
Alwoodley Parish Council
Draft Terms of Reference: 2027 Summer Event Working Group
1. Purpose
The 2027 Summer Event Working Group is established by Alwoodley Parish Council to plan, organize, and execute the council’s annual summer event, scheduled for Sunday, 27 June 2027.

2. Governance, Delegation, and Administration
· Status: The Working Group is an advisory body reporting directly to Full Council.
· Authority: The Working Group cannot make binding financial decisions unless explicitly delegated a budget pot by Full Council. All recommendations, formal risk assessments, and budget requests must be submitted to Full Council for approval.
· Meeting Notes & Action Tracking: Brief meeting notes, including a clear action tracker (identifying task, owner, and deadline), must be sent to the Parish Clerk after each meeting to assist in monitoring progress.
· Policy Compliance: The event and all associated planning must strictly comply with Health and Safety regulations, council policies, and relevant legal standards.
3. Volunteer Involvement and Management
· Policy Basis: The recruitment and deployment of volunteers for the event is pending formal Council approval of the council’s draft Volunteer Policy.
· Intake Process: All volunteer recruitment, registration, and onboarding must comply with the official intake process managed directly by the Parish Clerk before volunteers are assigned duties.
· Safety & Welfare: The Working Group will ensure volunteers receive appropriate task briefings, necessary safety equipment, and adequate supervision throughout the planning and delivery of the event.

4. Roles and Responsibilities (MOCHA Framework)
To ensure clarity and accountability, the Working Group will operate using the MOCHA Framework for project management:


· M - Manager: Oversees project progress, holds group members accountable, and ensures deadlines are met.
· O - Owner: The lead person ultimately responsible for the successful overall delivery of the event.
· C - Consulted: Key stakeholders whose input/feedback must be sought before decisions are finalized (e.g., local residents, emergency services, Leeds City Council licensing).
· H - Helper: Group members or volunteers tasked with delivering specific hands-on tasks.
· A - Approver: Full Council (approves overall event plan, policies, safety measures, and final budget).

Specific lead roles assigned within the group will include, but are not limited to:

· Designated First Aid Lead
· Designated Safeguarding Lead (ensuring training and checks are in place)
· Community Engagement Lead (coordinating community group stalls, activities, and local performers)
· Stakeholder Liaison (inviting local political representatives, dignitaries, and partner organizations)

5. Key Milestones and Timeline
	Deadline
	Milestone / Deliverable

	15 November 2026
	Budget Submission: Submit the detailed event budget request to the Council Clerk ahead of the budget workshop (30th November)

	30 November 2026
	Budget Workshop: Council Budget Workshop takes place to review and refine funding proposals for 2027/28.

	January 2027
	Planning & MOCHA Roles: Finalize detailed event timeline and formally assign MOCHA project roles to group members at the January council meeting.

	February 2027
	Permissions & Safety:

• Complete and submit the event application form to Leeds City Council by the end of February.


• Liaise with partners, create formal Risk Assessment (ensuring Health and Safety compliance), and ensure public liability insurance is in place.


	May 2027
	Final Checks: Confirm stallholders, first aid/safeguarding cover, equipment bookings, and volunteer rotas (following Clerk intake completion).

	1 Week Before Event
	Volunteer Briefing: Hold a dedicated volunteer meeting to go through the complete event outline, health and safety procedures, site layout, and individual roles.

	27 June 2027
	Event Day

	July 2027
	Post-Event Review: Submit event debrief and final accounts to Full Council.


6. Membership & Meetings
· Membership: Composed of designated Parish Councillors [named at November Meeting]  community volunteers/clerk support with planned hours as agreed by Council in the budget proposal due on 15th November.
· Meetings: The group will meet monthly (or as required) in person or virtually. Notes and action points will be sent to the Clerk following each meeting.

