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Southwater and Shipley Joint Neighbourhood Plan 

Governance Framework and Terms of Reference 
Memorandum of Understanding  

Version: v2 20260609 

1. Purpose 
The purpose of this Governance Framework and Terms of Reference is to set out how 
Southwater Parish Council and Shipley Parish Council will work together in preparing a 
Joint Neighbourhood Development Plan for the proposed Southwater and Shipley 
Neighbourhood Plan Area. 

The proposed Joint Neighbourhood Plan Area comprises: 

• the whole of Southwater Parish; and 
• the whole of Shipley Parish. 

The Joint Neighbourhood Plan is intended to provide a coordinated planning framework 
for addressing shared planning matters including housing growth, infrastructure, 
landscape, environment, movement, connectivity, design quality, local character and 
settlement identity. 

The document is intended to operate as a working Memorandum of Understanding 
between the two councils, subject to formal approval by each council. 

 

2. Status of this Framework 
This framework does not create a separate legal entity and does not remove the 
statutory decision-making responsibilities of either parish council. 

Southwater Parish Council resolved on 17 December 2025 to proceed with a full 
review of the Southwater Neighbourhood Plan, including housing allocation and 
creation of a new neighbourhood plan, with a budget envelope of up to £115,000 ex VAT. 
The Council also delegated authority to the Executive Officer/RFO and Assistant 
Executive Officer to lead the process, instruct Squires Planning, obtain the housing 
figure from Horsham District Council, engage with neighbouring parishes regarding a 
potential joint plan and plan area, establish the plan area, and liaise and coordinate 
meetings of the Southwater Neighbourhood Plan Consultation Group. 

On that basis, Southwater Parish Council’s participation in this framework may be 
progressed by the Executive Officer/RFO under existing delegated authority, subject to 
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any matter being referred back to Council where it would create a material financial 
commitment beyond approved budget provision, materially alter the agreed scope, or 
otherwise require formal Council approval. 

Shipley Parish Council is asked to approve this framework by resolution so that its 
own participation, representatives, decision-making arrangements and cost-
sharing position are formally recorded. 

Each council remains responsible for decisions which must properly be made by that 
council, including: 

• approval of budgets and financial commitments;  
• approval of the draft plan for Regulation 14 consultation;  
• approval of submission of the plan to Horsham District Council;  
• consideration of examiner recommendations and modifications;  
• decisions relating to referendum and final support for the plan.  

The framework is intended to provide clear working arrangements so that the plan can 
progress efficiently, transparently and with appropriate input from both councils. 

 

3. Lead Qualifying Body, Administrative Lead and Professional 
Planning Lead 
Southwater Parish Council shall act as the lead qualifying body and administrative lead 
for the Joint Neighbourhood Plan, with the formal consent and participation of Shipley 
Parish Council. 

This reflects: 

• Southwater Parish Council having submitted the area designation request with 
Shipley Parish Council’s consent; 

• Southwater Parish Council’s existing resolution and commitment to a full 
Neighbourhood Plan review; 

• Southwater Parish Council’s available officer capacity, including a full-time 
Executive Officer/RFO, full-time Assistant Executive Officer and other support 
staff including but not limited to a Community Engagement Officer who can 
assist on communications, engagement events and consultations; 

• the practical need for a single lead qualifying body and administrative contact for 
Horsham District Council, consultants and project administration. 

Shipley Parish Council shall remain a full joint partner in the preparation of the Joint 
Neighbourhood Plan and shall retain decision-making responsibility for matters 
requiring formal approval by Shipley Parish Council. 
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Squires Planning shall act as the professional planning lead and consultant project 
coordinator. This role shall include professional planning advice, programme support, 
policy drafting assistance, evidence review, consultation support and examination 
support. 

For the avoidance of doubt, Squires Planning shall not replace the role of the parish 
councils as qualifying bodies. Formal decisions shall remain with the respective parish 
councils, or with officers acting under delegated authority where such authority has 
been granted. 

 

4. Contact and Liaison with Horsham District Council 
The principal contacts with Horsham District Council for the Joint Neighbourhood Plan 
shall be: 

• the Executive Officer/RFO of Southwater Parish Council, acting as lead 
administrative and governance contact; and 

• Squires Planning, acting as professional planning lead and consultant project 
coordinator. 

The Executive Officer/RFO shall act as the primary contact for matters relating to: 

• governance and decision-making; 
• liaison between the two parish councils; 
• council reports and resolutions; 
• project administration; 
• funding, invoicing and cost recovery; 
• general coordination of meetings, records and correspondence. 

Squires Planning shall liaise directly with Horsham District Council on professional 
planning and technical matters, including: 

• neighbourhood area designation matters; 
• policy and evidence requirements; 
• programme and statutory process; 
• consultation and examination requirements; 
• housing requirement and strategic planning matters; 
• technical planning advice and submissions. 

Where correspondence relates to both governance and technical planning matters, 
both the Executive Officer/RFO and Squires Planning should be copied in. 

Shipley Parish Council’s Clerk and Chairman of the Council shall be copied into key 
correspondence where the matter relates to the joint plan, governance, funding, 
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consultation, parish-specific matters affecting Shipley, or formal decisions required by 
Shipley Parish Council. 

This arrangement is intended to provide Horsham District Council with clear points of 
contact while recognising the separate administrative role of Southwater Parish Council 
and the professional planning role of Squires Planning. 

 

5. Governance Structure 
The Joint Neighbourhood Plan shall operate through the following structure. 

5.1 Joint Neighbourhood Plan Steering Group 

A Joint Neighbourhood Plan Steering Group shall be established to coordinate 
preparation of the plan and provide strategic oversight. 

The Joint Steering Group shall be responsible for: 

• overall coordination of the Joint Neighbourhood Plan; 
• reviewing the programme and key project stages; 
• considering shared policy matters; 
• considering parish-specific policy matters where they affect the wider plan; 
• reviewing evidence requirements; 
• reviewing consultation arrangements; 
• overseeing consultant input; 
• considering budget and cost monitoring; 
• making recommendations to the respective parish councils where formal 

approval is required. 

The Joint Steering Group shall not replace either parish council. 

5.2 Parish-Specific Working Arrangements 

Each parish council may maintain its own local working group, steering group or 
informal councillor/officer arrangement to consider parish-specific matters. 

These local arrangements may assist with: 

• local community engagement and involvement; 
• reviewing local evidence; 
• identifying local issues and priorities; 
• reviewing parish-specific policy wording; 
• considering potential site-specific matters; 
• feeding local views into the Joint Steering Group. 
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6. Membership 
Each parish council shall appoint the following representatives to the Joint Steering 
Group: 

• the Proper Officer, or nominated senior officer; 
• up to two named councillor representatives. 

The standard membership shall therefore be: 

Southwater Parish Council 

• Executive Officer/RFO; 
• Assistant Executive Officer, where required; 
• up to two named councillor representatives. 

 
Shipley Parish Council 

• Parish Clerk/RFO; 
• up to two councillor representatives. 

Each parish council may nominate a substitute councillor to attend a particular meeting 
where one of its named councillor representatives is unavailable, or where another 
councillor has particular knowledge or experience relevant to a specific matter under 
discussion. 

Where a substitute councillor attends in place of a named representative, that 
substitute shall be treated as that council’s representative for that meeting. 

Additional councillors may attend by agreement of the Joint Steering Group where their 
input would assist a specific item. Unless attending as a substitute representative, 
additional councillors shall attend in an advisory or observer capacity only. 

Squires Planning and any appointed technical advisors may attend meetings in an 
advisory capacity. 

The Joint Steering Group may invite other persons to attend meetings where their input 
would assist, including district councillors, community representatives or specialist 
advisors. Such attendees shall not have voting rights. 

 

7. Chairing and Administration 
Unless otherwise agreed: 

• Southwater Parish Council shall arrange meetings; 
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• Southwater Parish Council shall prepare and circulate agendas; 
• Southwater Parish Council shall prepare meeting notes or action notes; 
• Southwater Parish Council shall maintain the project action log; 
• Squires Planning shall provide technical planning input where required. 

The Chair of the Joint Steering Group shall be appointed by agreement of the group. 

Where no Chair has yet been appointed, the Executive Officer/RFO of Southwater Parish 
Council may convene and administer meetings. 

 

8. Meetings 
The Joint Steering Group shall usually meet monthly, or as otherwise required by the 
project programme. 

Meetings may be held remotely by Zoom or Teams unless otherwise agreed. 

A meeting shall normally proceed where at least one officer or councillor representative 
from each parish is present. 

Where one or more named councillor representatives are unavailable, the relevant 
parish council may arrange for a substitute councillor to attend, provided this is notified 
to the meeting organiser as soon as reasonably practicable. 

The unavailability of a named councillor representative shall not, of itself, require a 
meeting to be postponed where suitable representation from that parish council is still 
available and the matter does not require formal approval by that council. 

Where urgent matters arise between meetings, these may be progressed by the Proper 
Officers in consultation with the nominated councillor representatives, subject to any 
matter requiring formal council approval being referred back to the relevant council. 

 

9. Roles and Responsibilities 

9.1 Southwater Parish Council 

Southwater Parish Council shall: 

• act as lead qualifying body and administrative lead; 
• provide project administration and coordination; 
• act as the main administrative contact with Horsham District Council; 
• liaise with Squires Planning and consultants; 
• manage project documentation and correspondence; 
• maintain financial records for shared costs; 
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• prepare reports to Southwater Parish Council where decisions are required; 
• coordinate with Shipley Parish Council on matters affecting the joint plan. 

9.2 Shipley Parish Council 

Shipley Parish Council shall: 

• participate in the Joint Steering Group; 
• provide local knowledge and evidence relating to Shipley; 
• identify local issues, priorities and consultation contacts; 
• review draft documents and policy matters affecting Shipley; 
• report matters to Shipley Parish Council where decisions are required; 
• contribute to agreed shared costs and any parish-specific costs in accordance 

with the agreed funding mechanism. 

9.3 Squires Planning 

Squires Planning shall act as the professional planning lead and consultant project 
coordinator. 

Squires Planning shall: 

• provide professional planning advice; 
• assist with project programming and sequencing; 
• advise on evidence requirements; 
• review existing neighbourhood plan policies and identify areas of overlap, 

difference and potential further work; 
• assist with policy drafting; 
• assist with consultation and examination stages; 
• advise on compliance with national policy, legislation and basic conditions; 
• advise both councils on planning risks, options and programme implications. 

 

10. Decision-Making 
The Joint Steering Group shall seek to operate by consensus wherever possible. 

Where a view is required from the Joint Steering Group, each parish council shall have 
one collective view, expressed through its officer and  named councillor 
representatives, or through a substitute councillor representative where one has been 
nominated for that meeting. 

For the avoidance of doubt, each parish council shall have one collective position for 
the purposes of the Joint Steering Group, regardless of the number of councillors or 
officers in attendance. 
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The Joint Steering Group may make recommendations, agree working actions and 
provide direction to Squires Planning or other consultants within the scope of authority 
delegated by the respective councils. 

The following matters shall be referred back to each parish council for formal approval: 

• approval of this governance framework or Memorandum of Understanding by 
Shipley Parish Council, and operation of the framework by Southwater Parish 
Council under existing delegated authority; 

• approval of budget and cost-sharing arrangements; 
• approval of the draft plan for Regulation 14 consultation; 
• approval of the submission version of the plan; 
• consideration of examiner recommendations; 
• support for the plan proceeding to referendum; 
• any matter creating a material financial commitment beyond approved budget 

provision; 
• any material change to the scope, plan area or governance arrangements. 

 

11. Delegated Authority 
Each council may delegate authority to its Proper Officer to act in relation to the Joint 
Neighbourhood Plan in consultation with its nominated councillor representatives. 

This delegation is intended to allow operational matters to progress without 
unnecessary delay. 

Operational matters may include: 

• arranging meetings; 
• liaising with Horsham District Council; 
• liaising with Squires Planning and other consultants; 
• progressing agreed workstreams; 
• preparing reports; 
• responding to routine consultation and programme matters; 
• agreeing minor administrative or procedural matters. 

Delegated authority shall not extend to decisions which legally, financially or 
procedurally require formal approval by the relevant parish council. 

 

12. Funding and Cost Apportionment 
The councils shall seek to agree a fair and transparent cost-sharing mechanism for the 
Joint Neighbourhood Plan. 
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The proposed approach is that eligible shared costs associated with the Joint 
Neighbourhood Plan shall be apportioned by reference to each council’s respective tax 
base. 

Using the 2026/27 tax base figures, the proposed apportionment is: 

• Southwater Parish Council: 88%; 

• Shipley Parish Council: 12%. 

This approach is intended to ensure that the cost per Band D equivalent household is 
equal across both parishes. 

Shared costs may include: 

• project management; 
• shared evidence base work; 
• general policy drafting; 
• joint consultation work; 
• examination support; 
• shared technical advice; 
• shared mapping and design work. 

Parish-specific costs shall ordinarily be met by the parish to which they relate, unless 
otherwise agreed. 

Parish-specific costs may include: 

• site assessment work specific to one parish; 
• local design work specific to one parish; 
• bespoke evidence required only for one parish; 
• specific consultation work requested by one parish; 
• legal or technical advice required solely because of a matter affecting one 

parish. 

Southwater Parish Council may act as administrative lead for consultant instructions, 
invoicing and cost recovery, subject to agreement by both councils. 

Costs shall be reviewed periodically and may be reconciled quarterly or at other 
intervals agreed by the councils. 

The cost-sharing mechanism may be reviewed if: 

• the plan scope materially changes; 
• either council requests significant additional parish-specific work; 
• the overall project cost materially exceeds the working estimate; 
• the tax base changes materially before later project stages; 
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• major planning applications arise which materially affect the scope, cost or 
strategy of the plan. 

 

13. Communications and Consultation 
• Both councils shall support communication and engagement with their 

respective communities. 
• Public communications should, where possible, be coordinated to ensure 

consistency and avoid confusion. 
• Each council shall remain responsible for using its own communication 

channels, including websites, noticeboards, newsletters, meetings and local 
networks. 

• The Joint Steering Group may agree shared communication material for public 
consultation stages. 

• Personal data shall only be shared where there is a lawful basis to do so and 
where this is appropriate for the purpose of the neighbourhood planning 
process. 

 

14. Transparency and Record Keeping 
The Joint Steering Group shall maintain appropriate records, including: 

• meeting notes or action notes; 
• key decisions and recommendations; 
• project action logs; 
• consultation records; 
• evidence base documents; 
• financial records relating to shared costs. 

Reports shall be provided to each council at appropriate stages. 

The Joint Steering Group may publish meeting notes or updates where appropriate, 
subject to the need to protect confidential, legally privileged, commercially sensitive or 
personal information. 

 

15. Safeguards and Compliance 
The Joint Neighbourhood Plan must: 

• comply with the basic conditions; 
• have appropriate regard to national policy; 
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• remain in general conformity with strategic policies; 
• be supported by appropriate evidence; 
• be capable of examination and referendum. 

Where professional planning advice indicates that a proposed policy, allocation or 
approach may fail examination, conflict with national policy, undermine deliverability, or 
place the wider plan at risk, the matter shall be reviewed by the Joint Steering Group 
and, where necessary, referred back to the respective parish councils. 

 

16. Dispute Resolution 
The councils shall seek to resolve any disagreement through discussion between: 

• the Proper Officers; 
• the nominated councillor representatives; 
• Squires Planning, where planning advice is required. 

If a matter cannot be resolved through officer and Steering Group discussion, it shall be 
referred back to the respective parish councils for formal consideration. 

Where appropriate, external mediation or advice may be sought by agreement of both 
councils. 

 

17. Review of Framework 
This framework may be reviewed at any time by agreement of both councils. 

 

18. Adoption and Approval 
For Southwater Parish Council, this Governance Framework and Terms of Reference 
shall be progressed under the authority granted by Council on 17 December 2025, 
together with any subsequent Council resolution relating to cost apportionment or 
budget provision. 

For Shipley Parish Council, this Governance Framework and Terms of Reference shall 
take effect once approved by resolution of Shipley Parish Council. 

Once approved by Shipley Parish Council, the framework shall operate as the working 
Memorandum of Understanding between Southwater Parish Council and Shipley Parish 
Council for the purposes of preparing the Joint Neighbourhood Plan. 


