Parish Office Working Party
Terms of Reference

1. Status

The Parish Office Working Party is established as a Working Party of the Parish Council
in accordance with Denmead Parish Council and NALC guidance. Itis not a committee
or sub-committee and has no delegated powers.

2. Purpose

To consider and investigate the provision of a new Parish Office and to make
recommendations to the Parish Council.

3. Scope

The Working Party shall:

e Review the adequacy of the Parish Council’s current office accommodation.
e Identify the Parish Council’s present and future office requirements.
e Explore and assess options for the provision of a new Parish Office, which may
include:
o Construction of a new building
o Adaptation/extension of an existing building
o Lease or shared accommodation arrangements
e Consider location, accessibility, sustainability, and statutory requirements,
including equality legislation.
e Identify potential capital and revenue costs associated with each option where
possible
e Investigate possible funding sources, including reserves, borrowing, grants, or
other lawful means.
e Identify risks, constraints, and timescales associated with each option.
e Seek specialist or professional advice where appropriate, subject to prior
approval of the Parish Council If costs are incurred.
e Prepare reports and recommendations for consideration by the Parish Council.



4. Limitations

The Working Party:

Has no authority to make decisions on behalf of the Parish Council.

Shall not commit the Parish Council to expenditure, contracts, or agreements.
Discussions with external parties that support its Purpose may take place as
required but the Working Party shall not give the impression of being
representative of the Parish Council unless specifically authorised by resolution
of the Full Council.

5. Membership

Membership shall comprise a minimum of 3 and no more than 5 Parish
Councillors appointed by the Parish Council, and additional residents as invited
by the working party, with council approval.

The Parish Clerk shall provide administrative and professional support to the
Working Party.

The Working Party may invite other persons to attend meetings in an advisory
capacity only.

6. Chairing

The Chair shall be appointed by the Working Party at its first meeting. The chair
must be a Parish Councillor

In the absence of the Chair, those present shall appoint a member to chair the
meeting.

/. Meetings

The Working Party shall meet as required to discharge its functions.
Meetings are informal and not subject to the statutory requirements applicable
to meetings of the Parish Council or its committees.

Code of Conduct always applies.

8. Reporting

The Working Party shall report to the Parish Council regularly and as required.
A final written report shall be submitted to the Parish Council, setting out:
o The options considered


https://denmead-pc.gov.uk/wp-content/uploads/2023/02/Code-of-Conduct-for-Members.pdf

o Financial and legalimplications
o Risks and constraints
o Recommendations, and decision by the Parish Council

9. Duration

The Working Party shall remain in existence until:

e ltsfinalreport has been considered by the Parish Council; or
e Itis dissolved by resolution of the Parish Council.

10. Review

These Terms of Reference may be reviewed and amended by resolution of the Parish
Council.
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