3.3 Officer and Operational Governance Tool and User Guide:	Comment by Guest User: I think we need to be really clear whether this is for members or officers. From membership it looks like officers - so less about governance/decision-making - more about a PM Team. Is it me misunderstanding?
Terms of Reference (ToR) 
How to complete the Governance ToR template (Appendix A)
Use this as a guidance note to accompany the template. 
3.1 Section‑by‑section completion tips
1. Purpose
· Write this last, but place it first. Keep it to 3 - 4 sentences: what this board does, how decisions are gated, and how change is handled. Reference evidence sign‑off and statutory stages explicitly. [
2. Scope
· List process areas (evidence, engagement, drafting, inter‑agency, delivery, risk) and interfaces (Local Plans, LNRS, LGP, transport, health). Include SA/SEA approach and infrastructure pipeline. 
3. Membership
· Start lean but multidisciplinary. Ensure coverage for policy, programme, evidence, data, engagement, infrastructure, finance/investment, plus LPA reps. Name deputies to derisk quorum. 
4. Quorum
· Set a rule that keeps the board functional (Chair/Deputy + three function leads + one LPA). Add a Chair’s Action route for urgent business with rapid ratification. 
5. Decision Gateways
· Time gateways to the evidence audit → vision → drafting → consultation → submission rhythm. For each gateway, list: decisions, artefacts required, and success criteria. Consider evidence commissions carefully until national evidence expectations are clearer. 

6. Papers & Sign‑off
· Use a standard cover sheet (purpose, decision, link to outcomes, legal/data/privacy, finance, engagement, risk). Set a 5‑day circulation rule and a 2‑day decision log publication rule. Evidence sign‑off requires Evidence + Data concurrence. 
7. Escalation & Change
· Define a 10‑day escalation ladder (Chair → Leaders/Board). Every structural change (LGR/devolution) triggers a re‑baseline at next gateway. Keep a change log overseen by the Programme Manager.
8. Collaboration Protocols
· Prepare MoUs/SoCG for joint evidence and shared procurement. Add a licensing register (open vs. PSGA/OS) and simple data sharing agreements. Publish a public register of collaboration instruments.
9. Review
· Commit to quarterly reviews and post‑review update notes (what changed, why, impact). Keep the ToR “living” through the gateways. 
10. Digital & Data Governance 
· Name roles (Evidence Product Lead, GIS/Data Engineer, Dataset Stewards). Maintain a machine‑readable catalogue; quarterly updates; align to national tools; publish a short quarterly evidence/data update.
11. Inter‑Agency & Infrastructure 
· Nominate a liaison; keep an infrastructure pipeline register with cross‑boundary schemes; review at G1–G3; ensure early engagement with NESO/NISTA.
12. Communications & Member Engagement 
· Maintain an SDS narrative, member programme, and glossary. Require plain English and visual summaries in all papers. 


13. Risk & Assurance 
· Keep a live risk register and an assurance map (legal, SEA/SA, data/licensing, finance, equality). Monthly review; escalate reds.
3.2 RACI quick map (example)

	Area
	Accountable
	Responsible
	Consulted
	Informed

	Evidence strategy & sign‑off
	Chair
	Evidence Lead
	GIS/Data, LPAs, Agencies
	Leaders’ Group

	Data catalogue & licensing
	GIS/Data Lead
	Dataset Stewards
	Evidence Lead, Legal
	All partners

	Engagement plan
	Engagement Lead
	Comms Team
	LPAs, Members
	Public/Stakeholders

	Infrastructure pipeline
	Infrastructure Liaison
	Programme Team
	NESO/NISTA/Utilities
	Board

	Risk & assurance
	Programme Manager
	Workstream Leads
	Legal, Finance
	Leaders’ Group












Appendix A – ToR Template Tool
1. Purpose
Establish clear, interim decision-making and assurance arrangements for SDS preparation and delivery, including: (i) gateway approvals explicitly tied to evidence sign‑offs and statutory stages; (ii) rules for collaboration, data sharing, and joint commissioning; and (iii) proactive change control to manage LGR/devolution and evolving national guidance. The ToR must be reviewed at each gateway and whenever material statutory or structural changes occur.
2. Scope
Covers: role assessment and SDS–Local Plan alignment; evidence/data management (audit, commissioning, assurance, publication); engagement and communications (members, partners, public); drafting and appraisal (including SA/SEA approach); inter‑agency coordination (NESO, NISTA, Homes England, Natural England, Environment Agency, National Highways); infrastructure pipeline alignment; and delivery planning (investment narrative, risk, and monitoring).

3. Membership
- Chair (SPA Lead) – overall accountability for SDS governance.
- Policy Lead – drafting and statutory compliance.
- Programme Manager – plan timetable, resources, risk, and change control.
- Evidence Product Lead – owns the evidence strategy and quality assurance.
- GIS/Data Lead – data standards, catalogue, maps, licensing, updates.
- Engagement & Comms Lead – narrative, member programme, external comms.
- Infrastructure & Utilities Liaison – NESO/NISTA/utilities/HE/EA coordination.
- Finance & Investment Lead – funding strategy, delivery pipeline, assurance.
- LPA Representatives – one per constituent LPA (officer level).
- Observers by invitation – e.g., neighbouring SPAs, health partners, DCs.

4. Quorum
Chair (or Deputy) plus three function leads (from Policy, Programme, Evidence, Data, Engagement, Infrastructure, Finance) and one LPA representative. Where a meeting is inquorate, urgent decisions may be taken by Chair’s Action with written concurrence from two function leads, with ratification at the next meeting.

5. Decision Gateways (Minimum Viable)

· G0 – Initiation: Approve Role Assessment scope, stakeholder map, draft SDS narrative, and interim governance. Artefacts: Role Assessment note; stakeholder register; risk register v0.1; comms outline.
· G1 – Evidence & Early Vision: Approve evidence/data audit, early priorities, one‑vision statement and success outcomes, initial SA/SEA approach. Artefacts: evidence audit; data catalogue; vision outcomes; SA/SEA plan.
· G2 – Drafting: Approve SDS structure/contents; joint commissioning plan; engagement plan (members/public); inter‑agency MoUs/SoCG scope. Artefacts: contents plan; commissioning pipeline; engagement plan; MoU/SoCG register.
· G3 – Pre‑submission: Approve consultation draft; communications plan; delivery/investment narrative; risk/mitigation update; data publication checklist. Artefacts: consultation draft; delivery framework outline; risk log vX; publication checklist.
· G4 – Submission: Approve final draft; evidence sign‑off certificates; statement of consultation; delivery framework (v1); readiness for examination. Artefacts: sign‑off pack; statement of consultation; delivery framework v1.
6. Papers & Sign-off
· Papers circulated ≥5 working days in advance; late papers by exception only.
· Use standard cover sheet (purpose, decision requested, links to vision/outcomes, legal/digital/data implications, risks, finance, engagement).
· Decisions recorded with action, owner, due date; publish decision log within 2 working days.
· Evidence sign‑off requires Evidence Lead + GIS/Data Lead concurrence on provenance, licensing, and publication readiness.

7. Escalation & Changes
· Policy/technical disputes: escalate to Chair; if unresolved within 10 working days, escalate to Leaders’ Group / Board with a short options note.
· Structural changes (e.g., LGR, devolution) trigger ToR and plan re‑baseline at next gateway, with resourcing implications set out.
· Change requests logged and triaged monthly by Programme Manager; material changes require gateway approval.
8. Collaboration Protocols
Use MoUs/Statements of Common Ground, shared procurement protocols, and simple data sharing/licensing agreements (including OS/PSGA terms) to enable joint evidence, map layers, and publication. Maintain a public register of these instruments. 
9. Review
Quarterly ToR review and at each gateway. Publish a short update note after each review summarising changes, rationale, and impacts (timeline, risks, resources).
10. Digital & Data Governance
· Name roles: Evidence Product Lead; GIS/Data Engineer; Dataset Stewards; Licensing Lead (part‑time).
· Keep a machine‑readable data catalogue (owner, source, licence, last updated, caveats); refresh quarterly.
· Default to web‑first publication; align with national tools (Planning Data Platform, DfT Connectivity Tool, NISTA) rather than replicating locally.
· Publish a quarterly “evidence/data update” note and maintain an open licensing register.
11. Inter‑Agency & Infrastructure Coordination
· Establish an Infrastructure & Utilities Liaison process/function to synchronise SDS evidence with NESO, NISTA and utility planning cycles.
· Maintain an infrastructure pipeline register (local/strategic/national) including cross‑boundary schemes; review at G1, G2 and G3.
12. Communications & Member Engagement
· Maintain an SDS narrative in plain English, a member engagement programme, and a public-facing glossary.
· All papers use plain English; minimise acronyms; supply visual summaries, video media where possible.
13. Risk & Assurance
· Maintain a live risk register covering legislative uncertainty, LGR/devolution, evidence quality, resourcing, timelines, and legal risk.
· Assign risk owners; review monthly; escalate red risks to Leaders’ Group.
· Maintain an assurance map (who checks what, when) for legal, data, SEA/SA, finance, and equality impacts.


Optional Protocols (for consideration)
14. Procurement & Commissioning Protocols
· Commission only evidence that answers strategic questions; avoid duplication with Local Plans.
· Use shared procurement where feasible; embed knowledge transfer into all contracts.
· Maintain an evidence commissioning tracker with dependencies and publication plans.
15. Equality, Health & SA/SEA Oversight
· Nominate a Health & Equality Champion to ensure legal duties and the SDS “health outcomes” thread run through evidence, engagement, and drafting.
· Confirm SA/SEA management approach by G1; ensure early integration with vision and scenario testing.

16. Decision Rights & Delegations
· Board decisions: gateway approvals; publication of consultation drafts; commissioning over £X; changes to scope/timetable; acceptance of inter‑authority MoUs/SoCG.
· Chair’s delegated authority: urgent decisions between meetings (with two function lead concurrences).
· Officer‑level delegations: programme replans within ±10% schedule variance; minor budget virements up to £Y.


17. Conflicts of Interest & Transparency
· Maintain a register of interests; declare at each meeting; conflicted members absent for the relevant item.
· Publish decision logs, ToR, collaboration instruments, and quarterly evidence/data updates on the SPA website.


