Broads Authority

26 June 2009
Agenda Item No 14
Annual Governance Statement 2008/09
Report by Director of Corporate Services 

	Summary:
This report explains the purpose of the Annual Governance Statement, and the requirement to carry out an annual review of the Authority’s systems of internal control and governance arrangements.

Recommendations: 

(i)
That the Annual Governance Statement be approved.
(ii)
That the Action Plan be endorsed and implemented.


1
Introduction

1.1
For a number of years local authorities have been required to prepare a Statement of Internal Control (SIC) under the Accounts and Audit Regulations 2003. This required audited bodies to conduct a review at least once a year of the effectiveness of their system of internal control, and publish a SIC each year with the authority’s financial statements. The purpose of the SIC was to provide and demonstrate that there was a continuous review of the effectiveness of the organisation’s internal control and risk management systems, so as to give assurance on their effectiveness and/or to produce a management action plan to address identified weaknesses.

1.2
To comply with the Accounts and Audit (Amendment) (England) Regulations 2006, local authorities have since 1 April 2007 been required to produce and publish an Annual Governance Statement, to replace the SIC, to provide assurance that the organisation’s governance framework is adequate and effective. 2008/09 is therefore the second reporting year for which the Authority has been required to produce such a statement.

1.3
A duty has been placed on the Head of Internal Audit to provide a Written Report and Opinion on the overall adequacy and effectiveness of the Authority’s internal control environment, identifying any weaknesses that qualify this opinion and highlighting significant issues which should subsequently feature in the Annual Governance Statement. This report should:

· include an opinion on the overall adequacy and effectiveness of the organisation’s risk management systems and internal control environment;

· disclose any qualifications to that opinion, together with the reasons for that qualification;

· present a summary of the audit work from which the opinion is derived, including reliance placed on work by other assurance bodies;

· draw attention to any issues the Head of Internal Audit judges particularly relevant to the preparation of the Annual Governance Statement;

· compare the work actually undertaken with the work that was planned and summarise the performance of the internal audit function against its performance measures and criteria; and

· comment on compliance with these standards and communicate the results of the internal audit quality assurance programme.

1.4
The Written Report and Opinion of the Head of Audit is set out in a separate report, enclosed with these committee papers. Members will note that, in the opinion of the Head of Internal Audit:

· the overall standards of internal control at the Broads Authority were adequate for the year ended 31 March 2009; and

· a limited assurance can be given to the corporate governance framework and risk management arrangements within the Authority for 2008/09.

1.5
As with the previous SIC, the Annual Governance Statement should be signed by the Chairman of the Authority and the Chief Executive.

2
The New Framework

2.1
CIFFA and SOLACE have published a framework document and guidance notes for ‘Delivering Good Governance in Local Government’. The framework draws on six core principles, which were set out in ‘The Good Governance Standard for Public Services’ published in 2004. They are:

· well-defined functions and responsibilities;

· an appropriate corporate culture;

· transparent decision making;

· a strong governance team;

· a clear definition of the body’s purpose and desired outcomes; and

· real accountability to stakeholders.

2.2
In addition CIPFA has produced an Annual Governance Statement ‘Rough Guide for Practitioners’, which includes a recommended format for analysing and summarising governance arrangements. The Authority has adopted this format, which is set out in Appendix 1.

3
Annual Review of Governance Arrangements

3.1
The production and publication of the Annual Governance Statement is the result of an ongoing review of the adequacy of internal control systems and governance arrangements, and is not an activity which should be viewed in isolation.

3.2
The review has been informed by the work of officers of the Authority, who have responsibility for the maintenance and review of the internal control environment, the internal auditors (now Deloitte and Touche), and the recommendations made by external auditors and inspectors. It has also been informed by a survey of senior managers, who have been asked to respond to a questionnaire analysing the adequacy of the Authority’s internal control systems and governance arrangements insofar as they affect their teams, with a view to identifying any significant gaps and weaknesses.

3.3
Although the Authority has used the format as set out in the CIPFA Rough Guide for Practitioners, it is important that the governance arrangements put in place by the Authority are proportionate to the risks involved, to ensure that the administrative burden does not exceed the benefits derived. It should be borne in mind that the CIPFA Guide has been developed with larger local authorities in mind, and that some of the examples of assurance may not be appropriate for this Authority (for example it is not considered necessary to establish a corporate risk management board, or appoint a corporate risk officer). 
3.4
Where significant weaknesses have been identified these are set out in the Action Plan (Appendix 1c). A copy of the 2007/08 Action Plan is also appended (Appendix 2), with progress to date added. Where the appropriate action is still outstanding, it has been carried forward into the 2008/09 Action Plan.
4
Summary

4.1
The Authority is asked to approve the Annual Governance Statement, to confirm that it represents a true reflection of the control environment present in the Authority, to review and comment on the internal control systems and governance arrangements and to confirm that, subject to implementation of the improvements identified in the Action Plan, these are adequate and effective.

4.2
The Action Plan will be implemented during 2009/10, in order that there is ongoing review and improvement of the systems of internal control and governance arrangements. Progress in implementing the Action Plan will be reported in the next Annual Governance Statement.

Background papers:
CIPFA Annual Governance Statement Rough Guide for Practitioners


Internal Audit annual Governance Statement Audit Brief

Author:
Rob Holman


Date of report:
3 June 2009

Appendices:
Appendix 1a – Annual Governance Statement


Appendix 1b – Schedule of Evidence

                               
APPENDIX 1c – Action Plan for 2008/09

                                 
APPENDIX 2 – Action Plan for 2007/08, with progress to date

APPENDIX 1a
Broads Authority

Annual Governance Statement 2008/09

1
Scope of Responsibility

1.1
The Broads Authority is responsible for ensuring that its business is conducted in accordance with the law and proper standards, and that public money is safeguarded and properly accounted for, and used economically, efficiently and effectively.  The Authority also has a duty under the Local Government Act 1999 to make arrangements to secure continuous improvement in the way in which its functions are exercised, having regard to a combination of economy, efficiency and effectiveness. In discharging this overall responsibility the Authority is responsible for putting in place proper arrangements for the governance of its affairs, facilitating the effective exercise of its functions, including arrangements for the management of risk.

1.2
The Authority has approved and adopted a framework of measures to ensure strong and effective corporate governance, which is consistent with the principles of the CIPFA/SOLACE Framework ‘Delivering Good Governance in Local Government’.

1.3
This statement explains how the Authority has implemented that framework of measures, and also meets the requirements of regulation 4(2) of the Accounts and Audit Regulations 2003 as amended by the Accounts and Audit (Amendment) (England) Regulations 2006 in relation to the publication of a statement on internal control.

2
The Purpose of the Governance Framework

2.1
The governance framework comprises the systems and processes, and culture and values, by which the Authority is directed and controlled and its activities through which it is accountable to and engages with the community. It enables the Authority to monitor the achievement of its strategic objectives and to consider whether those objectives have led to the delivery of appropriate, cost effective services.

2.2
The system of internal control is a significant part of that framework and is designed to manage risk to a reasonable level. It cannot eliminate all risk of failure to achieve policies, aims and objectives and can therefore only provide reasonable and not absolute assurance of effectiveness. The system of internal control is based on an ongoing process designed to identify and prioritise the risks to the achievement of the Authority’s policies, aims and objectives, to evaluate the likelihood of those risks being realised and the impact should they be realised, and to manage them efficiently, effectively and economically.

2.3
The governance framework has been in place at the Broads Authority for the year ended 31 March 2009 and up to the date of approval of the statement of accounts.

3
Key Elements of the Governance Framework

3.1
Key elements of the system and processes that comprise the Authority’s governance arrangements are set out in Appendix 1b.

4
Review of Effectiveness

4.1
The Broads Authority has responsibility for conducting, at least annually, a review of the effectiveness of its governance framework including the system of internal control. The review of effectiveness is informed by the work of the executive managers within the Authority who have responsibility for the development and maintenance of the governance environment, the Head of Internal Audit’s Annual Report, and also by comments made by the external auditors and other review agencies and inspectorates.

4.2
The Authority does not operate through an Executive. All matters are dealt with by the full Authority, which is the prime decision maker, and its service committees. The Authority monitors the effectiveness of internal control systems through the consideration of regular performance management and budget monitoring reports, and through the receipt of reports from the Audit Commission and internal auditors.

4.3
The Chief Executive is responsible for day to day management and maintenance of internal controls within the Authority, with advice and support from the Treasurer and Financial Adviser, Monitoring Officer and other senior officers. The Treasurer and Financial Adviser and Monitoring Officer have provided an assurance that, subject to the weaknesses already identified and addressed in the Action Plan, the Authority’s governance arrangements are adequate and are operating effectively and that there have been no significant control issues that have required the need for formal action in their respective roles, significant additional funding, had a material impact on the accounts or resulted in significant public interest, damaging the reputation of the Authority. Any issues which have been identified by the Treasurer and Financial Adviser and Monitoring Officer for improvement are set out in the Action Plan.

4.4
The Authority’s Standards Committee has been asked to provide an annual ethical assessment of the activities of the Authority and what, if necessary, the Authority could do to improve its ethical standards. In its annual report to the Broads Authority on 26 September 2008 the Committee concluded that ‘the ethical standards of the Authority ‘continue to be very high and that it has not encountered any problems in this respect’.

4.5
Internal audit reports are considered by the Director of Corporate Services and other officers as appropriate, and a management response is submitted in respect of each recommendation, setting out whether the recommendation is accepted, what action will be taken, which officer is responsible and the timetable for action. Each audit report contains an independent assurance of opinion on the adequacy and effectiveness of controls in place to mitigate risks. The agreed actions are followed up subsequently to ensure implementation, thus ensuring that the Authority’s risks are properly managed. A summary report of the internal audit work carried out during the year is received annually by the Broads Authority. 

4.6
The Authority has developed a strategic five year audit plan for the Authority, using a risk based approach, supplemented by an annual audit plan.

4.7
The 2006 Audit and Accounts Regulations require that a review of the effectiveness of internal audit be carried out by either a committee of the audited body (in this case the Broads Authority) or by that body meeting as a whole. The aim is not only to make the Authority more aware of the work of Internal Audit and their key role in governance but also to make those charged with governance more able to understand the connection between, and the Authority’s responsibility for, risk 


management,  internal control and the function of internal audit. The result of this review will help to inform the Annual Governance Statement.


(NOTE:  Consideration of this Statement constitutes the review of effectiveness).

4.8
In order for the Broads Authority to be able to place reliance on the opinions contained within this report, the Head of Internal Audit has in place a performance management and quality assurance framework to demonstrate that the Internal Audit Service is:

· meeting its aims and objectives;

· compliant with the CIPFA Code of Practice for Internal Audit in Local Government in the United Kingdom 2006;

· meeting internal quality standards;

· effective, efficient and continually looking to improve service delivery; and

· adding value and assisting the Authority in achieving its objectives.

4.9
Additionally the Authority is informed of the work of Audit Commission appointed auditors and inspectors, including receipt of the Annual Governance Report and annual audit and inspection letter. In its Annual Governance Report for 2007/08 the Audit Commission qualified its value for money conclusion on the grounds that:

· the Authority had not put in place some of the necessary arrangements to maintain a sound system of internal control (namely to identify its significant partnerships and ensure that it had appropriate arrangements in place for each of these); and

· the Authority had not put in place appropriate arrangements for the management of its asset base.

4.10
The annual report on risk management will be presented to the Authority at its November meeting. The Strategic Risk Register is reviewed annually by the Management Forum so that the Management Team can provide assurance that key strategic and operational risks have been identified, monitored and reviewed during the year and that key controls to mitigate the identified risks have operated effectively throughout the year.

4.11     The Head of Internal Audit is required to provide a Written Report and Opinion on the overall adequacy and effectiveness of the Authority’s internal control environment, and of its corporate governance framework and risk management arrangements, identifying any weaknesses that qualify this opinion and highlighting significant issues.

4.12     On the basis of the internal audit work carried out during 2008/09 it is the opinion of the Head of Internal Audit that the overall standards of internal control were adequate at the Authority for the year ended 31 March 2009.

4.13    On the basis of internal audit work undertaken during 2008/09, and the completion of a more recent audit into the Authority’s Corporate Governance and Risk Management processes, it is the opinion of the Head of Internal Audit that a limited assurance level can be given to the corporate governance framework and risk management arrangements within the Authority for 2008/09.

4.14    This opinion results from the number of high and medium priority recommendations arising out of the recent internal audit report. These are incorporated into the attached Action Plan.

5
Significant Governance Issues

5.1
An Action Plan has been developed in order to address those significant governance issues which have been identified and to secure continuous improvement in the Authority’s governance arrangements. This is set out at Appendix 1c.

5.2
This Action Plan has also been informed not only by the results of audit and other reports, but also by the results of a self assessment assurance statement which has been circulated to all senior managers, inviting them to assess the Authority’s performance across a range of governance issues, in order to identify any gaps and weaknesses in the Authority’s governance arrangements.
5.3
The Authority is disappointed that it has, for the first time, received a limited assurance in respect of its corporate governance and risk management arrangements. However priority is now being given to addressing these matters, and in particular the high priority recommendations, as a matter of urgency. The Authority is satisfied that the steps identified in the Action Plan will, once implemented, further enhance its governance arrangements and will address the need for improvements which were identified in the review of effectiveness. The implementation and operation of these arrangements will be reviewed as part of the Authority’s next annual review.

Signed ……………………………………

Signed…………………………………..

Dr J S Johnson, Chairman


            Dr J Packman, Chief Executive

Date ……………………………………..

Date ………………………………
APPENDIX 1b
Annual Governance Statement 2008/09
Objective 1: Establishing principal statutory obligations and organisational objectives

	Mechanism established to identify principal statutory obligations

	Examples of Assurance
	Broads Authority Evidence

	1.
Responsibilities for statutory obligations are formally established
	· Powers have been reserved to the Broads Authority and its committees

· Powers have been delegated to officers under the Scheme of Delegated Powers, supported by a schedule of officers who are authorised to exercise these powers

· All officers have job descriptions which are issued on appointment

· Staff structure charts set out reporting arrangements

	2.
Record held of statutory obligations
	· The Authority holds copies of all key legislation which affects its activities

	3.
Effective procedures to identify, evaluate, communicate, implement, comply with and monitor legislative change exist and are used
	· Suitably qualified and experienced staff are employed, including a Solicitor, to monitor and evaluate the implications of legislative change

· Reports are provided to members and senior officers where appropriate on the implications of legislative change

	4.
Effective action is taken where areas of non-compliance are found in either mechanism or legislation
	· Action Plans are drawn up following areas of non-compliance identified as a result of internal/external audit reports


	Mechanism in place to establish organisational objectives

	1.
Consultation with stakeholders on priorities and objectives
	· Stakeholders and members of the public were consulted on the development of the Authority’s strategy and management plan, the Broads Plan 2004, and are consulted on strategic documents such as the Local Development Framework

· A Broads Forum has been established, representing over 50 local interest groups, to act as the key consultative body to the Authority on all significant strategic and policy issues

	2.
The Authority’s priorities and organisational objectives have been agreed (taking into account feedback from consultation)
	· The Broads Plan includes a series of 20 year aims and 5 year priority objectives

· The management plan is supported by a 5-Year Action Plan which sets out the actions which need to be taken by the Authority and its partner organisations to implement the Broads Plan

	3.
Priorities and objectives are aligned to principal statutory obligations and relate to available funding
	· The Authority’s medium term strategy, including key priority objectives and financial planning over a three year timescale, is set out in the annual Business Plan

· An Annual Action Plan is developed from the 5-Year Action Plan
· The Authority identifies a rolling three year programme of key priority areas, having regard to its objectives and the funding available, and publishes these in the Business Plan

	4.
Objectives are reflected in departmental plans and are clearly matched with associated budgets
	· Directorate work programmes and targets are produced by managers, based on the Annual Action Plan and budget, and link service priorities to the overall objectives of the Authority

	5.
The Authority’s objectives are clearly communicated to staff and to all stakeholders, including partners
	· Objectives and progress are reported to all members of staff through a weekly newsletter from the Chief Executive, notes of the weekly Management Team meetings (posted on the Intranet), regular team meetings and Staff Development Days to which all staff attend

· Copies of the Business Plan, Annual Report and other strategic documents are sent to all stakeholders

	Effective corporate governance arrangements are embedded within the Authority

	1.
Code of corporate governance established
	· A framework of measures are in place which together constitute the Authority’s governance arrangements

	2.
Review and monitoring arrangements are in place
	· An annual report on compliance with the governance framework is submitted to members, incorporating an action plan to address any significant identified weaknesses

· A Head of Internal Audit Opinion on the adequacy of the governance framework is obtained and reported to members

	3.
Committee charged with governance responsibilities
	· Overall responsibility for effective governance lies with the Broads Authority
· Standards Committee is responsible for governance arrangements in respect of member behaviour

	4.
Governance training provided to key officers and all members
	· Training is provided to all members of the Authority and its committees, as well as to key officers where appropriate, on the Members Code of Conduct and Code of Conduct for Members on the Planning Committee and Officers

· Senior officers have received training on corporate governance and its application to the Broads Authority

	5.
Staff, public and other stakeholders awareness of corporate governance
	· The Members Code of Conduct and Code of Conduct for Members on the Planning Committee and Officers are published on the Authority’s website

	Performance management arrangements are in place

	1.
Comprehensive and effective performance management systems operate routinely
	· Members of staff receive an annual Individual Performance Review (appraisal) and regular 1:1 Discussions with managers as part of the Authority’s Performance Management Framework, to monitor progress and ensure priority objectives are being satisfactorily progressed

· Periodic service reviews are carried out 

· A five yearly strategic internal audit programme has been agreed, together with an annual programme of audit and review

	2.
Key performance indicators are established and monitored
	· Performance is measured through a series of statutory, family (national park) and local performance indicators, with benchmarking against national park authorities on the family indicators

	3.
The Authority knows how well it is performing against its planned outcomes
	· Progress against key priority objectives is monitored regularly by the Management Team and reported to the Broads Authority using a traffic light system

· The Broads Authority receives an annual report from its internal auditor on reports carried out during the previous year together with their findings and recommendations

· The Business Plan measures and analyses performance against both key objectives and targets and performance indicators on an annual basis
· The Broads Authority and Navigation Committee receive regular reports of income and expenditure against profiled targets, with explanations for any significant variances

	4.
Knowledge of absolute and relative performances achieved is used to support decisions that drive improvements in outcomes
	· Action Plans are drawn up and implemented where appropriate in respect of recommendations from auditors and service reviews

	5.
The Authority continually improves its performance management
	· Objectives and performance indicator targets are regularly monitored and updated with a view to improving performance

	Focusing on the purposes of the Authority and on outcomes for the community and creating and implementing a vision for the local area 

	1.
Develop and promote the Authority’s purpose and vision
	· The Authority’s purpose and vision are set out in the Broads Act and Broads Plan respectively, and promoted in the Business Plan and other publications


	2.
Review on a regular basis the Authority’s vision for the local area and its impact on the Authority’s governance arrangements
	· The vision is based on a 20 year timeframe. This will be reviewed when the Broads Plan is reviewed and updated

	3.
Ensure that partnerships are underpinned by a common vision of their work that is understood and agreed by all parties
	· Guidance for officers being developed in partnership working
· Service level agreements established with the Whitlingham Charitable Trust and How Hill Trust
· Legal agreement drawn up with partner agencies responsible for the management of the Trinity Broads

	4.
Publish an annual report on a timely basis to communicate the Authority’s activities and achievements, its financial position and performance
	· An annual report is published, setting out achievements over the past year
· A rolling three year Business Plan containing financial information is published annually
· Annual Statement of Accounts is published and advertised through the media and on the Authority’s website

	5.
Decide how the quality of service for users is to be measured and make sure that the information needed to review service quality effectively and regularly is available
	· Three yearly survey carried out of all applicants for planning permission, to assess the quality of the service

· Views of residents have been sought through use of Norfolk County Council’s Citizens Panel

· Survey of all toll payers carried out periodically to obtain their views of the Authority’s management of the navigation area

	6.
Put in place effective arrangements to identify and deal with failure in service delivery
	· Failure to achieve key objectives is reported to the Broads Authority through the traffic light system, and mitigating measures discussed and agreed where appropriate

· A complaints procedure has been developed and is published on the website

	7.
Decide how value for money is to be measured and make sure that the Authority has the information needed to review value for money and performance effectively Measure the environmental impact of policies, plans and decisions
	· Benchmarking of performance indicators carried out with national park authorities

· Periodic service reviews carried out to assess value for money and challenge service provision and delivery

· Analysis of service costs carried out, eg amount of dredging undertaken, lengths of moorings maintained

	Members and officers working together to achieve a common purpose with clearly defined functions and roles

	1.
Send out a clear statement of the respective roles and responsibilities of the executive and of members individually and the Authority’s approach towards putting this into practice

2.
Set out a clear statement of the respective roles and responsibilities of other members and of senior officers
	· The principles of decision making and conduct at meetings are governed by the Authority’s Standing Orders

· Members and officers have clearly defined roles, including a job description for members which is communicated to them at the time of their appointment, with clear channels of reporting
· A Protocol on Member and Officer Relations in the Broads Authority has been adopted
· Members of the Authority, in their individual capacity, have no executive powers and cannot individually make decisions. They have a role to play in contributing to the decision making process of the Authority by:

· determining the Authority’s policies, and approving and monitoring programmes to implement these policies;

· participating in policy development, strategic thinking and innovation within the Authority, including through the development and maintenance of a good working relationship with officers; and

· representing the Authority, individually and corporately

	3.
Determine a scheme of delegation and reserve powers with the constitution, including a formal schedule of those matters specifically reserved for collective decision of the Authority taking account of relevant legislation and ensure that it is monitored and updated when required
	· The Terms of Reference of Committees sets out the powers reserved to the Broads Authority and its committees

· A formal adopted Scheme of Delegation sets out the powers delegated to named officers, and is supported by internal arrangements which specify those officers who are authorised to exercise the powers delegated to the Chief Executive on his behalf

	4.
Make a chief executive or equivalent responsible and accountable to the Authority for all aspects of operational management
	· Chief Executive appointed, with appropriate job description

	5.
Develop protocols to ensure that the Chairman and Chief Executive negotiate their respective roles early in the relationship and that a shared understanding of roles and objectives is maintained
	· Regular briefing meetings held between Chairman and Chief Executive

	6.
Make a senior officer responsible to the Authority for ensuring that appropriate advice is given on all financial matters, for keeping proper financial records and accounts, and for maintaining an effective system of internal financial control
	· An officer, and deputy, has been appointed with responsibility for the proper administration of the Authority’s financial affairs, in accordance with Section 17 of the Norfolk and Suffolk Broads Act 1998

	7.
Make a senior officer (other than the Responsible Financial Officer) responsible to the Authority for ensuring that agreed procedures are followed and that all applicable statutes and regulations are complied with
	· A Monitoring Officer has been appointed under the provisions of the Local Government and Housing Act 1989, with specific responsibilities which are set out in a job description

	8.
Develop protocols to ensure effective communication between members and officers in their respective roles
	· Protocol on Member and Officer Relations adopted

	9.
Set out the terms and conditions for remuneration of members and officers and an effective structure for managing the process including an effective remuneration panel
	· Scheme of Members Allowances adopted, following recommendations of an independent panel

· Pay structure adopted for the remuneration of officers, following a comprehensive job evaluation review, with an ongoing review and appeal process

· Comprehensive conditions of service adopted for officers


	10.
Ensure that effective mechanisms exist to monitor service delivery
	· Regular reporting to Broads Authority of progress against key priorities, by use of a traffic light system

· Annual Individual Performance Reviews and regular 1:1 Discussions held by all managers with their staff

	11.
Ensure that the Authority’s vision, strategic plans, priorities and targets are developed through robust mechanisms and in consultation with the local community and key stakeholders, and that they are clearly articulated and disseminated
	· Strategic plans and policies – in the Broads Plan – were developed following consultation with stakeholders and the local community

· The Broads Forum is consulted on annual priorities and targets

	12.
When working in partnership ensure that members are clear about their roles and responsibilities both individually and collectively in relation to the partnership and to the Authority 
	· Protocol on Member and Officer Relations includes guidance on the role and responsibilities of members

· Guidelines produced for Broads Authority appointees on outside bodies

	13.
When working in partnership:

· ensure that there is clarity about the legal status of the partnership

· ensure that representatives or organisations both understand and make clear to all other partners the extent of their authority to bind their organisation to partner decisions
	· Guidance for officers being developed in partnership working

· Service level agreement drawn up with How Hill Trust and Whitlingham Charitable Trust

· Legal agreement drawn up with partner agencies responsible for the management of the Trinity Broads

	Promoting  values for the Authority and demonstrating the values of good governance through upholding high standards of conduct and behaviour

	1.
Ensure that the Authority’s leadership sets a tone for the organisation by creating a climate of openness, support and respect
	· All agendas, reports and minutes are published on the Authority’s website

	2.
Ensure that standards of conduct and personal behaviour expected of members and staff, of work between members and staff and between the Authority, its partners and the community are defined and communicated through codes of conduct and protocols
	· The Authority has adopted a Code of Conduct for Members, and a Code of Conduct for Members on the Planning Committee and Officers

· A Code of Conduct for Employees has been adopted, which forms part of the Authority’s Scheme of Local Conditions of Service and is communicated to all members of staff on appointment
· Code of Conduct training provided to all members on appointment

· Protocol on Member and Officer Relations includes guidance on the conduct of meetings



	3.
Put in place arrangements to ensure that members and employees are not influenced by prejudice, bias or conflicts of interest in dealing with different stakeholders and put in place appropriate processes to ensure that they continue to operate in practice
	· Code of Conduct for Members

· Code of Conduct for Members on the Planning Committee and Officers

· Code of Conduct for Employees

	4.
Develop and maintain shared values including leadership values both for the organisation and staff reflecting public expectations and communicate these with members, staff, the community and partners
	· A Communication Strategy has been developed and approved by the Authority

	5.
Put in place arrangements to ensure that procedures and operations are designed in conformity with appropriate ethical standards, and monitor their continuing effectiveness in practice
	· Monitoring by Standards Committee and annual ethical assessment by the Committee of the activities of the Authority

	6.
Develop and maintain an effective standards committee
	· A Standards Committee has been established to oversee the Authority’s ethical standards, including a majority of independent members one of whom chairs the Committee, with appropriate terms of reference

· The minutes of the Committee are received by the Broads Authority with a verbal report from the Chairman of the Committee

	7.
Use the Authority’s shared values to act as a guide for decision making and as a basis for developing positive and trusting relationships within the Authority
	· Induction programme for members

· Protocol on Member and Officer Relations

	8.
In pursuing the vision of a partnership, agree a set of values against which decision making and actions can be judged. Such values must be demonstrated by partners’ behaviour both individually and collectively
	· Chief Executive is a member of Norfolk County Strategic Partnership Board

	Taking informed and transparent decisions which are subject to effective scrutiny and managing risk

	1.
Develop and maintain an effective scrutiny function which encourages constructive challenge and enhances the organisation’s performance overall and of any organisation for which it is responsible
	· Navigation Committee and Standards Committee have scrutiny roles in respect of management of the waterways and member behaviour respectively

· Broads Forum has oversight of the Authority’s programmes and priorities



	2.
Develop and maintain open and effective mechanisms for documenting evidence for decisions and recording the criteria, rationale and considerations on which decisions are based
	· Full minutes are produced of all formal meetings, approved and signed by the Chairman at the subsequent meeting and published on the Authority’s website

	3.
Put in place arrangements to safeguard members and employees against conflicts of interest and put in place appropriate processes to ensure that they continue to operate in practice
	· Members  Code of Conduct

· Interests are declared verbally by all members at the beginning of each meeting and recorded in the minutes

	4.
Develop and maintain an effective audit committee (or equivalent) which is independent or make other appropriate  arrangements for the discharge of the functions of such a committee
	· The Authority has agreed that overall responsibility for financial matters should lie with the Broads Authority itself

· A lead member has been appointed with responsibility for finance, audit and risk management

	5.
Put in place effective transparent and accessible arrangements for dealing with complaints
	· A complaints procedure has been developed and is published on the website

	6.
Ensure that those making decisions are provided with information that is fit for the purpose – relevant, timely and gives clear explanations of technical issues and their implications
	· Full and appropriate reports are presented to members in respect of all matters for which decisions are needed

	7.
Ensure that professional advice on matters that have legal or financial implications is available and recorded well in advance of decision making and used appropriately
	· The views of the Solicitor and Monitoring Officer and/or Treasurer and Financial Adviser are sought in respect of all matters for which specialist legal and/or financial advice is required, and where appropriate is recorded

	8.
Ensure that risk management is embedded into the culture of the organisation, with members and managers at all levels recognising that risk management is part of their job
	· Strategic Risk Register drawn up, regularly reviewed and updated by senior officers and received by the Broads Authority

	9.
Ensure that arrangements are in place for whistle blowing which staff and all those contracting with the Authority have access
	· A Whistle Blowing Policy, which forms part of the terms and conditions of employment of all employees, has been adopted and is posted on the Authority’s Intranet

	10.
Actively recognise the limits of lawful activity, for example the ultra vires doctrine, but also strive to utilise powers to the full benefit of communities

11.
Recognise the limits for lawful action and observe both the specific requirements of legislation and the general responsibilities placed on local authorities by public law 

12.
Observe all specific legislative requirements, as well as the requirements of general law, and in particular integrate the key principles of good administrative law – rationality, legality and natural justice – into procedures and decision making processes
	· The views of the Solicitor are sought in respect of all significant matters, including committee reports and new initiatives/operations, and where appropriate are recorded

	Developing the capacity and capability of members and officers to be effective

	1.
Provide induction programmes tailored to individual needs and opportunities for members and officers to update their knowledge on a regular basis.
	· Induction training, including an individual briefing from the Chief Executive and attendance at a New Members Induction Day, is provided for all new members

	2.
Ensure that statutory officers have the skills, resources and support necessary to perform effectively in their roles and that these roles are properly understood through the organisation
	· Job descriptions drawn up

· Appropriate training provided where necessary

	3.
Assess the skills required by members and officers and make a commitment to develop those skills to enable roles to be carried out effectively
	· Member appraisal process includes identification of training and development needs

· Annual Individual Performance Review process for officers includes identification of training and development needs

· Corporate and Directorate Training Programmes drawn up on an annual basis

	4.
Develop skills on a continuing basis to improve performance including the ability to scrutinise and challenge and to recognise when outside expert advice is needed
	· Induction programme for members

	5.
Ensure that effective arrangements are in place for reviewing the performance of the Authority as a whole and of individual members and agreeing an action plan which might for example aim to address any training or development needs
	· Member appraisal process developed and introduced

	6.
Ensure that effective arrangements are in place to encourage individuals from all sections of the community to engage with, contribute to and participate in the work of the Authority
	· All Secretary of State appointments to the Broads Authority and appointments to the Navigation Committee are advertised through the media

· Toll payers have been invited to apply for membership of the Navigation Committee through an advert in the local press and their newsletter,’ Broad Sheet’

	7.
Ensure that career structures are in place for members and officers to encourage participation and development
	· A staff grading structure is in place, providing for gradual progression

· Staff are encouraged to undertake appropriate training, including financial support for continuing professional development

	Engaging with local people and other stakeholders to ensure robust public accountability

	1.
Make clear to staff and the community to whom the Authority is accountable and for what
	· Powers and responsibilities of the Authority are set out in Broads Act

· Briefings on accountability and responsibilities given to staff as part of induction and training programmes

· Annual Report, Broadcaster, Broad Sheet and other publications are used to inform the public of the Authority’s accountability and responsibilities



	2.
Consider those institutional stakeholders to whom the Authority is accountable and assess the effectiveness of the relationships and any changes required
	· Memorandum of Understanding in place with the Environment Agency in respect of Broadland Flood Alleviation Project

· Chief Executive has joined Norfolk Chief Executives Group

	3.
Produce an annual report on scrutiny function activity
	· Annual report from Standards Committee on the Authority’s ethical standards

	4.
Ensure that clear channels of communication are in place with all sections of the community and other stakeholders including monitoring arrangements to ensure that they operate effectively
	· Annual visitor newspaper ‘Broadcaster’ made available to all visitors and residents through boat hire organisations and visitor centres

· Annual toll payer newsletter ‘Broad Sheet’ sent to all toll payers with toll reminder

· Annual report and other publications are available at visitor centres, libraries and on the Authority’s website

	5.
Hold meetings in public unless there are good reasons for confidentiality
	· All meetings are held in public with the exception of items which are deemed to be confidential under the provisions of the Local Government Act 1972

· Annual public meeting held at a central venue, and advertised extensively

	6.
Ensure arrangements are in place to enable the Authority to engage with all sections of the community effectively. These arrangements should recognise that different sections of the community have different priorities and establish explicit processes for dealing with these competing demands
	· The Communication Strategy identifies the Authority’s key audiences and stakeholders and how it will communicate with them

	7.
Establish a clear policy on the types of issues the Authority will meaningfully consult on or engage with the public and service users including a feedback mechanism for those consultees to demonstrate what has changed as a result
	· Communication Strategy

	8.
On an annual basis, publish a performance plan giving information on the Authority’s vision, strategy, plans and financial statements as well as information about  its outcomes, achievements and the satisfaction of service users in the previous period
	· Annual Report and Business Plan published annually

	9.
Ensure that the Authority as a whole is open and accessible to the community, service users and its staff and ensure that it has made a commitment to openness and transparency in all its dealings, including partnerships subject only to the need to preserve confidentiality in those specific circumstances where it is proper and appropriate to do so
	· All meetings of the Authority and its committees are held in public, the details of which are advertised and published on the Authority’s website

· The agendas and minutes of all meetings are published on the website

· An annual public meeting is held to enable members of the public to question members and hold the Authority to account for its actions

· The Authority has a Public Question Time Scheme of Operation whereby members of the public are able to ask formal questions, make a statement or present a petition at meetings of the Broads Authority and its committees

	10.
Develop and maintain a clear policy on how staff and their representatives are consulted and involved in decision making
	· Members of staff and the recognised trade unions are consulted on all changes to their terms and conditions of employment

· A Staff Representative Group has been established to represent the views of staff on all key issues which might affect their employment


Objective 2: Identify principal risks to the achievements of objectives

	The Authority has robust systems and processes in place for the identification and management of strategic and operational risks

	1.
There is a written strategy and policy in place for managing risk

2.
The Authority has implemented clear structures and processes for risk management which are successfully implemented

3.
The Authority has developed a corporate approach to the identification and evaluation of risk which is understood by staff

4.
The Authority has well defined procedures for recording and reporting risk

5.
The Authority has well-established and clear arrangements for financing risk

6.
The Authority has developed a programme of risk management training for relevant staff

7.
The corporate risk management board (or equivalent) adds value to the risk management process

8.
A corporate risk officer has been appointed with the necessary skills to analyse issues and offer options and advice

9.
Managers are accountable for managing their skills

10.
Risk management is embedded throughout the organisation

11.
Risks in partnership working are fully considered

12.
Where employed, risk management information systems meet users’ needs
	· A strategic risk register has been established, following a workshop involving senior members of staff and one member facilitated by Zurich Municipal

· The risk register is reviewed annually by the Authority’s group of senior managers and reported on an annual basis to the Broads Authority

· The risk register is published on the Authority’s Intranet and is reviewed and updated regularly by responsible officers

· The Director of Corporate Services is responsible for coordinating the strategic risk register


Objective 3: Identify and evaluate key controls to manage principal risks

	The Authority has a robust system of internal control which includes systems and procedures to mitigate principal risks

	1.
There are written financial regulations which have been formally approved, regularly reviewed and widely communicated to all relevant staff
	· Financial regulations have been adopted which set out the overall framework which governs the management of the Authority’s finances

	2.
There are written contract standing orders in place which have been approved, regularly reviewed and widely communicated to all relevant staff
	· Standing Orders relating to Contracts have been adopted which set out procedures for letting and management of contracts and which ensure competition for all contracts over a specific value

	3.
There is a whistle blowing policy in place which has been formally approved, regularly reviewed and widely communicated to all relevant staff
	· A Whistle Blowing Policy has been adopted for staff, and is posted on the Authority’s Intranet


	4.
There is a counter fraud and corruption policy in place which has been formally approved, regularly reviewed and widely communicated to all relevant staff
	· A Counter Fraud and Corruption Policy has been developed, and is posted on the Intranet

	5.
There are codes of conduct  in place which have been formally approved and widely communicated to all relevant staff
	· The Authority has adopted a Code of Conduct for Members, and a Code of Conduct for Members on the Planning Committee and Officers

· A Code of Conduct for Employees has been adopted, which forms part of the Authority’s Scheme of Local Conditions of Service and is communicated to all members of staff on appointment

	6.
A register of interests is maintained, regularly updated and reviewed
	· A Register of Members Interests is maintained, regularly updated and reviewed on an annual basis

	7.
A scheme of delegation has been drawn up, formally approved and communicated to all relevant staff
	· The scheme of delegation has been posted on the Authority’s Intranet and communicated to senior officers as appropriate

	8.
A corporate procurement policy has been drawn up, formally approved and communicated to all relevant staff
	· A procurement policy has been developed and posted on the Authority’s Intranet

	9.
Business/service continuity plans have been drawn up for all critical service areas and are subject to regular testing and review
	· Included in Action Plan

	10.
The risk register includes expected key controls to manage principal risks
	· The risk register includes key controls already in place, assesses the adequacy of these controls and sets out required management action

	11.
Key risk indicators have been drawn up to track the movement of key risks and are regularly managed and reviewed
	· Risks have been assessed according to their impact and likelihood of occurrence

· This level of risk is reviewed on an annual basis and if necessary amended

	12.
The Authority’s internal control framework is subject to regular independent assessment
	· Regular audit reports are prepared for the Authority, using a risk based approach, by both internal and external auditors

· An independent assessment of the internal control framework is carried out by the Head of Internal Audit

	13.
A corporate health and safety policy has been drawn up, formally approved, is subject to regular review and has been communicated to all relevant staff
	· A corporate Health and Safety at Work Policy has been adopted (and was reviewed in 2008/09) and is posted on the Authority’s Intranet

· The policy is subject to regular review by the Safety Committee, has been communicated to all members of staff and is drawn to the attention of all new staff on appointment

· The policy is supplemented by Codes of Practice which are posted on the Intranet

	14.
A corporate complaints policy/procedure has been drawn up, formally approved, communicated to all relevant staff, the public and other stakeholders and is regularly reviewed
	· A formal complaints policy has been developed, and is published on the Authority’s website


APPENDIX 1c
Annual Governance Statement: 2008/09
Action Plan

	Action
	Responsibility
	Target Date
	Priority

	Asset Management

	Develop an Asset Management Plan, identifying future costs of maintenance and replacement for BA assets using GIS to map structures
	Director of Waterways (lead officer)
	By 31 March 2010
	H

	Develop an Asset Management Strategy, including policies and procedures for the acquisition and disposal of assets, authorisation levels and responsibility.
	Director of Corporate Services
	By 31 July 2009
	H

	Prepare a capital replacement budget/plan for BA assets, linked to the Authority’s corporate objectives and Business Plan
	Management Team
	By 31 March 2010
	H

	Business Continuity

	Document all major business critical systems and put in place a Business Continuity Plan to address/mitigate risks
	Director of Corporate Services (lead officer)
	By 31 July 2009
	H

	Develop an IT Disaster Recovery Plan
	Head of Information Technology and Collector of Tolls
	By 31 July 2009
	H

	Business Planning

	Develop and publish 3 year Business Plan
	Director of Corporate Services
	By 31 August 2009
	H

	Introduce MS Project throughout the Authority as a means of planning and programming work
	Management Team
	By 31 March 2010
	M

	Code of Corporate Governance

	Develop and maintain a local Code of Corporate Governance
	Solicitor/Director of Corporate Services
	By 30 November 2009
	H

	Communications
	

	Review and update the Authority’s Communication Strategy, to take into account any recent guidance/developments
	Director of Corporate Services/Communications Manager
	By 30 November 2009 
	H

	Draw up Emergency Communication Plan setting out how the Authority will respond to emergencies and major incidents
	Director of Corporate Services/Communications Manager
	By 31 December 2008
	H

	Develop guidance for officers on external partnerships
	Solicitor/Director of Corporate Services
	By 30 September 2009
	M

	Data Management

	Formalise a data quality policy
	Director of Corporate Services
	By 31 December 2009
	L

	Employment Policies

	Review and update the Authority’s Scheme of Local Conditions of Service
	Head of Human Resources
	By 31 July 2009
	M

	Review and update the following policies:

· Electronic Communications 

· Unsatisfactory Work Performance and Related Matters

· Whistle Blowing


	Head of Human Resources
	By 31 January 2010
	M

	Financial Management

	Review and update the Anti-Fraud and Corruption Policy, and ensure that all members of staff are aware of the contents of the policy
	Head of Finance/Director of Corporate Services
	By 31 January 2010
	M

	Health and Safety at Work

	Introduce standardised site specific risk assessment forms 
	Director of Corporate Services/Safety Committee
	By 30 September 2009
	M



	Ensure that all field based have received health and safety awareness training
	Director of Corporate Services
	By 31 March 2010
	M

	Membership Issues

	Introduce a comprehensive induction programme for all new members when they join the Authority, tailored to their individual requirements
	Head of Administration and Executive Assistant
	By 31 July 2009 (for newly appointed members in May/June 2009)
	M

	Partnerships

	Identify significant partnerships and ensure that appropriate governance arrangements are in place
	Director of Corporate Services (lead officer)
	By 30 September 2009
	H

	Procurement

	Review and update the Procurement Policy to ensure that the Authority is securing value for money in its purchasing arrangements


	Director of Corporate Services/Head of Finance
	By 31 October 2009
	M

	Risk Management

	Strengthen risk management procedures by ensuring that:

· all new risks are identified and added to the Strategic Risk Register as promptly as possible through the introduction of a Risk Assessment Form; and

· improve monitoring of risks by managers through adding review dates to all identified risks.


	Director of Corporate Services
	By 30 September 2009
	H

	Toll Income

	Compile written procedures for all aspects of the new Tolls Management System
	Head of Information Technology and collector of Tolls/Assistant Collector of Tolls
	By 31 October 2009
	M

	Training and Education

	Provide training for selected members and senior officers in dealing with the press and media
	Head of Communications/Press Officer
	By 31 December 2008
	M


APPENDIX 2

Annual Governance Statement: 2007/08 Action Plan
Summary of Progress to Date
	Action
	Responsibility
	Progress to Date

	Asset Management

	Develop an Asset Management Plan, identifying future costs of maintenance and replacement for BA assets using GIS to map structures
	Director of Waterways (lead officer)
	Work in progress. Initial officer meeting held to discuss scope of project. New GIS Officer commencing work on 22 June 2009. Work commenced on Asset Management Strategy.

	Prepare a capital replacement plan for BA assets, linked to the Authority’s corporate objectives and Business Plan
	Management Team
	To be developed as part of Asset Management Plan.

	Business Continuity

	Document all major business critical systems and put in place a Business Continuity Plan to address/mitigate risks
	Director of Corporate Services (lead officer)
	Initial officer meeting being held on 23 June to scope project.

	Develop an IT Disaster Recovery Plan
	Head of Information Technology and Collector of Tolls
	No progress to date due to other pressures of work.

	Communications

	Review and update the Authority’s Communication Strategy and Action Plan, to clarify how best to represent the status of the Authority and engage with local residents and communities outside the executive area
	Chief Executive/Director of Corporate Services
	Deferred pending the appointment of a Communications Manager (interviews being held on 24/25 June 2009).

	Draw up Emergency Communication Plan setting out how the Authority will respond to emergencies and major incidents
	Director of Corporate Services
	Deferred pending the appointment of a Communications Manager.

	Data Management

	Establish a set of appropriate national and local performance indicators which can be used to monitor the Authority’s performance
	Management Team/Broads Strategy Officer
	New set of performance indicators adopted for 2009/10, including reduced set of national indicators agreed with national park authorities.

	Formalise a data quality policy
	Director of Corporate Services
	No progress to date due to pressures of other work.

	Document Management

	Develop a Retention and Disposal Policy to provide guidance to officers in the retention and disposal of documentation
	Director of Corporate Services/ Solicitor
	Document Management, Retention and Disposal Policy produced October 2008.

	Membership Issues

	Introduce a comprehensive induction programme for all new members when they join the Authority, tailored to their individual requirements
	Chief Executive/Director of Corporate Services
	Work in progress. To be refined following attendance by officers at NPAs Member Services Workshop in July 2009.

	Develop a protocol to ensure effective communication between members and officers in their respective roles
	Director of Corporate Services/ Solicitor
	Protocol on Officer and Member Relations adopted by BA on 8 May 2009.

	Partnerships

	Identify significant partnerships and ensure that appropriate governance arrangements are in place
	Director of Corporate Services (lead officer)
	Work in progress. Key partnerships identified by Management Team. Draft list of questions prepared to assess current working relationships and identify strengths/weaknesses.

	Procurement

	Review and update the Procurement Policy to ensure that the Authority is securing value for money in its purchasing arrangements
	Director of Corporate Services/Head of Finance
	No progress due to other pressures of work. Review to be undertaken in consultation with Sustainability Exchange, to ensure that sustainability is at the heart of the new strategy.

	Training and Education

	Provide training for selected members and senior officers in dealing with the press and media
	Head of Communications/Press Officer
	Deferred pending appointment of new Communications Manager.

	Provide training to staff as appropriate on the implementation and exercise of powers set out in the Broads Authority Bill
	Solicitor
	Presentation on the Broads Authority Bill given to all staff at Development Day on 27 April 2009.

	Provide general corporate governance training for staff
	Solicitor
	Presentation on Corporate Governance and its Application to the Broads Authority given to senior managers on 9 February 2009.

	Provide training guidance for staff on the implications of the Freedom of Information Act and how to respond to requests
	Solicitor
	Staff Guidance produced and published on the Intranet. Revised Guidelines on dealing with Freedom of Information Act and Environmental Information Regulations requests being produced.

	Increase staff awareness of the Authority’s Anti-Fraud and Corruption and Whistle Blowing policies
	Director of Corporate Services
	Note sent to staff drawing attention to the Whistle Blowing Policy on 3 November 2008. Both Anti-Fraud and Corruption and Whistle Blowing policies to be reviewed.

	Work Planning

	Introduce MS Project throughout the Authority as a means of planning and programming work
	Management Team
	Partially introduced.
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