Broads Authority
Code of Corporate Governance: June 2010
1  
Introduction
1.1 
Governance is about how local government bodies ensure that they are doing the right things, in the right way, for the right people, in a timely, inclusive, open, honest and accountable manner.  It comprises the systems and processes, and cultures and values, by which local government bodies are directed and controlled and through which they account to, engage with and, where appropriate, lead their communities.
1.2 
Governance is more than making sure that things do not go wrong or fixing them if they do.  Good governance adds value; it ensures effectiveness and efficiency in ever changing circumstances.

2
Code of Corporate Governance: Objectives
2.1 
The principal objective of a code is to increase credibility, accountability and public confidence in local authorities, and all public bodies are encouraged to adopt a local code.  A code helps:
· to develop a framework for corporate governance for the Authority based on good practice and external guidance;

· to demonstrate compliance with the principles of good governance;

· to continuously improve the Authority’s effectiveness through an annual review of performance against the framework with an action plan to address weaknesses; and

· to feed the results of this assessment into the Authority’s Annual Governance Statement. 

3 
Delivering Good Governance 
3.1 
The following schedule, which forms the basis of the Authority’s Code, has been developed using the structure recommended in the CIPFA/SOLACE document ‘Delivering Good Governance in Local Government – Guidance Notes for English Authorities’.  This framework builds on the set of core principles recommended by the Independent Commission on Good Governance in Public Services in 2004 for underpinning the governance arrangements of all public sector organisations of:
· a clear definition of the body’s purpose and desired outcomes;

· well-defined functions and responsibilities;

· an appropriate corporate culture;

· transparent decision making;

· a strong governance team; and 

· real accountability to stakeholders.

3.2 
The framework has six core principles, a number of supporting principles and suggestions for source documents/good practice that may be used to demonstrate compliance.  
3.3      The schedule includes a number of references to “scrutiny”. Scrutiny is a process which operates in a very specific way in local authorities and to which certain established principles and procedures apply. Whilst these same procedures do not apply to the Broads Authority, the Terms of Reference of the Navigation Committee, Financial Scrutiny and Audit Committee and Broads Forum extend to scrutiny in the broad sense and it is therefore considered appropriate to refer to them in that more general context.
4
Commitment and Review
4.1 
The Broads Authority is committed to action to deliver good governance and column 2 of the schedule represents what the Authority does now or intends to do with immediate effect.  Performance against the schedule will be reviewed and updated on an annual basis, highlighting what has been done and any further improvements needed for the forthcoming year.  The outcome of the review will be reflected in the Annual Governance Statement published each year with the Statement of Accounts.  
5
Responsibilities
5.1 
The annual review will be initiated by the Director of Corporate Services, who will consult with the Management Team, the Solicitor and Monitoring Officer, the Treasurer and Financial Adviser and the Chairs of the Financial Scrutiny and Audit Committee and the Standards Committee.  Other senior staff will also be invited to contribute. Significant areas of concern raised during the annual review will be referred to the Standards Committee for comment. 
5.2 
Delegation is given to the Chief Executive to make the necessary changes/amendments to the Code as a result of the annual review to ensure it stays relevant and up to date.  Any significant changes will be reported to the Authority as part of the report on the Annual Governance Statement, and any weaknesses or outstanding actions identified will be incorporated into the Action Plan for the following year..  
5.3 
The Annual Governance Statement is approved by the Authority and signed by the Chair and the Chief Executive on behalf of the Authority. 

Signed:
Stephen Johnson
               

John Packman
Chair of the Authority


Chief Executive
Date:

	Supporting principle
	We will :
	What evidence is in place

	1a) Exercising strategic leadership by developing and clearly communicating the Authority's purpose and vision and its intended outcome for citizens and service users
	1. Use the Broads Plan as the vehicle for setting out and communicating the long-term approach and future direction for the Broads, together with its aims and priority objectives. This will be supported by the Local Development Framework Core Strategy 

2.  Work with partners to deliver Broads Plan outcomes, being clear about what the Authority is delivering and what our partners are contributing, and produce an annual monitoring report

3. Produce an annual three year Business Plan setting out how the Authority proposes to allocate its resources and work programme to achieve the outcomes and objectives in the Broads Plan, and to monitor progress in the previous financial year

4. Produce an Annual Report of the Authority’s activities and achievements, to be circulated to communities and stakeholders

	Broads Plan, 5-Year Action Plan and Annual Action Plans

Local Development Framework

Annual Monitoring Report

Business Plan 

Annual budgets

Annual Statement of Accounts

Grant Memorandum with Defra 
Annual Report 


	1b) Ensuring that users receive a high quality of service whether directly, or in partnership, or by commissioning
	5. Set out measures of success and standards of service delivery both for the Broads and for the Authority 

6. Gather performance data against a range of indicators 

7. Compare and evaluate our performance annually and put in place measures to address poor performance within priority areas 
8. Regularly seek feedback from service users as part of evaluating performance and obtain their views on priorities and improvements needed to meet user needs and provide high quality services

9. Regularly review and update local management plans to take into account the views of users and residents following consultation 

	Business Plan 

Annual Report

Benchmarking of performance indicator data with national park authorities
Service reviews and improvement plans

Complaints Procedure 
Norfolk Citizens Panel and toll payers questionnaires 

National park visitor centres annual survey
Survey of users regarding the quality of the planning service, including applicants, objectors and the general public 



	1c) Ensuring that the Authority makes best use of resources and that tax payers and service users receive excellent value for money
	10. Demonstrate value for money in achieving our outputs and outcomes through a programme of service/activity reviews.  This will include benchmarking and looking for opportunities for business process improvement, smarter procurement, implementation of our asset management plan and collaboration  

11. Continue to work with partner and other organisations, both nationally and locally, understanding the relationship between what we do and what others do to avoid duplication of effort and seeking opportunities to work more effectively and efficiently together
12. Keep under review key partnerships to ensure that they represent value for money

13. Measure how much additional money from external sources is brought into the Authority to help meet its purposes

14. Reduce the carbon footprint of our operations

15. Ensure that all procedures and processes are commensurate with the scale and resources of the organisation


	National Park Authorities Performance Assessment (NPAPA) report and Improvement Plan

Service reviews and improvement plans

Budgeting planning process  

Asset Management Strategy

Asset Management Plan 
Procurement Strategy 
Project management process

Financial Regulations

Standing Orders Relating to Contracts

Key liaison groups and conservation partnerships, e.g. Water Quality Partnership

Partnerships Protocol
Register of Partnerships
Carbon Audit and Reduction Plan


	Supporting principle
	We will:
	What evidence is in place

	2a) Ensuring effective leadership throughout the Authority and being clear about executive and non-executive functions and of the roles and responsibilities of the scrutiny function

	1. Ensure that the committee structure and decision making processes are efficient and effective with the different roles of members and officers being clear and understood

2. Have in place appropriate systems and guidance to support such structures and ensure effective communication between members and officers in their respective roles

3. Have structures in place which enable members to utilise their skills and experience including through scrutiny to help achieve outcomes


	Standing Orders relating to the business of the Authority

Agendas and minutes of meetings

Member and staff job descriptions 

Lead Members and appointments to outside bodies 
Protocol on Member and Officer Relations

Terms of Reference, agendas and minutes of Navigation, Financial Scrutiny and Audit and Standards Committees

Management Team agendas and minutes



	2b) Ensuring that a constructive working relationship exists between Authority members and officers and that the responsibilities of members and officers are carried out to a high standard

	4. Periodically (not less frequently than every three years) review the Terms of Reference of Committees (including the powers reserved to the Broads Authority) and the Scheme of Powers Delegated to Officers, including the effectiveness of the arrangements
5. Appoint a Chief Executive with an appropriate job description

6. Appoint officers to the statutory roles of:

- Section 17 Officer; 

- Monitoring Officer; and

- Navigation Officer;

and ensure that the appointees have the necessary skills, experience and resources to fulfil their roles

7.  Put in place appropriate protocols and policies to support these roles including a job description for the Chair which includes responsibility for carrying out the annual appraisal of the Chief Executive 


	Terms of Reference of Committees, including powers reserved to the Broads Authority

Scheme of Powers Delegated to Officers and schedule of officers authorised to exercise these powers 

Regular briefing meetings between Chairman and Chief Executive

Member appraisal process
Job descriptions for Chief Executive, Section 17 Officer, Monitoring Officer and Navigation Officer

Chief Executive appraisal form

Individual Performance Review (appraisal) process for officers


	2c) Ensuring relationships between the Authority, its partners and the public are clear so that each knows what to expect of the other

	8. Periodically review and if appropriate amend the Protocol on Officer and Member Relations
9. Maintain the staff grading structure and job evaluation process, providing for gradual progression and review of posts where appropriate.

10. Maintain the Scheme of Allowances for Members and arrange for the scheme to be periodically reviewed by an independent panel

11. Implement a performance management system with identified targets and objectives linked to the Broads Plan and 5-Year Action Plan with (as a minimum) quarterly monitoring of progress and annual reporting of performance 

12. Ensure the Authority’s strategies, which support achievement of the Broads Plan and feed through to the Business Plan, are based on evidence and feedback from local, regional and national communities and stakeholders

13. Be clear about the Authority’s accountability and role in partnerships through having partnership agreements and Service Level Agreements in place where appropriate
14. Publish this information in a useful and accessible format for the public


	Protocol on Member and Officer Relations

Member Development Strategy

Staff grading structure for remuneration of staff and job evaluation process

Job descriptions for all members of staff

Scheme of Members Allowances 

Performance Management Framework

Scheme of Local Conditions of Service 

Broads Plan and 5-Year Action Plan

Business Plan
Local Development Framework and Statement of Community Involvement
Annual Monitoring Report

Guidance for Appointees to Outside Bodies

Partnerships Protocol
Service Level Agreements/other legal  agreements/Memoranda of Understanding with partners



	Supporting principle
	We will:
	What evidence is in place

	3a) Ensuring Authority members and officers exercise leadership by behaving in ways that exemplify high standards of conduct and effective governance
	1 Ensure that standards of conduct and personal behaviour expected of members and staff is defined, communicated and monitored through codes of conduct,  protocols and advice
2. Put in place arrangements to ensure that members and staff are not influenced by prejudice, bias or conflicts of interests in carrying out their roles for the Authority, including clear and transparent declarations, by both members and senior officers, of interests and of receipts of gifts and hospitality
 
	Code of Conduct for Members 
Code of Conduct for Members on Planning Committee and Officers

Registers of Members’ and Staff Interests, and periodic scrutiny of Register by Standards Committee
Declarations of receipt of gifts and hospitality by members and officers

Declarations of interest at meetings

Scheme of Members Allowances

Code of Conduct for Officers, including guidance on receipt of gifts and hospitality

Training for members in Code of Conduct for Members and for Members on Planning Committee

Guidance for Appointees to Outside Bodies

Protocol on Member and Officer Relations

Whistle Blowing Policy

Standards Committee Annual Report

Equality Policy for staff

Travelling and Subsistence Allowances Policy for staff
Anti Fraud and Corruption Policy
Electronic Communications Policy 



	3b) Ensuring that organisational values are put into practice and are effective

	3.Implement the appraisal process for all members
4. Maintain an effective Standards Committee, with responsibility for ensuring that all members receive appropriate governance training, and provide support in its new role in handling complaints against members

5. Maintain a programme of leadership and management competencies for all senior members of staff and provide appropriate support to ensure the development and evidence of these in all managers
6. Develop shared values, to be incorporated in the Individual Performance Reviews

7. Seek opportunities for all members of society to benefit from the Broads through receptively tackling social, economic and physical barriers


	Appraisal process for all members of the Broads Authority
Secretary of State Member Appraisal System
Standards Committee Terms of Reference 

Procedures for Standards Committee to consider complaints against members

Management Development Programme

Mosaic Project
Report to Broads Local Access Forum on creating a ‘barrier free’ environment for access to the Broads for all

	Supporting principle
	We will:
	What evidence is in place

	4a) Being rigorous and transparent about how decisions are taken and listening and acting on the outcome of constructive scrutiny

	1. Ensure that the Authority’s committee and decision making processes are open, transparent and free from bias and conflicts of interest

2. Document evidence for decisions recording criteria, rationale and data relied upon using processes proportionate to the impact and risk of the decisions being made 

3. Provide the Navigation Committee and Broads Forum with clear and accurate information to enable them to effectively scrutinise the work of the Authority and monitor their success as effective challenge and performance improvement tools 
4. Provide the Financial Scrutiny and Audit Committee with clear and accurate information to enable it to effectively scrutinise the Authority’s financial and audit performance
5. Ensure that the complaints procedures and reporting arrangements are accessible and transparent and are adequately publicised which enable the Authority to monitor responses to ensure that the Authority learns from that feedback 
6. Present an annual report to members on complaints received, including those considered by the Local Government Ombudsman, and where appropriate the actions taken by the Authority, to resolve issues
7. Fulfil the Authority’s obligations under the Freedom of Information Act and Environmental Information Regulations in accordance with its commitment to a culture of openness 


	Broads Authority agendas and minutes

Agendas and minutes of the Planning, Navigation, Financial Scrutiny and Audit, and Standards Committees (posted on the Authority’s website)
Terms of Reference of Committees
Broads Forum Terms of Reference, agendas and minutes

Annual Report of the Standards Committee

Complaints Procedure

 Annual report to Broads Authority on complaints received
Freedom of Information Act/Environmental Impact Regulations Guidance Notes to Staff


	4b) Having good-quality information, advice and support to ensure that services are delivered effectively and are what the community wants/needs
	8. Ensure that decision makers are presented with the relevant data/evidence in a clear, appropriate and timely manner (generally in writing), setting out financial and other implications, and ensure that expert advice is available and given for decision makers to make sound decisions 

	Broads Authority/committee reports

Regular traffic light report to Broads Authority on progress towards attainment of key objectives

Regular income and expenditure report to Broads Authority and Navigation Committee
Data Quality Policy 
Validation process for benchmarked performance indicators
Expertise (including legal and financial advice) available in key technical areas



	4c) Ensuring that an effective risk management system is in place
	9. Put arrangements in place to implement the Authority’s risk management strategy and arrangements at all levels in the Authority (staff and members) so that informed decisions can be made on what level of risk to accept and what mitigating action needs to be in place to reduce or remove risk
10. Ensure that there is a strong culture of health and safety awareness amongst all staff, that staff are adequately trained and that risk assessments are carried out and implemented where appropriate 
11. Ensure that the Whistle Blowing Policy is reviewed at least annually, and where appropriate amended (including the copy on the Intranet) and notified to all members of staff
	Risk Management Policy

Strategic Risk Register
Minute of annual review of Strategic Risk Register by Management Forum
Annual report to Financial Scrutiny and Audit Committee on the Strategic  Risk Register

Financial Regulations and Standing Orders relating to Contracts

Business Continuity Plan 
Disaster Recovery Plan
Health and Safety at Work Policy
Safety Committee agendas and minutes

Safety Committee Codes of Practice

Generic Risk Policy and Assessments
Insurance policies
Whistle Blowing Policy

Equalities Policy for staff



	4d) Using their legal powers to the full benefit of the citizens and communities in their area
	12. Achieve the Authority’s priorities and outcomes through full use of its powers whilst identifying and balancing the risks of legal challenge as appropriate

13. Ensure operational managers take legal advice on case work and policy/procedure development as appropriate

14. Immediately respond to any external or internal advice or comment received on the legality of our policies, processes and procedures including from the Section 17 Officer and Monitoring Officer.  


	Norfolk and Suffolk Broads Act 1988 (establishes legal framework)

External scrutiny by Audit Commission, Local Government Ombudsman, Defra, HM Revenue and Customs, DCLG and Standards for England (previously the Standards Board)
Internal audit reports and Annual Report of Head of Internal Audit

Scrutiny by Treasurer and Financial Adviser under Section 17 of the Norfolk and Suffolk Broads Act 1988 and by the Monitoring Officer under Section 5 of the Local Government and Housing Act 1989  and the Broads Authority Act 2009



	Supporting principle
	We will:
	What evidence is in place

	5a) Making sure that members and officers have the skills, knowledge, experience and resources they need to perform well in their roles

	1. Identify learning and development needs for all members of staff at individual, service and corporate levels, providing ways of meeting these needs through a variety of means as set out in the Authority’s Learning and Development Policy and annual Corporate Training Programme
2. Identify learning and development needs of members, including through member appraisals, and meet these needs through an annual Member Induction and Development Programme and through individual programmes tailored to the needs of individuals


	Learning and Development Policy

Corporate, Directorate and individual Training Programmes 

Staff Induction Programme

Member Induction and Development Programme
Job descriptions for the Chief Executive, Section 17 Officer, Monitoring Officer and Navigation Officer



	5b) Developing the capability
•
of people with governance responsibilities and evaluating their performance, as individuals and as a group   
	3. Use the Member Induction and Development Programme to assist and encourage members develop appropriate skills to carry out their work
4. Ensure that all members of staff receive an annual appraisal, in accordance with the Authority’s Management Development Framework
5. Implement the appraisal process for all members

6. Implement the Authority’s Improvement Plan and participate in the NPA Performance Assessment process to identify areas for further improvement

7. Develop the Authority’s scrutiny process involving external challenge to identify areas for further improvement.  

8. Complement  core staff with external expert advice when needed 

	Member Induction and Development Programme

Member appraisal process 

Management Development Framework, including annual Individual Performance Reviews for all staff
NPAPA Improvement Plan


	5c) Encouraging new talent for membership of the Authority so that best use can be made of individuals' skills and resources in balancing continuity and renewal

	9. Ensure that opportunities to join the Authority are widely advertised using a variety of media to ensure that a diverse group of applicants is available to the Authority, including consultation by Defra with key organisations on Secretary of State appointments 
10. Brief appointing authorities about the role (including time commitment) of members when appointments are due to be made

11. Use decision making and governance structures to best use and develop the skills of members e.g. through chair and vice chair appointments, appointments to committees and working groups, outside body appointments and task teams


	Member job descriptions and adverts

Member appraisal process

Navigation Committee membership open advertisement and interview process
Member sub-committees and task teams 




	Supporting principle
	We will:
	What evidence is in place

	6a) Exercising leadership through   a robust scrutiny function
which effectively engages
local people and all local
.
institutional stakeholders, including partnerships, and develops constructive accountability relationships

	1. Work with partners in delivering Broads Plan outcomes, monitoring  achievements through the Monitoring Group and reporting annually on progress

2. Monitor and prioritise how we work with constituent local authorities, Local Area Agreements, Local Strategic Partnerships, regional and national bodies 

	Broads Plan Advisory Group agendas and minutes

Annual Monitoring Report

Local Area Agreement targets



	6b) Taking an active and planned approach to dialogue with and accountability to the public to ensure effective and appropriate service delivery whether directly by the Authority, in partnership or by commissioning

	3. Maintain the Authority’s Communication Strategy to set out how we will communicate with stakeholders, service users and members of the public.

4. Exercise the duty to involve and consult the local community and other interested parties in the delivery of services and key decisions

5. Regularly seek feedback from customers on our services and take action in response 

6. Hold all meetings in public unless there are good reasons for confidentiality and implement the Public Question Time Scheme for Broads Authority and all committee meetings
7. Publish an annual three year Business Plan giving information on achievements, performance against prescribed indicators and the satisfaction of service users

8. Increase accessibility to information and to engaging with the Authority through a variety of ways and access channels including through improvements to the Authority’s website 

	Communications Strategy and Action Plan 
Broads Plan and Local Development Framework consultation process

Statement of Community Involvement

Broads Forum agendas, papers and minutes
Responses to Citizens Panel and toll payers questionnaires
Public Question Time Scheme 

Public Meeting

Parish Pop-Ins

Business Plan

Compliments, Complaints and Comments section on website
Website, Broad Sheet, Broadcaster, Residents Newsletter and other media releases
Electronic newsletters 


	6c) Making best use of human resources by taking an active and planned approach to meet responsibility to staff

	9. Encourage the establishment of effective staff and trade union consultation and negotiation structures to facilitate good dialogue and working together through formal structures, including the Staff Representative Group, as well as informal networks

10. Periodically conduct a staff survey and respond to feedback 

11. Involve staff in our service planning and decision making processes so that ideas on how to work better can be harnessed

12. Use the Performance Management Framework and individual, Directorate and corporate Training Plans to maximise the contribution and development of staff 

13. Ensure that a suitable set of employment policies are in place, and are regularly monitored and updated, to support staff as our most valued asset and the Authority in achieving its outcomes

14. Foster a culture that embeds the Authority’s values as set out in the Mission Statement

	Staff Representative Group Terms of Reference, agendas and minutes

Consultation with staff and recognised trade unions on all matters relating to terms of employment 

Employee Engagement Survey 

Investors in People accreditation and Assessor’s Report

Corporate and Directorate training Programmes

Monitoring and evaluation process for training needs

Scheme of Local Conditions of Service

Workforce Development Plan
Weekly newsletter from Chief Executive to all members of staff
Mission Statement and Values
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