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Steering Committee Meeting 

31st January 2019 

Minutes of Meeting 

(held at the Sutton Village Hall at 7:30pm) 

Attendees:    Apologies: 

Darren Brooker (DJB)  Chair Mike Kingdon (MiK)  Vice-chair 

Stefan Senger (SS)   Committee Member Chris Brown (ChB)   Committee Member 

Libby Gardner (EG)  Committee Member Samuel Kingston (SK)   Parishioner 

Helen Kapur (HK)   Committee Member  

Briony Giddings (BG)  Committee Member  

Claire Brooker (CMB)  Note-taker   

 
1. Apologies for Absence 
 

Apologies were received from Mike, Chris and Samuel. 
 

2. Declaration of Interests (other than residence in Sutton) 
 

No change. 
 

3. Agreement of Minutes of Previous Meeting 
 

Minutes of the meeting 04 of 18th December 2018 agreed by all present and signed by the 
Chair. 

 
4. Matters Arising From Previous Meetings 
 

Previous Action 01.4.a.2: All members to confirm whether they can access the Google Drive for 
Sutton NP. Mike, Chris and Helen confirmed. Libby & Briony still to confirm whether they can 
access the Google Drive. Claire to contact Libby to provide assistance. Ongoing. 
 
Previous Action: 01.06.f.1: Mike to liaise with Sue Oliver and Helen concerning legal issues and 
land ownership.  Not managed to progress further, though all the many postcodes within the 
parish have now been collated.  Priority has been the questionnaire so time/focus has been on 
that.  As the questionnaire task will take time to complete, we will have time to progress 
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discovering who the landowners are in parallel.  Helen, Mike and Sue Oliver to meet again and 
mark up maps with a pen.  Helen to take action to progress. Ongoing. 

 
Previous Action 02.5.1: Web-site for Neighbourhood Plan. Darren to follow up with Gavin Ross 
to build a web site for Sutton Neighbourhood Plan. Darren has spoken to Gavin; Gavin is very 
busy at the moment but said he would progress. Still no progress on this, and the launching of 
a web-site is now getting urgent.  Mike said he would ask at Manor Farm for potential web-site 
build help, Claire offered to consult her brother for help, and Chris said he would ask his son 
Jamie.  Gavin has now produced a web-site which is now live. Completed. 

 
Action 03.7.a.1: Mike to follow up with Phil Lane concerning the newsletter/village  
Mike has spoken to Phil.  It was agreed that Mike and Darren will draft the next village update 
leaflet (A5 size) to update parishioners of the progress of the Neighbourhood Plan, the 
planned ‘Walk & Talk’ on the village during the Christmas period, and future dates on the 
Green Infrastructure Plan.  Newsletters to be hand-delivered.  Completed. 

 
Action 03.7.c.1: Darren and Mike to ensure that BRCC are given all the postcodes covering 
Sutton parish, before the Housing Needs Survey gets underway.  Completed. 

 
Action 03.7.f.1: Christmas ‘Walk & Talks’: These are proposed guided walks which will inform 
people on where local landmarks (which will be mentioned in the questionnaires) are in the 
village, as well as fostering good social spirit between Christmas and New Year. Mike has kindly 
volunteered to lead this initiative. Event took place on 28th Dec 2018, only small attendance 
but was deemed useful. Completed. 

 
Action 04.7.e1: Darren to place order for Housing Needs Survey with BRCC. Completed. 

 

Action 04.8.1: Chris asked for future minutes to refer to members of the meeting by their first 
name, not initials.  Completed. 

 
5. Current Status, Progress and Key Next Steps for Sutton Neighbourhood Plan 

 
a. Web site and Facebook page 

 
Web site has now been set up by Gavin Ross and is now live. Gavin is still available to assist 
with any updates on the site, as directed by the Committee. Many thanks go to Gavin Ross 
and Jamie Brown (parishioners) for their help. 
 
Facebook page created by Darren is now available – Briony confirmed that she had 
checked it out and looks ok. 
 
Web site, Facebook page and email address for Neighbourhood Plan is now being 
publicised on all leaflet/newsletter communications – including the latest leaflet promoting 
the first Green Infrastructure Plan event for Monday 4th February 2018. 

 
b. Housing Needs Survey 

 

Darren thanked members of the committee who hand-delivered the surveys to households 

in the parish. Darren stated that Jemma from BRCC had reported that 30 surveys had been 

returned to them so far. Closing date for returns is 22nd February 2018. 
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All committee members stated that they would encourage more people to complete the 

survey, Stefan to contact members on the Village Hall committee to encourage them and 

their neighbours to complete it. Further encouragement to take place for visitors at the 

next Coffee morning on 9th February, and also at the first Green Infrastructure event on 

Monday 4th February where spare copies will be available. 

 

c. Green Infrastructure Plan 
 

Darren reported that everything was ready for first workshop on: Monday 4th February 

2019, 19:30 - 21:30 

 

Leaflets promoting the event had been hand-delivered to all households in the parish.  

Notices have been put up on the three village noticeboards and at the village pub.  Libby 

agreed to arrange tea\coffee, sugar and biscuits. Briony agreed to provide 4-pints of milk. 

 We need to set up the Village Hall from 7pm that day – Stefan agreed to open up Hall. 

 BRCC are running this event - but event location, refreshments and marketing is to be 

provided by the Committee.  

 

 Other workshop dates are booked for: 

o Saturday 2nd March 2019, 10:00 - 12:00 

o Tuesday 26th March 2019, 19:30 - 21:30 

  
All these dates will cover slightly different aspects of the Green Infrastructure Plan. 
 
Stefan will encourage all Village Hall members to attend the GIP sessions, and Darren will 
look into setting up ongoing countdown alerts on Facebook to remind NP Facebook 
subscribers to attend. 

 
d. General Questionnaire 

 
Further iterations and drafts of the general questionnaire have been produced over the 
past few weeks following comments received from committee members, CBC (Tom Price) 
and BRCC (Jemma).   An ‘identified features of local importance’ map had also been 
supplied with the help of CBC (Tom Price) to ensure clarity of the locations of the features 
referred to in the general questionnaire. 
 
Comments on latest draft: 

 Briony suggested that the second picture of Sutton Packhorse bridge on the front cover 
should be replaced with something else, Libby proposed that it be a picture of the school.  
All agreed. 

 Stefan advised that questions with a scale of five opinions should all be labelled 
appropriately and consistent throughout, likewise with the use of capital letters. 

 All present were happy with the content. 
 
 Action 05.5.d1: Darren to modify the end of the introduction and return instructions to 

encourage respondents to hand-deliver their surveys back to the nominated houses within 
the village (two houses, one at each end of the village) rather than use the Freepost 
envelopes which will be provided – as it would save on costs.  
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 Darren stated that General Questionnaire should be issued after the housing needs survey 
has finished (in accordance with BRCC advice), but it can run parallel with the timescales of 
the Green Infrastructure Plan workshops.  All agreed to help hand-deliver the general 
questionnaires, speaking to household recipients whilst dropping the questionnaires off. 
Estimated date for issuing the questionnaires is the end of February, with a view to 
requesting that the questionnaires are returned by the end of March. 

 
 The questionnaire itself will be A4 size but should be able to fold into A5 size to post 

through parishioners’ letterboxes. 
 
 Action 05.5.d2: Darren to discuss with Jemma at BRCC on size of the pre-printed 

envelopes, with respect to the possibility of folding the questionnaires. 
 
 It was discussed that finding out how many people are in each household could be useful – 

so as to know where we need to issue more than one questionnaire per household. It is 
possible that the Parish Council clerk has the complete (confidential) list of people on the 
Electoral Register within the parish and could give a tally of how many people are present 
in each household – without needing to pass the confidential list onto the committee. 
Obviously this would not include children and young adults below voting age – and we 
would still strive to include these people if they so wish. 

 
 A test on-line version of the general questionnaire has been set up on SurveyMonkey by 

Darren, as a feasibility of using this as an alternative medium for people to respond to the 
general questionnaire. SurveyMonkey subscription costs are nearly £400 per year, or (on a 
monthly basis) £35 per month, £70 for 2 months or £105 for 3 months.  Darren proposed 
to use SurveyMonkey for this purpose, and to opt for a monthly subscription, of two, or (if 
required) three months.  All agreed.  This gives us the option to extend data collection 
window for the on-line version if required, as well as to analyse/download the data. 

 
Action 05.5.d3: Darren to finalise the online version of the general questionnaire for use in 
parallel to the paper version. 

 
The data collection and analysis from the General Questionnaire will be done by 
nominated member(s) of this Steering Committee (as opposed to the analysis of the 
Housing Needs Survey which is being done by BRCC).  Comments at the meeting also 
discussed the need for consistency in the layout of the data produced from SurveyMonkey 
in comparison to the data collected from the paper questionnaire. It was suggested that if 
the balance of responses was weighted towards on-line rather than the paper 
questionnaire, then as part of the data collation we could type the returned completed 
paper questionnaires input into SurveyMonkey, so we would have a single repository of 
the results.   
 
It was agreed by all present that the General Questionnaire could now be sent for printing 
following the final editorial changes to be made by Darren. 
 
Action 05.5.d4: Darren to finalise the general questionnaire and arrange for the necessary 
printing to be done. 
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e. Land Ownership 
 

Covered under above “Action 01.06.f.1: Mike to liaise with Sue Oliver and Helen 
concerning legal issues and land ownership” No more updates as of yet, Helen has now 
agreed to take the action to progress.  

 
6. Financial Update and Approvals 

 
a. Current financial status and forecast 

 
Chris had updated the Financial tracker and emailed it to the committee prior to the 
meeting. All present were happy with this update. 
 

b. Budget approvals and approval to place orders for: 
 

i. Housing needs survey 
Darren stated that the printing side of the costs had increased from £50.40 to 
£61.20. Postage costs were £12.30 currently and would increase as more surveys 
were sent in. Noted at meeting, as total still within £100 previously approved. 

 
ii. Stationery  

Darren had placed an order for £36.88 + VAT for envelopes/paper. £50 had already 
been previously approved by the committee. 
 

iii. On-line Questionnaire 
It was agreed that by all present to subscribe to an on-line survey tool for up to 3 
months at £35 per month (max £105 total)  
 

 
7. Other Next Steps and Future Activities 

 
a. Newsletter / village update 

 
All agreed that the next date for issuing the next newsletter/update to parishioners would 
be during weekend of 16th/17th February – in order to encourage people to complete the 
housing Needs survey before survey closure on 22nd February, and to notify parishioners 
that the General Questionnaire will soon occur thereafter.  A further update could take 
place before the last Green Infrastructure workshop before the end of March. 

 
b. Project plan / plan of activities 

 
The Housing Needs Survey should finish on 22nd February 2019, and the Green 
Infrastructure Plan by end of March/early April.  The General Questionnaire should finish 
by end of March/early April.   This means that by the end of April we should have all the 
data we need to analyse and that we should plan to commence drafting the 
Neighbourhood Plan and pour policies in May/June 2019.  We may need further assistance 
(e.g. a planning consultant to help us with drafting our policies) but we won’t know what 
we need until after the data collection and analysis.  
 
We should ensure we have sufficient funding in reserve for future activities to ensure we 
can complete our neighbourhood plan (e.g. further studies etc.).  We currently have £6,034 
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secured from Locality (a Government funded service), and thus the possibility of a further 
£2,966 to obtain if need be in the next tax year.  In addition, there are other services and 
technical reports that could currently be available from Locality, if we can demonstrate the 
need after our analysis (e.g. design package), there is a risk, especially with the uncertainty 
of Brexit, that changes in Government policy or funding could impact future financial years, 
as funding is not currently guaranteed beyond March 2019. 
 
Our current aim is to get a draft of our policies and Neighbourhood Plan completed by the 
Summer of 2019 (subject to any future technical studies/reports that may be needed). 
 

 
8. Any Other Business 

 
None. 
 
Next steering committee meeting is Thursday 28th February 2019 at 7:30pm. 

 

There being no further business, the meeting closed at 8:54pm. 

 

 

 

Signed ……………………………………………………… Chair   Dated…………………………………….. 


