
 
 
 

 

 

 

 

Agenda - 19 November 2025 at 16:30 
Welcome. 

1. Apologies for absence. 

2. Introduction. 
This is the first meeting of the Working Group tasked with delivering the creation 

of an event space on the former bowling green, at Towneley Gardens. 

 

 

 

 

3. Terms of Reference. (Attached). 
For members to:  

▪ Consider and approve the Working Group’s Terms of Reference. 

▪ Nominate a Chair and Vice Chair  

▪ Consider co-opting other non-council members to the group. 

4. Working Group – Current Skills and Skills Required. 
Identify group members skills and areas where additional skills/expertise would be 

beneficial for delivering the project. 

5. Project Plan. (Attached). 
For members to: 

▪ Consider and approve the Project Plan. 

▪ Set a date for a site visit. 

▪ Consider preliminary dates for the key deliverables. 

6. General Discussion. 

7. Future meeting dates for consideration. 
- 3 December 2025 
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Meeting: Working Group 

Meeting Date: 19 November 2025 

Title: Towneley Garden Event Space Creation 

Topic: Terms of Reference 

Submitted by: Clerk and Responsible Financial Officer 

1. Purpose of the report. 
For members to approve the Terms of Reference as set out in Appendix 1, nominate a Chair 

and Vice Chair and consider co-opting other non-council members to the group. 

2. Executive Summary. 
The Towneley Garden Event Space project represents a significant opportunity to enhance 

public amenities in Longridge by transforming the former bowling green into a versatile 

outdoor venue for community events, gatherings, and recreation.  

With £90,000 in grant funding secured from Ribble Valley Borough Council (RVBC), this 

initiative aligns with local priorities for improving green spaces and fostering community 

engagement. Approval of the Terms of Reference (ToR) will provide structured oversight, 

mitigate risks, and maximise the project's benefits. 

3. Project Background 
The Project aims to redevelop the disused bowling green area into a modern, accessible 

outdoor venue capable of hosting markets, festivals, performances, and family picnics.  

As of October 2025, the Council has confirmed its intent to proceed, pending finalisation of 

a Grant Agreement with RVBC, which includes submitting a site plan and full details of the 

proposed works along with an estimated time frame for the works and details of future 

maintenance arrangements. 

4. Members are recommended to: 
a. Approve the Terms of Reference as set out in Appendix 1,  

b. Nominate a Chair and Vice Chair. 

c. Consider co-opting other non-council members to the group. 
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Working Group - Terms of Reference Towneley Garden Event Space Project 

1. Project Background and Vision. 
1.1 Background:  

Longridge Town Council has been awarded a £90,000 grant from Ribble Valley Borough 

Council (RVBC) to create a new event space on Towneley Gardens. The space is intended 

to provide a dedicated area for market traders and community entertainment, 

enhancing the vibrancy and economic vitality of Longridge town centre. 

1.2 Vision:  
To create a flexible, accessible, and sustainable event space that becomes a focal point 

for community life, supporting local trade and providing a high-quality venue for a wide 

range of cultural and social events. 

2. Purpose of the Working Group. 
The Working Group is established by Longridge Town Council to: 

• Manage the successful delivery of the Towneley Gardens Event Space project on 

time and within budget. 

• Act as the primary coordinating body for the project, providing recommendations 

and oversight to the Full Council. 

• Ensure effective communication and consultation with stakeholders and the 

community. 

3. Scope and Key Deliverables. 
The Working Group is authorised to plan and oversee all activities within the following 

scope: 

• Developing the project brief and design concept. 

• Managing community and stakeholder consultation. 

• Procuring professional services (e.g., design, surveying, consultant). 

• Managing the tender process for construction works. 

• Monitoring the construction phase and ensuring quality control. 

• Reporting progress to the Full Town Council. 

Key Deliverables: 

➢ Agreed Project Brief and Concept Design. 

➢ Consultation Report. 

➢ Tender Documentation and Tender Evaluation Report. 

➢ A completed, fully functional event space by June 2026. 
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Working Group - Terms of Reference Towneley Garden Event Space Project 

4. Membership. 
4.1 Composition: The Working Group shall comprise: 

• Councillor Members: Cllrs. Walker, Eccles, Gornall, Smith and Rogerson. 

• Project Lead: The Town Clerk will be responsible for administration and finance. 

• Chair: A nominated Councillor (to be appointed by the Working Group). 

• Vice-Chair: A nominated Councillor (to be appointed by the Working Group). 

• Co-opted Members: Up to three non-voting, co-opted community representatives 

(e.g., a market trader, a local events organiser) to provide specialist advice. 

5. Roles and Responsibilities. 
• The Chair: Will lead meetings, represent the project externally, and ensure the 

Group operates effectively and within its Terms of Reference. 

• The Vice-Chair: Will deputise for the Chair as necessary. 

• The Town Clerk (Project Lead): Will provide secretariat support, manage the budget, 

maintain the project plan, and implement the Group's decisions in line with Council 

financial and procurement regulations 

All Members: Are expected to attend meetings, contribute constructively to discussions, 

and act in the best interests of the project and the community. 

6. Decision-Making and Reporting. 
• Decision-Making: The Working Group will operate on a principle of consensus. 

Where a formal vote is required, each Councillor member shall have one vote, with 

the Chair having a casting vote. 

• Recommendations to Full Council: The following key decisions must be 

recommended to the Full Council for final approval: 

▪ Final project design and scope. 

▪ Appointment of contractors and consultants. 

▪ Any significant deviation from the agreed budget. 

▪ The final project sign-off and handover. 

• Reporting: The Chair will provide a regular progress report at each scheduled 

meeting of the Full Council. 

7. Meetings and Frequency. 
• Frequency: Meetings will be held monthly, or more frequently as required by the 

project timeline (e.g., during the tender and construction phases). 

• Quorum: A quorum for meetings shall be 50% of the appointed Councillor 

members. 

• Agendas: Agendas will be circulated at least three days prior to meetings.  

• Minutes: Will be drafted by the Clerk and circulated for approval at the next 

meeting. 
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Working Group - Terms of Reference Towneley Garden Event Space Project 

8. Resources and Budget. 
• Budget: The total project budget is £90,000, provided by RVBC. All expenditures 

must be approved in line with the Council's Financial Regulations 

• Contingency: A project contingency of 10-15% will be maintained within the overall 

budget for unforeseen costs. 

9. Key Dependencies and Risks. 
• Key Dependencies: 

▪ Successful planning permission (if required). 

▪ Availability of contractors and materials. 

• Key Risks: The Group will actively manage risks, including: 

▪ Project delays due to weather or planning. 

▪ Budget overruns. 

▪ Community opposition 

10. Review of these Terms of Reference. 
These Terms of Reference will be formally reviewed by the Working Group at the 

project's mid-point and upon its completion. They may be amended at any time by a 

resolution of the Full Council. 

 

 

Page 6 of 11



  

 

Meeting: Working Group 

Meeting Date: 19 November 2025 

Title: Towneley Garden Event Space Creation 

Topic: Project Plan 

Submitted by: Clerk and Responsible Financial Officer 

1. Purpose of the Report. 
For members to consider and approve the draft Project Plan as set out in Section 4, set a date for 

a site visit and set dates for key deliverables. 

2. Introduction. 
Ribble Valley Borough Council has agreed to provide a grant of £90,000 to Longridge Town 
Council, to part fund the following Project: 

Creation of an event space on the former bowling green, at Towneley Gardens. 

 
 
 
 
 
 
Notes: 

a. The delivery of the project is being undertaken by Longridge Town Council, with a target 
completion date of early summer 2026. 

b. The term Event Space is understood to mean for use by market traders and for 
community entertainment. 

c. As Towneley Gardens is owned by RVBC a separate licence/ legal agreement will be 
required between the parties to allow the Town Council and/ or their contractors to 
enter the land to undertake the works.  

d. Funds do not have to be spent by March 2026. 

3. Next Steps. 
• RVBC will shortly issue a grant agreement to the Town Council and no grant will be 

made until it has been completed (signed) and returned to RVBC. 

• A red edged site plan and full details of the proposed works will be required to be 
appended to the grant agreement along with an estimated time frame for the works and 
details of future maintenance arrangements. 

• This plan will also be used to establish whether the development requires planning 
permission and/ or building regulations. 

Towneley Garden Project 
wne 

 

wne 

Page 7 of 11

Owner
Agenda Item 5



4. Project Plan 
4.1 Project Initiation and Governance - (Mid-November - End December 2025) 

Objective: To formally establish the project, its leadership, and governance structures. 

# Key Action Description Output/Deliverable Responsible 

1 
Establish Project 
Working Group (WG) 

Appoint a small, agile Working 
Group (WG) from Councillors and 
co-opted members. 

Council Lead (Deputy Chair) – 3/4 other Cllrs. with 
experience of events, project management, finance - 
Clerk to the Council (Secretariat/Admin). 
Community reps. can be consulted later to save time.  

Clerk. 

2 
Develop and agree 
Terms of Ref. (ToR) 

Draft and agree the ToR. 
Finalised ToR, defining scope, purpose, authority, and 
decision-making processes.  

Clerk. 

3 Site visit. 
Walkover to understand the space 
and constraints. 

Initial site assessment.  Working Group 

4.2 Concurrent Design and Consultation - (January 2026) 
Objective: To develop a design and simultaneously consult with stakeholders to save time. 

# Key Action Description Output/Deliverable Responsible 

1 
Develop Initial 
Concept 

WG meetings to define core requirements 
based on the site visit. 

Project Brief Document (e.g., hard-standing, 
power, lighting, staging). 

Working Group 

2 
Parallel Stakeholder 
Consultation  

Engage with key parties while developing the 
concept design. 

Consultation Feedback from: - Market 
Traders: Direct contact. - Public: Online 
survey and a single, public drop-in session. 

Working Group 

3 Appoint Designer 
Appoint professional to turn the brief into 
formal drawings, include feedback as it is 
received 

Appoint a consultant Clerk / WG 

4 
Finalise Concept 
Design 

The designer incorporates consultation 
feedback directly into the final concept 

Final Concept Design and Drawings for 
Council approval 

Working Group / 
Consultant 
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# Key Action Description Output/Deliverable Responsible 

5 
Submit Grant 
Agreement with 
plans to RVBC. 

Append plans and details of the proposed 
works to the grant agreement along with a 
time frame for the works and details of future 
maintenance arrangements. 

RVBC decide if planning approval building 
regulations are required. 

Licence/ legal agreement to be approved and 
signed. 

Clerk 

6 Planning 
If required submit planning application to 
RVBC 

Planning approval given. Clerk/Consultant 

4.3 Procurement - (February – mid March 2026) 
Objective: To obtain competitive quotes and appoint a contractor 

# Key Action Description Output/Deliverable Responsible 

1 
Full Council 
Approval   

Seek approval for the final design and budget 
to proceed to tender. 

Council resolution to tender the works. WG Chair/Clerk 

2 
Develop Tender 
Package 

Consultant produces detailed drawings and a 
Scope of Works 

Full Tender Pack (Drawings, Scope of Works, 
Pricing Schedule, Contract Terms). 

Clerk / Consultant 

3 Invitation to Tender 
Advertise the tender with a short submission 
period (e.g., 2 weeks). Using local contractor 
networks. 

Tenders issued and returned Clerk 

4 Tender Evaluation 
WG meets immediately after tender deadline 
to evaluate submissions 

Tender Evaluation Report with a 
recommendation for preferred supplier. 

WG 

5 
Contractor 
Appointment 

Council convenes to approve the appointment Council resolution to appoint the contractor. Clerk/ Full Council 
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4.4 Construction and Handover - (Late March – June 2026) 
Objective: To manage the construction phase effectively and complete the project by end of June. 

 

 

 

 

 

 

 

 

 

# Key Action Description Output/Deliverable Responsible 

1 Pre-Start Meeting 
Formal handover to the contractor, agree on 
program, site access, and communications. 

Signed Contract and Agreed Project 
Program. 

Clerk/Contractor 

2 Construction Phase Regular site monitoring by the Working Group/Clerk. Fortnightly progress meetings.  Working Group 

3 Practical Completion 
Formal inspection and sign-off that the works are 
complete as per the contract 

Certificate of Practical Completion Clerk / Consultant 

4 Project Launch 
Organise a soft launch or official opening event to 
showcase the new space to the community 

Successful launch event in June 

2026. Working Group 
Working Group 
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5. Critical Success Factors and Risks for the Accelerated Plan 
• Streamlined Decisions: The Working Group and Full Council must be prepared to make 

decisions quickly. 

• Overlapping Phases: Consultation and design must happen concurrently. This carries a 
risk of rework if feedback is strongly negative, so the initial brief must be well-considered. 

• Contractor Availability: A short tender period and spring start date may limit contractor 
availability. Consider using a framework of pre-vetted contractors if possible. 

• Weather: Construction in Spring is more reliable than winter, but wet weather can still 
cause delays. The budget must include a contingency for potential overruns. 

• Budget Contingency: With a fast-track project, a minimum 15% contingency is advised 
to manage unforeseen costs.  

• Planning Permission: The Council must quickly determine if planning permission is 
needed. If it is, this timeline is likely unachievable. Action: Submit a pre-application 
enquiry to RVBC Planning in Phase 4.1 to get an early opinion. 

6. Members are recommended to: 
a. Consider and approve the draft Project Plan as set out in Section 4 (above). 

b. Set a date for a site visit. 

c. Set dates for key deliverables. 
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