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Appendix 2d 

Terms of Reference and Code of Conduct 

 

TERMS OF REFERENCE AND GOVERNANCE FOR SOMERBY PARISH COUNCIL 

NEIGHBOURHOOD PLAN ADVISORY COMMITTEE 

1) Name 

 

a) The name of the Committee shall be the Somerby Neighbourhood Plan (NP) Advisory 

Committee. 

 

2) Role 

 

a) The role of the NP Advisory Committee is to carry out the following NP tasks on 

behalf of the Parish Council: 

i) Undertake the preparation of an NP for the designated area of the Parish of 

Somerby 

ii) Secure external funding for the approval of the Parish Council and take 

responsibility for planning, budgeting and monitoring expenditure, providing 

regular feedback to Parish Council meetings for scrutiny and ratification. 

iii) Liaise with relevant authorities, organisations and identified Stakeholders to 

ensure the NP is comprehensive and inclusive. 

iv) Identify and implement a wide variety of ways to engage the whole community 

throughout the process. 

v) Appoint Theme Groups as necessary to undertake specific areas of work on 

behalf of the overall NP Committee, involving additional persons with specific 

expertise as required. 

vi) Be responsible for the analysis arising during the NP process and the production 

and distribution of the final report. 

vii) To work closely with Melton Borough Council throughout the process. 

viii) To submit the draft NP for consultation with the Parish Council, local residents 

and Melton Borough Council 

ix) To secure the endorsement of the Parish Council for the final NP document. 

x) To prepare the NP for submission to Melton Borough Council 

xi) To ensure the NP is in general conformity with Melton Borough Council’s existing 

Core Strategy and takes into account the emerging Local Plan, scheduled to be 

adopted in 2017. 

xii) To ensure the NP meets the requirements of the Neighbourhood Planning 

(General) Regulations 2012, the Localism Act 2011 and other relevant legislation, 

including European obligations. 
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3) Membership 

a) The NP Advisory Committee shall have up to 10 members, including at least one 

member from the Parish Council. 

b) The NP Advisory Committee may co-opt additional members at its discretion 

c) The membership and appointments are to be approved by the Parish Council and 

membership information included on the Parish Council website. 

 

4) Meetings 

 

a) The NP Advisory Committee shall hold a full meeting at least every two months or 

more frequently as may be required. 

b) Meeting dates shall be confirmed at least ten days in advance. 

c) The meeting agenda shall be passed to all members, with the details of all 

supporting documentation, at least 3 clear days prior to each meeting. 

d) Declarations of Interest for Agenda items shall be a standard agenda item at the 

beginning of each meeting. 

e) The minutes of the meeting shall be produced and circulated to all members within 

at least 10 days following the meeting, for approval at the following meeting. 

f) Resolutions shall be decided by a majority of votes, with the Chairman having a 

casting vote if required. 

g) A minimum quorum of members for the transaction of business is 4 members, 

including the Chair. 

h) Meetings will normally be open to all members of the public. If a member of the 

public wishes to speak on a particular subject, the Chair shall invite him/her to speak 

when the subject is discussed, for no more than 5 minutes. 

i) The agendas, supporting papers and meeting minutes are to be posted on the Parish 

Council website to provide the maximum opportunity for community participation. 

The agenda and meeting minutes will also be posted on the Village notice board, 

with a contact address for those wishing to view the supporting papers. 

j) The PC Advisory Group can exclude the public and hold a closed session in 

exceptional circumstances for matters that are sensitive. 

 

5) Theme Groups 

 

a) The NP Advisory Committee may appoint specific Theme Groups to carry out agreed 

work on its behalf, with a nominated Leader for each Theme Group. The work of the 

Theme Groups does not need to be open to the public and meetings are not 

required to follow the procedures referenced above. 

b) The Leader shall report on progress to the full meeting of the NP Advisory 

Committee. 

c) The Leader may co-opt additional members to further the work of the Theme Group. 

d) The Theme Group may make recommendations but decisions will be taken by the 

full NP Advisory Committee, for ratification by the Parish Council. 
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6) Finance 

 

a) The Secretary shall maintain a record of all income and expenditure and follow the 

same financial procedures in accordance with the Parish Council practice. 

b) A current financial statement will be available as necessary and a financial report will 

be available for each Parish Council meeting as required. 

 

7) General Conduct of NP Advisory Committee Members. 

 

a) Members are expected to conduct themselves when working on the NP in a manner 

consistent with the standards of conduct required for those in public life, i.e. 

selflessness, integrity, objectivity, accountability, openness, honesty and leadership. 

b) Members are required to read and sign the Parish Council Register of Interests and 

Code of Conduct. The Secretary will hold the signed forms in a central place. 

c) Members, including co-opted members, should declare an interest at the beginning 

of a meeting if the member has a disclosable pecuniary or non-pecuniary interest 

relating to an agenda item to be discussed. 

 

8) Public Access to Information 

 

a) Members of the public, under the Freedom of Information Act 2000, have the right 

of access to all meetings of the NP Advisory Committee, unless specific reasons have 

been announced in advance when confidential material may be discussed which 

might be prejudicial to the public interest. It is envisaged that this would rarely, if 

ever, be implemented. 

b) Members of the public should declare an interest, if applicable, in respect of any 

agenda item to be discussed at the meeting. 

c) The agendas, relevant papers and subsequent minutes of all NP Advisory Committee 

meetings will be published on the Parish Council website and available for all 

members of the public to access. 

Somerby Parish Council 

May 2016 
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Somerby Parish Council  

Member’s Code of Conduct – September 2015 

CODE OF CONDUCT FOR ELECTED AND CO-OPTED MEMBERS OF 

SOMERBY PARISH COUNCIL 

Part 1: The Principles 

As a member or co-opted member of Somerby Parish Council you must have regard to the 

following principles in carrying out your duties, in accordance with the requirements of the 

Localism Act 2011:- 

1. Selflessness 

2. Integrity 

3. Objectivity 

4. Accountability 

5. Openness 

6. Honesty 

7. Leadership 

More specifically that means observing the following rules of behaviour:- 

Principle 1 – Selflessness 

You must act solely in the public interest and should never improperly confer an advantage or 

disadvantage on any person or act to gain financial or other material benefits for yourself, your 

family, a friend or close associate. 

Principle 2 – Integrity 

You must not place yourself under a financial or other obligation to outside individuals or 

organisations that might seek to influence you in the performance of your official duties. 

Principle 3 – Objectivity 

When carrying out your public duties you must make all choices, such as making public 

appointments, awarding contracts or recommending individuals for rewards or benefits, on merit. 

Principle 4 – Accountability 

You are accountable for your decisions to the public and you must co-operate fully with whatever 

scrutiny is appropriate to your office. 

Principles 5 and 6 – Openness and Honesty 
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You must be as open as possible about your decisions and actions and the decisions and actions of 

your authority and should be prepared to give reasons for those decisions and actions. 

You must declare any private interests, both pecuniary and non-pecuniary, that relate to your public 

duties and must take steps to resolve any conflicts arising in a way that protects the public interest, 

including registering and declaring interests in a manner conforming with the procedures set out in 

Part 3 of this Code. 

You must, when using or authorising the use by others of the resources of your authority, ensure 

that such resources are not used improperly for political purposes (including party political 

purposes) and you must have regard to any applicable Local Authority Code of Publicity made under 

the relevant legislation in existence at the time. 

Principle 7 – Leadership 

You must promote and support high standards of conduct when serving in your public post, in 

particular as characterised by the above requirements, by leadership and example. 

These principles articulate the fundamental values of public service that underpin the conduct of 

members.  The following provisions of the Code of Conduct for members are derived from those 

principles and provide a set of enforceable minimum standards for the conduct that is expected of 

members and co-opted members of the authority when they are acting in that capacity.   

 

Part 2: General Provisions 

Introduction and Interpretation 

1.  (1)  This Code applies to you as a member of an authority. 

 (2)  You should read this Code together with the general principles set out above. 

 (3) It is your responsibility to comply with the provisions of this Code. 

 (4) In this Code – 

  “meeting” means any meeting of – 

  (a) the authority; 

  (b) any of the authority’s or its  committees, subcommittees, joint committees, joint 

subcommittees, or area committees; 

  “member” includes a co-opted member. 

Scope 

2.  (1) You must comply with this Code whenever you – 

  (a) conduct the business of your authority (which, in this Code, includes the business 

of the office to which you are elected or appointed);  
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  (b) act, or claim to act or give the impression you are acting as a representative of 

your authority, and references to your official capacity are construed accordingly. 

 (2) Where you act as a representative of your authority:- 

(a) on another relevant authority, you must, when acting for that other authority, 

comply with that other authority’s code of conduct; or 

(b) on any other body, you must, when acting for that other body, comply with your 

authority’s code of conduct, except and insofar as it conflicts with any other lawful 

obligations to which that other body may be subject. 

General Obligations 

3.  (1) You must treat others with respect. 

 (2) You must not – 

  (a) do anything which may cause your authority to breach any of the equality 

enactments (as defined in section 33 of the Equality Act 2006); 

  (b) bully any person; 

  (c) intimidate or attempt to intimidate any person who is or is likely to be – 

   (i) a complainant, 

   (ii) a witness, or 

   (iii) involved in the administration of any investigation or proceedings, in 

relation to an allegation that a member (including yourself) has failed to 

comply with his or her authority’s code of conduct; or 

  (d) do anything which compromises or is likely to compromise the impartiality of 

those who work for, or on behalf of, your authority. 

4. You must not – 

 (a) disclose information given to you in confidence by anyone, or information acquired by 

you which you believe, or ought reasonably to be aware, is of a confidential nature, 

except where – 

  (i) you have the consent of a person authorised to give it; 

  (ii) you are required by law to do so; 

  (iii) the disclosure is made to a third party for the purpose of obtaining professional 

advice provided that the third party agrees not to disclose the information to any 

other person; or 

  (iv) the disclosure is: - 

   (aa) reasonable and in the public interest; and 



 7 

   (bb) made in good faith and in compliance with the reasonable requirements of 

the authority; or 

 (b) prevent another person from gaining access to information to which that person is 

entitled by law. 

5. You must not conduct yourself in a manner which could reasonably be regarded as bringing 

your office or authority into disrepute. 

6. You – 

 (a) must not use or attempt to use your position as a member improperly to confer on or 

secure for yourself or any other person, an advantage or disadvantage; and 

 (b) must, when using or authorising the use by others of the resources of your authority –  

(i) act in accordance with your authority’s reasonable requirements; 

(ii) ensure that such resources are not used improperly for political purposes 

(including party political purposes); and 

(c) must have regard to any applicable Local Authority Code of Publicity made under the 

relevant legislation in existence at the time. 

7.  (1) When reaching decisions on any matter you must have regard to any relevant advice 

provided to you by officers of the  Council acting pursuant to their statutory 

responsibilities. 

 (2) You must give reasons for all decisions in accordance with any statutory requirements 

and any reasonable additional requirements imposed by your authority.  

Part 3: Interests 

Notification of Interests 

8. (1) You must, within 28 days of the adoption of this Code or of taking office as a member or 

co-opted member, notify the Monitoring Officer of any disclosable pecuniary interest as 

defined by regulations made by the Secretary of State.  The regulations currently in force 

are attached but do not form part of the Constitution determined by the Council as they 

may be amended by the Government at any time.  

[Note: the regulations currently in force apply where the disclosable pecuniary interest is 

yours, your spouse’s or civil partner’s or is the pecuniary interest of somebody with 

whom you are living as a husband or wife or as if you were civil partners.] 

(2) If a disclosable pecuniary interest, as defined above, has not been entered into the 

authority’s Register upon notification under paragraph 8 (1), you must disclose the 

interest to any meeting of the authority at which you are present where you have a 

disclosable interest in any matter being considered and whether the matter is not a 

‘sensitive interest’.  Following any such disclosure of an interest, you must notify the 

Monitoring Officer within 28 days beginning with the date of disclosure. 
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(3) In addition to the disclosable pecuniary interests which are the subject of paragraph 8 

(1) above, you must, within 28 days of:- 

 (a) this code being adopted by or applied to the authority; or 

 (b) your election or appointment to office (where that is later), 

 notify the Monitoring Officer in writing of the details of your other personal interests, 

where they fall within the descriptions set out in paragraph 9 below for inclusion in the 

Register of Interests. 

(4) You must, within 28 days of becoming aware of any new interest or change to any 

interest to be registered under the requirements of paragraphs 8 (1) – (3), notify the 

Monitoring Officer of the details of that new interest or change. 

Definition of Personal Interest 

9. (1) You have a personal interest in any business of the authority where either:- 

 (a) it relates to or is likely to affect – 

  (i) any body of which you are a member or in a position of general control or 

management and to which you are appointed or nominated by your authority;  

  (ii) any body –  

(aa) exercising functions of a public nature; 

   (bb) directed to charitable purposes; or 

(cc) one of whose principle purposes including the influence of public 

opinion or policy (including any political party or trade union); 

of which you are a member or in a position of general control or 

management. 

 or 

(b) a decision in relation to that business might reasonably be regarded as affecting 

your wellbeing or financial position or the wellbeing or financial position of a 

relevant person to a greater extent than the majority of other council tax payers, 

ratepayers, or inhabitants of the electoral division or ward, as the case may be, 

affected by the decision. 

(2) For the purposes of paragraph 9 (1) (b), a relevant person is – 

(a) a member of your family or any person with whom you have a close association; 

or  

(b) any person or body who employs or has appointed such persons, any firm in which 

they are a partner, or any company of which they are directors; or 
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(c) any person or body in whom such persons have a beneficial interest and a class of 

securities exceeding the nominal value of £25,000 or one hundredth of the total 

issued share capital of that body. 

Definition of Pecuniary Interests 

10. The Council has decided that in addition to disclosable pecuniary interests referred to in 

paragraph 8 (1) above, you also have a pecuniary interest if you have a personal interest in any 

business of the authority where the interest is one which a member of the public with 

knowledge of the relevant facts, would reasonably regard as so significant that it is likely to 

prejudice your judgement of the public interest and where that business:- 

(a) affects your financial position or the financial position of a person or body described in 

paragraph 9; or  

(b)  relates to the determination of any approval, consent, licence, permission or registration 

in relation to you or any person or body described in paragraph 9. 

Disclosure of Interests  

11. (1) Subject to sub-paragraph (2) where you have a personal interest in any business of your 

authority and where you are aware or ought reasonably to be aware of the existence of 

the personal interest and you attend a meeting of the authority where the business is 

considered, you must disclose to that meeting the existence and nature of that interest 

at the commencement of the meeting and prior to any discussion of the relevant item, 

or as soon as the interest becomes apparent to you. 

(2) Where you have a personal interest, but, by virtue of paragraph 16 sensitive information 

relating to it is not registered in your authority’s Register of Members Interests, you 

must indicate to the meeting that you have a personal interest, but need not disclose 

the sensitive information to the meeting. 

Non-Participation in Case of Disclosable Pecuniary Interest 

12. (1) If you are present at any meeting of the authority, and you have a disclosable pecuniary 

interest in any matter to be considered or being considered at the meeting:- 

(a) you may not participate in any discussion of the matter at the meeting. 

(b) you may not participate in any vote taken on the matter at the meeting. 

(c) if the interest is not registered, you must disclose the interest to the meeting. 

(d) if the interest is not registered and is not the subject of a pending notification, you 

must notify the Monitoring Officer of the interest within 28 days. 

 [Note: In addition, Somerby Parish Council Standing Orders requires you to leave the 

room where the meeting is held while any discussion or voting takes place.] 
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Non participation in case of other pecuniary interests 

13. (1) Subject to paragraphs (2) and (3), where you have a pecuniary interest in any business of 

your authority – 

(a) you may not participate in any discussion of the matter at the meeting. 

(b) you may not participate in any vote taken on the matter at the meeting. 

(c) if the interest is not registered, you must disclose the interest to the meeting. 

(d) if the interest is not registered and is not the subject of a pending notification, you 

must notify the Monitoring Officer of the interest within 28 days. 

[Note: In addition you are required to leave the room where the meeting is held while 

any discussion or voting takes place. 

(2) Where you have a pecuniary interest in any business of your authority, you may attend a 

meeting but only for the purpose of making representations, answering questions or 

giving evidence relating to the business, provided that the public are also allowed to 

attend the meeting for the same purpose, whether under a statutory right or otherwise, 

and you leave the room where the meeting is held immediately after making 

representations, answering questions or giving evidence. 

(3) Subject to you disclosing the interest at the meeting, you may attend a meeting and vote 

on a matter where you have a pecuniary interest that relates to the functions of your 

authority in respect of:- 

(a) housing, where you are a tenant of your authority provided that those functions 

do not relate particularly to your tenancy or lease; 

(b) school meals or school transport and travelling expenses, where you are a parent 

or guardian of a child in full time education, or are a parent governor of a school, 

unless it relates particularly to the school which the child attends; 

(c) statutory sick pay under Part XI of the Social Security Contributions and Benefits 

Act 1992, where you are in receipt of, or are entitled to the receipt of, such pay; 

(d) an allowance, payment or indemnity given to members; 

(e) any ceremonial honour given to members; and 

(f) setting  precept under the Local Government Finance Act 1992. 

 (g)   an interest arising from your membership of another local    authority. 

Dispensations 

14. The Governance Committee may grant you a dispensation, but only in limited circumstances, 

to enable you to participate and vote on a matter in which you have a pecuniary interest, 

including a disclosable pecuniary interest. 
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Register of Interests 

15. Any interest notified to the Monitoring Officer will be included in the Register of Interests.  A 

copy of the Register will be available for public inspection and will be published on the 

authority’s website. 

Sensitive Interests 

16. Where you consider that disclosure of the details of an interest could lead to you, or a person 

connected with you, being the subject of violence or intimidation, and the Monitoring Officer 

agrees, if the interest is entered on the Register, copies of the Register that are made available 

for inspection and any published version of the Register will exclude details of the interest but 

may state that you have an interest, the details of which are withheld.   

Gifts and Hospitality 

17. The Council has determined that as a matter of good practice you must also declare to the 

Monitoring Officer within 28 days the interest of any person from whom you have received, in 

connection with your official duties as a member, a gift or hospitality with an estimated value of at 

least £50. 

 

 


