.gov.uk/ukpga/1989/42/section/13
mailto:richard.squires@southnorfolkandbroadland.gov.uk
https://www.google.com/maps/place/Horizon+Business+Centre/@52.6291236,1.3741669,17z/data=!3m1!4b1!4m6!3m5!1s0x47d9e348358c5eb1:0x76af93a475570857!8m2!3d52.6291204!4d1.3767418!16s%2Fg%2F11c0r33450


2)

















3)



I have for you convenience produced the legal directions under the Localism Act 

2011 with regard to Neighbourhood Plan. 

This is the legislation that covers this area. 

 

 

The Neighbourhood plan must be led by the local community. This is typically done 

via a parish or town council. 

Who leads neighbourhood planning in an area? 

Where a community wants to take up the opportunities offered by neighbourhood 

planning, the legislation enables 3 types of organisation, known as qualifying bodies, 

to lead it: 

 a parish or town council 

 a neighbourhood forum 

 a community organisation 

Paragraph: 014 Reference ID: 41-014-20140306 

Revision date: 06 03 2014 

 

 

The Localism act states that. 

In a designated area which contains all or part of the administrative area of a town or 

parish council, the town or parish council is responsible for the Neighbourhood 

planning. 

 

Where a parish or town council chooses to produce a neighbourhood plan or order it 

should work with other members of the community who are interested in, or affected 

by, the neighbourhood planning proposals to allow them to play an active role in 

preparing a neighbourhood plan or Order. 

The relationship between any group and the formal functions of the town or parish 

council should be transparent to the wider public. A parish or town council may 

choose to establish an advisory committee or sub-committee under section 102(4) of 

the Local Government Act 1972 and appoint local people (who need not be parish 

councillors) to those bodies. Members of such committees or sub-committees would 

have voting rights under section 13(3), (4)(e) or (4)(h) of the Local Government and 

Housing Act 1989. The terms of reference for a steering group or other body should 

be published and the minutes of meetings made available to the public. 

Paragraph: 015 Reference ID: 41-015-20160211 

 

 

What is a designated neighbourhood forum? 

A designated neighbourhood forum is an organisation or group empowered to lead 

the neighbourhood planning process in a neighbourhood area where there is no 

town or parish council. 

A group or organisation must apply to the local planning authority to be designated 

as a neighbourhood forum (a forum application). Those making a forum application 

http://www.legislation.gov.uk/ukpga/1972/70/section/102
http://www.legislation.gov.uk/ukpga/1972/70/section/102
http://www.legislation.gov.uk/ukpga/1989/42/section/13
http://www.legislation.gov.uk/ukpga/1989/42/section/13


must show how they have sought to comply with the conditions for neighbourhood 

forum designation. These are set out in section 61F(5) of the Town and Country 

Planning Act 1990 as applied to neighbourhood plans by section 38A of the Planning 

and Compulsory Purchase Act 2004. 

To be designated a neighbourhood forum must have a membership that includes a 

minimum of 21 individuals who either: 

 live in the neighbourhood area 

 work there; and/or 

 are elected members for a local authority that includes all or part of the 

neighbourhood area 

Paragraph: 016 Reference ID: 41-016-20140306 

Revision date: 06 03 2014 

 

 

What if a prospective neighbourhood forum does not have a member 
from each category, can it still be designated? 

A prospective neighbourhood forum is not required to have a member from each 
membership category in order to be designated. A neighbourhood forum must have 
an open membership policy, but it cannot force people to be a part of something they 
may not wish to be a part of. The local planning authority must consider whether the 
prospective neighbourhood forum has secured or taken reasonable steps to attempt 
to secure membership from each category and from different places and sections of 
the community in that area (see section 61F(7)(a)(i) and (ii) of the of the Town and 
Country Planning Act 1990 as applied to neighbourhood plans by section 38A of the 
Planning and Compulsory Purchase Act 2004). 

Paragraph: 017 Reference ID: 41-017-20140306 

Can businesses be part of a neighbourhood forum? 

Membership of a designated neighbourhood forum must be open to those working in 

a neighbourhood area as they will have an interest in the future of an area and the 

direction that its growth should take. 

Individuals in businesses can take the lead in neighbourhood planning. They may 

wish to consider doing so particularly in areas that are wholly or predominantly 

business in nature. They should work closely with residents and others. They can 

ask their local planning authority to consider designating a neighbourhood area as a 

business area (see section 61H of the of the Town and Country Planning Act 1990). 

Paragraph: 018 Reference ID: 41-018-20140306 

 

I have further below sent you two hyperlinks regarding advice in setting up a steering 

group for NP. 

 

How to set up a Neighbourhood Plan Steering Group - Cornwall Council 

 

http://www.legislation.gov.uk/ukpga/2011/20/schedule/9/enacted
http://www.legislation.gov.uk/ukpga/2011/20/schedule/9/enacted
http://www.legislation.gov.uk/ukpga/2011/20/schedule/9/enacted
http://www.legislation.gov.uk/ukpga/2011/20/schedule/9/enacted
http://www.legislation.gov.uk/ukpga/2011/20/schedule/9/enacted
http://www.legislation.gov.uk/ukpga/2011/20/schedule/9/enacted
http://www.legislation.gov.uk/ukpga/2011/20/schedule/9/enacted
https://www.cornwall.gov.uk/planning-and-building-control/neighbourhood-planning/preparing-a-neighbourhood-plan/set-up-a-neighbourhood-plan-steering-group/


Advice-Note-Setting-up-a-Steering-Group-July-2022.pdf 

 

Setting-up-a-Neighbourhood-Plan-Steering-Group-Guidance.pdf 

 

I hope this helps. 

If I can be of further use, please get back to me. 

KR 

Adrian 

https://www.northumberland.gov.uk/NorthumberlandCountyCouncil/media/Planning-and-Building/planning%20policy/Neighbourhood%20Planning/Advice-Note-Setting-up-a-Steering-Group-July-2022.pdf
https://www.southoxon.gov.uk/wp-content/uploads/sites/2/2020/09/Setting-up-a-Neighbourhood-Plan-Steering-Group-Guidance.pdf

