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WORKING GROUPS POLICY
	Policy Number 39



	Issue No.
	Date completed
	Details of amendments

	1
	19.01.09
	GP.065.01.09

	2
	17.05.10
	Annual Statutory Meeting (Revisions)

	3
	24.05.10
	GP.097.05.10 

	4
	28.07.14
	GP.20.07.14 – General review.

	
	
	

	
	
	

	
	
	

	
	
	


1.0
INTRODUCTION

1.1
In general, a working group shall be formed to investigate an issue or carry out a particular project that will help the standing committee in deciding a course of action in the future.  Issues or projects to be considered should broadly have objectives which support those of the Council.  Working groups should generally be research oriented and not initiated to carry out tasks. 
1.2
A Member or group of Members who feel that a standing committee should consider a particular issue or develop a specific project should submit a report on the issue in accordance with the Council’s Standing Order No. 4.10.19 whereby:- 

“Councillors may request an item to be placed on an agenda of the relevant committee at least seven days prior to the publication of the agenda supported by a written report…” 

1.3
As a result of the report the standing committee will resolve whether it supports the issue, whether it will appoint a working group and if so, the standing committee will also agree the terms of reference for the working group.  The standing committee may also resolve that the issue will be dealt with by the committee direct.
2.0
GENERAL

2.1
All working groups should have a life of no more than six months.  Requests for extensions should be made to the standing committee giving reasons why there is a need to extend the time or if necessary to consider revisions to the agreed terms of reference.

2.2
Depending on the possible work that may be involved, the standing committee will determine the number of Members to sit on the working group and appoint from those volunteering for the task.  There should be no less than three and no more than five Town Councillors in any working group.  Members of the working group do not have to be members of the standing committee.
2.3
The working group may include persons who are not members of the Council, but they are not permitted to be Chairman of the working group or be entitled to vote on the deliberations of the working group.

2.4
The working group must refer all decisions rightly the responsibility of the standing committee to that committee.  Where there is a need for a decision to be made rightly the responsibility of that standing committee, but outside the usual committee cycle, the Chairman of the working group will liaise with the Town Clerk to enable such decision to be determined by the Urgent Consultation Panel if appropriate.

3.0
TERMS OF REFERENCE 
3.1
The written report submitted in 1.2 above will include a set of specific and achievable recommendations and/or objectives which may help form the basis of a set of terms of reference for the working group.  Such terms of reference will be determined by the standing committee.
3.2
The terms of reference shall also require the working group to set out all the alternatives and options and should also provide evaluation of these alternatives and options giving reasons why specific courses of action have been put forward or disregarded.

3.3
The final report should contain recommendations for the standing committee to consider.  This report should have enough information to inform other Members on the options and recommendations presented so that an informed debate can then be held. 

3.4
If funding is to be provided that has not been previously agreed through the standing committee’s annual budget, such funding should be requested by the standing committee in accordance with the Council’s Financial; Regulations. 

3.5
Where funding is to be provided, estimates of proposed expenditure should be submitted to the standing committee in advance of any expenditure and thereafter details of income or expenditure should be submitted to the standing committee at each meeting.

3.6
All orders for work, goods and services must be made in accordance with section 10.0 of the Council’s Financial Regulations.
4.0
ESTABLISHMENT

4.1
Immediately after the appointment of the working group, officers will propose a number of dates for the first meeting of the working group.  
4.2
At this first meeting which can be facilitated by officers, a Chairman will be appointed who will be responsible for:- 

· Convening meetings where the majority of the working group can attend.

· Compile reports for the agreement of the working group and submit these to each subsequent meeting of the standing committee.

· Request, in writing, extensions to the life of the group or possible changes to the agreed terms of reference if necessary.

· Ensure that all enquiries from the press are referred to the Chairman of the standing committee in accordance with the Council’s Media Policy (No. 26).

4.3
One week prior to each meeting of the standing committee the Chairman of each working group will submit a written report at that meeting.  
4.4
The working group will occasionally need enabling information from officers to complete their task.  As far as possible this should be agreed with the appropriate officer at the beginning of the work.  On some matters it will be essential that the working groups work with officers in order that a satisfactory outcome can be achieved.  It is important that the same, fast working timetables are used in presenting a final recommendation to the standing committee. 

4.5
If during the agreed life of the working group it is found that the original task is greater than that initially envisaged, the working group should submit a report to the standing committee and suggest ways that the task can be subdivided down to meet the agreed timeframe of the working group. 

4.6
Details of both the terms of reference and the task of the working group shall be set out in full using the template attached at Annexe A of this policy and agreed by the standing committee.  
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