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ACTION ON DISCOVERING A FIRE

1 Break the glass at the nearest FIRE ALARM POINT.
(This will alert Control and other Personnel)

2 Tackle the fire with the appliances available — IF SAFE TO DO SO.
3 Proceed to the Assembly Point for a Roll Call —

CAR PARK OF THE OFFICE BUILDING ADJACENT TO THE CYCLE SHED TO THE LEFT
OF THE ENTRANCE BARRIER TO 2 KINGS COURT.

4 Never re-enter the building — GET OUT STAY OUT.

ACTION ON HEARING THE ALARM

1 Proceed immediately to the Assembly Point

CAR PARK OF THE OPTIMUM BUILDING ADJACENT TO THE CYCLE SHED TO THE
LEFT OF THE ENTRANCE BARRIER TO 2 KINGS COURT.

2 Close all doors en route. The senior person present will ensure all personnel have left the room.

3 Never re-enter the building — GET OUT STAY OUT.

GUIDANCE NOTES FOR VISITORS

Security

Upon arrival, visitors are requested to proceed to the barrier and speak to the reception staff via the
intercom. There are parking spaces allocated for visitors around the front of the building, clearly
marked. Upon entering the building, you will then be welcomed and given any further instructions. In
particular it is important that you sign in upon arrival and sign out upon departure. Please speak to a
member of the reception staff on arrival who will direct you to the appropriate meeting room.

Wheelchair access
The meeting room is accessible for visitors in wheelchairs.

Alternative formats
For information regarding requests for papers in alternative formats, please contact Corporate Support
on 01905 368366 /331 or by email at committeeservices@hwfire.org.uk

Smoking is not permitted.

First Aid -please ask at reception to contact a trained First Aider.

Toilets — please ask at reception.


mailto:committeeservices@hwfire.org.uk

ACCESS TO INFORMATION — YOUR RIGHTS

The Local Government (Access to Information) Act 1985 widened the rights of press and public to
attend Local Authority meetings and to see certain documents. Your main rights are set our below:

o Automatic right to attend all Authority and Committee meetings unless the business if
transacted would disclose “confidential information” or “exempt information”.

o Automatic right to inspect agenda and public reports at least five days before the date of the
meeting.
o Automatic right to inspect minutes of the Authority and Committees (or summaries of business

undertaken in private) for up to six years following the meeting.
o Automatic right to inspect background papers used in the preparation of public reports.

o Access, on request, to the background papers on which reports are based for a period of up to
four years from the date of the meeting.

o Access to a public register stating the names and addresses and electoral divisions of
members of the Authority with details of membership of Committees.

o A reasonable number of copies of agenda and reports relating to items to be considered in
public must be made available to the public attending the meetings of the Authority and
Committees.

If you have any queries regarding this agenda or any of the decisions taken or wish to exercise any of
these rights of access to information please contact Corporate Support on 01905 368366 / 331 or by
email at committeeservices@hwfire.org.uk.

WELCOME AND GUIDE TO TODAY’S MEETING

These notes are written to assist you to follow the meeting. Decisions at the meeting will be taken by
the Councillors who are democratically elected representatives and they will be advised by Officers
who are paid professionals. The Fire and Rescue Authority comprises 25 Councillors and appoints
committees to undertake various functions on behalf of the Authority. There are 19 Worcestershire
County Councillors on the Authority and 6 Herefordshire Council Councillors.

Agenda Papers
Attached is the Agenda which is a summary of the issues to be discussed and the related reports by
Officers.

Chairman
The Chairman, who is responsible for the proper conduct of the meeting, sits at the head of the table.

Officers

Accompanying the Chairman is the Chief Fire Officer and other Officers of the Fire and Rescue
Authority who will advise on legal and procedural matters and record the proceedings. These include
the Clerk and the Treasurer to the Authority.

The Business
The Chairman will conduct the business of the meeting. The items listed on the agenda will be
discussed.

Decisions
At the end of the discussion on each item the Chairman will put any amendments or motions to the
meeting and then ask the Councillors to vote. The Officers do not have a vote.



Hereford & Worcester Fire and Rescue Authority
Audit Committee

30 June 2010
Agenda

Members
Mr D Prodger MBE, (Chair), Mrs L Duffy, (Vice-Chair), Mrs G Hopkins,
Mr C T Smith, Mr J Thomas.

1. APOLOGIES FOR ABSENCE
To receive any apologies for absence.

2. NAMED SUBSTITUTES

To receive details of any Member of the Authority nominated to attend the
meeting in place of a Member of the Committee.

3. DECLARATION OF INTERESTS (IF ANY)

The Members’ Code of Conduct requires Councillors to declare any interests
against an Agenda item, the nature of an interest and whether the interest is
personal or prejudicial. If a Councillor has a personal interest, they must declare
it but can stay, take part and vote in the meeting. If a Councillor has a prejudicial
interest then they must declare what that interest is and leave the meeting room
for the duration of the item.

This item allows the Chairman to invite any Councillor to declare an interest in
any of the items on this Agenda.

4. CONFIRMATION OF MINUTES

To confirm the minutes of the meeting held on 26 May 2010 (copy
attached).

5. ANNUAL GOVERNANCE STATEMENT AND CODE OF CORPORATE
GOVERNANCE

To present the Code of Corporate Governance and Annual Governance
Statement for consideration and approval.

6. STATEMENT OF ACCOUNTS 2009/10

To present the Statement of Accounts 2009/10 for approval.

7. ANNUAL GOVERNANCE REPORT 2009/10

To present the Annual Governance Report from the Authority’s External Auditor,
Mr. Grant Patterson, Audit Commission.

Agenda produced and published by Chief Fire Officer and the Clerk to the Fire and Rescue Authority
For further information contact Committee Services on 01905 368367
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Hereford & Worcester Fire and Rescue Authority
Audit Committee

30 June 2010
Agenda (Continued)

ITEM PAGES

8. THE ROLE OF THE HEAD OF INTERNAL AUDIT

To update the Committee on the draft CIPFA statement on the Role of the | 38 - 68
Head of Internal Audit.

GLOSSARY 69 -72

Agenda produced and published by Chief Fire Officer and the Clerk to the Fire and Rescue Authority
For further information contact Committee Services on 01905 368367












Service Policy/Instructions No. 1
Section J

Part 1

Management and Administration
Committee Services

Volume 1

Code of Corporate Governance

Decide how the quality of service to users is to
be measured and make sure that the
information needed to review service quality
effectively and regularly is available:

Put in place effective arrangements to identify
and deal with failure in service delivery:

Decide how value for money is to be measured
and make sure that the Authority or
partnership has the information needed to
review value for money and performance
effectively. Measure the environmental impact
of policies, plans and decisions:

The FRA measures the quality of the service it
provides directly or in partnership or by
commissioning through independent surveys
which are carried out by ORS and more
recently through the Joint Citizens Panel.

This information can be accessed via the
internet and intranets as well as hard copy
information packs. The Service is also subject
to an annual Charter Mark assessment by an
independent body.

The FRA has effective arrangements in place
to identify and deal with failure in service
delivery identified through robust monitoring
procedures, its tested Business Continuity
Plan, Strategic Risk Register and its Business
Impact Analysis process. It also has the
ability to hold an Urgent Decisions Committee
to address areas of significant failure in service
delivery.

The FRA has put in place arrangements to
ensure that it makes best use of its resources
and that tax payers and service users receive
excellent value for money, by adopting
national standards to contract for goods and
services supported by robust procurement
procedures. This is reviewed on an annual
basis using the VFM toolkit issued by the Audit
Commission and validated through the
independent Managing Performance
Assessment conducted by the Audit.
Commission, who then benchmark
performance against other service providers.

In addition, the Authority has adopted an
Environmental Strategy (EMS).

In line with the FRA’s Performance
Management Framework, all information
relating to quality of service is considered and
where appropriate acted upon by:
e PMM Quarterly Performance Meetings
e Best Value, Policy & Performance

Committee
e Audit Committee
. FRA

e Charter Mark Award

The arrangements to meet this requirement
are considered, reviewed and acted upon
through:
e PMM Quarterly Performance Meetings
e Best Value Policy & Performance
Committee
Audit Committee
FRA
Urgent Decisions Committee
Business Continuity Plan
Strategic Risk Register
Business Impact Analysis Form (Admin
28A)
Quarterly review by BVPP Committee of
corporate aims and objectives, including
measurement against Performance Indicators.
Internal Audit confirms compliance with
national standards and procurement
procedures.

Annual Report to FRA on compliance with
Environmental Strategy

Page 10 of 26
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Service Policy/Instructions No. 1
Section J
Part 1

Management and Administration
Committee Services
Code of Corporate Governance

Volume 1

The principles of good governance that we have
adopted are:

What we will do to meet them

How we will demonstrate compliance

To work to achieve the stated objectives of
Members and Officers to achieve a common

purpose with clearly defined functions and roles:

By:

Setting out a clear statement of the respective
roles and responsibilities of the Executive and
the Executive’s Members individually and the
Authority’s approach towards putting this into
practice:

Set out a clear statement of the respective
roles and responsibilities of the other Authority
Members, Members generally and senior
officers:

Determine a scheme of delegation and reserve
powers within 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:

Make a Chief Executive or equivalent
responsible and accountable to the Authority
for all aspects of operational management:

The FRA has not adopted an Executive Model.

The Constitution, Standing Orders and
Delegation Scheme sets out a clear statement
of the executive role and responsibilities of
Members through the Committee structure
which is reviewed on an annual basis.

The FRA has produced a scheme of delegation
and reserve powers within the constitution,
including a formal schedule of those matters
specifically reserved for collective decision of
the Authority, taking account of relevant
legislation. The delegation scheme is reviewed
as part of the governance review.

The FRA has appointed a Chief Executive/Chief
Fire Officer who is responsible and accountable
to the Authority for all aspects of operational
management.

The FRA regularly reviews Member and senior
officer roles and responsibilities to ensure they
are coherent, comprehensive and continue to
focus on delivering the purpose and priorities
of the organisation. An effective Rank to Role
procedure has been adopted.

Scheme of Delegation.

Organisational Chart and Job Description.

Page 11 of 26
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Service Policy/Instructions No. 1 Management and Administration Volume 1
Section J Committee Services
Part 1 Code of Corporate Governance

Develop protocols to ensure that the Leader
and Chief Executive (or equivalent) negotiate
their respective roles early in the relationship
and that a shared understanding of roles and
objectives is maintained:

Make a senior officer (the S151 officer)
responsible to the FRA 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 control:

Make a senior officer (usually the Monitoring
Officer) responsible to the FRA for ensuring
that agreed procedures are followed and that
all applicable statutes and regulations are
complied with:

Develop protocols to ensure effective
communication between Members and officers
in their respective roles:

Set out terms and conditions for remuneration
of Members and officers and an effective
structure for managing the process, including

an effective remuneration panel (if applicable):

The FRA has adopted a set of informal
protocols to ensure that the Leader and Chief
Executive/Chief Fire Officer negotiate their
respective roles early in the relationship and
that a shared understanding of roles and
objectives is maintained. These protocols will
be formalised as part of the ongoing
governance review.

The FRA has appointed 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 control.

The FRA has appointed a senior officer
responsible to the Authority for ensuring that
agreed procedures are followed and that all
applicable statutes and regulations are
complied with.

The FRA has developed protocols to ensure
that relationships between the Authority and
officers are clear so that each knows what to
expect from the other.

The FRA has an agreed Members’ allowance
procedure whereby remunerative scales are
adopted. Officers relate to national schemes
of pay and conditions. Members’ Allowances
Scheme referred to Independent
Remuneration Panels of Constituent bodies for
their consideration, prior to review by FRA.
This will reviewed as part of the next
governance review.

Minute/action points of Chairman’s/CFO
meetings.

Scheme of Delegation.

Protocol for Member/officer relations.

This responsibility is performed by the
Treasurer of the FRA.

Role of the Chief Financial Officer (Audit
Committee May 2010).

SLA to be updated as part of review.

This responsibility is performed by the Clerk to
the FRA.

Protocol for Member/officer relations.

Members’ Allowances Scheme reviewed
regularly by FRA.

Page 12 of 26
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Service Policy/Instructions No. 1 Management and Administration Volume 1
Section J Committee Services
Part 1 Code of Corporate Governance

Ensure that effective mechanisms exist to
monitor service delivery:

Ensure that the organisation’s vision, strategic
plans, priorities and targets are developed
through robust mechanisms and in
consultation with the local community and
other key stakeholders and that they are
clearly articulated and disseminated:

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:

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:

The FRA has adopted a Performance
Management Framework to measure the
quality of the service it provides directly, or in
partnership, or by commissioning. This
information can be accessed via the inter and
intra nets, as well as hard copy information
packs.

The organisation’s strategic plans are
developed through a series of robust
mechanisms and in consultation with the local
community and other key stakeholder. They
are available through the Service website,
local places of interest and hard copy (IRMP).

Members representing the FRA at partnership
meetings adhere to the terms of reference for
the Partnership Board, which set out the
purpose, responsibilities, principles and
membership.

A register of all Partnerships is held. As part
of the Partnership review all agreements are
to be collated and reviewed to ensure that
there is continuing clarity around the purpose
and status of the partnership.

Whilst there may be some formal
arrangements in place custom and practice
sets out procedures for many others. As part
of the partnership review, agreements will be
reviewed to determine the Authority’s role and
letters will be sent from the Authority to
partnership representatives making clear
delegated authority for representative
attendance.

Quarterly review by BVPP Committee of
corporate aims and objectives, including
measurement against Performance Indicators.

IRMP Steering Group which ensures that the
organisation’s strategic plans are developed
through a series of robust mechanism.
Extensive public and stakeholder consultation
on the 3 year IRMP and every year on IRMP
Annual Action Plan.

Approval by the Authority of the 3 year IRMP
and each December of the annual Action Plan,
following consultation.

The Chair represents the Authority at Strategic
partnership level.

Partnership Register.
Minutes from Partnership Review Group.

FRA will make appropriate arrangements for
the Chair, DCFO and Group Managers to
attend partnership meetings.

Page 13 of 26
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Service Policy/Instructions No. 1
Section J
Part 1

Management and Administration
Committee Services
Code of Corporate Governance

Volume 1

The principles of good governance that we have
adopted are:

What we will do to meet them

How we will demonstrate compliance

To promote values for the Authority and
demonstrate the values of good governance
through upholding high standards of conduct
and behaviour:

By:
e Ensuring that the Authority’s leadership sets a
tone for the organisation by creating a climate
of openness, support and respect:

The FRA has adopted a set of core values
which are:

We Value Diverse Communities
0 We are committed to serving all parts
of our communities
0 We recognise that diverse needs,
expectations and risks need diverse
solutions
0 We remove barriers to entry and seek
true diversity to reflect the
communities we serve
We Value our People
0 We are committed to developing our
people
0 We work in an inclusive and ethical
way
0 We recognise that everyone has a
contribution to make
0 We respect and see difference as a
strength
We Value Innovation, Change and Learning
o0 We encourage critical and lateral
thinking and manage constructive
challenge
0 We take responsibility for improving
our performance
0 We develop ourselves and others to
achieve our full potential

The Authority applies Codes of Conduct for
both Members and employees.

The Authority has appointed a Standards
Committee, with independent, non-elected
Members, to investigate allegations of

breaches of the Code of Conduct by Members.

The Authority operates a “Confidential
Reporting (Whistle-blowing)” policy.
Member/Officer Protocol
Comments/Complaints Procedures
Ethical Framework

Performance Appraisal
Discipline/Competency

E&D Strategy

Page 14 of 26
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Service Policy/Instructions No. 1 Management and Administration Volume 1
Section J Committee Services

Part 1 Code of Corporate Governance

e We Value our Fire and Rescue Service

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;

Put in place arrangements to ensure that
Members and employees of the Authority 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;

o0 We are passionate about maintaining
our great reputation

0 We focus on priorities by setting clear
objectives and accountabilities

o0 We provide the right service at the
right time and in the right place

These are used in the development of service
planning priorities and the adoption of a series
of relevant documents as highlighted in areas
of compliance.

The FRA ensures by written reference, that the
standards of conduct and personal behaviour
expected of Members and staff are easily
available to be read, digested and followed.
These are available through the Service’s
intranet/internet and in a hard copy format.
Training for Members and Officers is provided
on a regular basis for codes of
conduct/protocols.

The FRA adopts and reviews policy and
protocols to ensure that Members and
employees carry out their respective functions
in a fair, equitable, non-discriminatory and
inclusive manner.

Processes have been adopted within the
decision making processes to alert staff to
potential issues of prejudice, bias or conflicts
of interests.

The Authority applies Codes of Conduct for
both Members and employees.

The Authority has appointed a Standards
Committee, with independent, non-elected
members, to investigate allegations of

breaches of the Code of Conduct by Members.

The Authority operates a “Confidential
Reporting (Whistle-blowing)” policy.
Scheme of delegation.

Protocol for Member/officer relations.
The Authority participates in the National
Fraud Initiative.

Performance Appraisal.

The Authority applies Codes of Conduct for
both Members and employees.

The Authority has appointed a Standards
Committee, with independent, non-elected
Members, to investigate allegations of

breaches of the Code of Conduct by Members.

The Authority implements its own Equality
scheme “Equality for All” throughout the
Service.

The Authority appoints an Equality and
Diversity Champion to promote and pursue
these aims.

Page 15 of 26
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Service Policy/Instructions No. 1
Section J
Part 1

Management and Administration
Committee Services

Volume 1

Code of Corporate Governance

Develop and maintain shared values including
leadership values for both the organisation
and staff reflecting public expectations and
communicate these with Members, staff, the
community and partners:

Put in place arrangements to ensure that
systems and processes are designed in
conformity with appropriate ethical standards,
and monitor their continuing effectiveness in
practice:

Develop and maintain an effective Standards
Committee:

The FRA has adopted effective organisational
values. These values are included within all
strategic documentation i.e. IRMP and
Authority Plan.

The FRA has adopted an Equality & Diversity
Scheme and Code of Conduct which conform
to national standards and has put in place
performance indicators to continually monitor
effectiveness of the E&D Scheme. In addition
the Chair of the Standards Committee visits a
number of Committees to ensure compliance.
Governance and Partnerships Reviews are
being undertaken to ensure that the systems
and processes continue to be fit for purpose.

The FRA has appointed a Standards
Committee, in accordance with the guidelines
set by the Standards Board for England. The
Standards Committee has put in place
appropriate Member training and taken action
in Member Discipline issues. The Governance
review is considering the effectiveness of the
current Standards Committee to determine if
any change is necessary in order to ensure it
remains effective.

The Authority employs a designated Equality
and Diversity Officer.

The Authority provides training for Members in
Ethics and Equality & Diversity.

Admin 28A.

The Authority’s mission statement is
emphasised on all Authority stationery,
publications and on the Service website.

The Authority’s performance against its own
Equality & Diversity Performance Indicators is
reviewed on a quarterly basis by the BVPP
Committee.

The Standards Committee’s composition,
proceedings and procedures are all available to
the public on the Service website.

The Committee reports annually to the FRA.
The Authority provides training, both internally

and externally, for Standards Committee
Members.

Page 16 of 26
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Service Policy/Instructions No. 1 Management and Administration Volume 1
Section J Committee Services
Part 1 Code of Corporate Governance

Use the organisation’s shared values to act as
a guide for decision making and as a basis for
developing positive and trusting relationships
within the Authority:

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.

The FRA has put into place effective
organisational values, which are publicised in
the Authority’s Plan and IRMP.

The FRA is signed up to the values listed in the
Community Safety strategies for Herefordshire
and Worcestershire.

Through its membership of key strategic
partnerships the FRA upholds its commitment
to sharing common values, including sharing
collective responsibility with its partners and
individual responsibility for its own actions.

The BVPP Committee reviews the performance
of the Authority in achieving the corporate
aims and goals on a quarterly basis.

FRA actions in support of the strategic
partnerships are open to peer and public
scrutiny through the partnership’s
performance management framework and
public reporting mechanisms.

Page 17 of 26
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Service Policy/Instructions No. 1
Section J
Part 1

Committee Services

Management and Administration

Volume 1

Code of Corporate Governance

The principles of good governance that we have
adopted are:

What we will do to meet them

How we will demonstrate compliance

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

By:
e Developing and maintaining an effective .
scrutiny function which encourages
constructive challenge and enhances the
Authority’s performance overall and that of
any organisation for which it is responsible;

e Develop and maintain open and effective .
mechanisms for documenting evidence for
decisions and recording the criteria, rationale
and considerations on which decisions are
based;

e 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;

Whilst the Authority has not adopted an
Executive Model it has none the less developed
a separate Scrutiny Committee which reviews
the actions of the Authority as well as major
future policies. In addition the Audit
Committee maintains an overview to ensure
the Authority’s governance processes remain fit
for purpose. The Scrutiny Committee reports
are considered by the FRA on a regular basis.
The FRA is rigorous and transparent about how
decisions are taken and listens and acts upon
the outcome of constructive scrutiny.

The FRA has effective mechanisms for
documenting evidence for decisions and
recording the criteria, rationale and
considerations on which decisions are based;
As part of the standard report framework
officers are required to set out evidence for
decisions along with criteria, rationale and
considerations on which decisions are based.

The FRA has put in place a register of interests
of Members and the Officer Code of Conduct
sets out how officers deal with potential
conflicts of interests. In addition the Member
Code of Conduct sets out how Members should
deal with potential conflicts of interests and
regular training is provided.

The proceedings of all meetings of the
Authority and of all Committees of the
Authority are publicised in advance, and
reported on fully on the Service Website.
The Authority has appointed an Audit
Committee and a BVPP Committee which
maintain effective scrutiny of the Authority’s
performance.

The Authority encourages public scrutiny
through consultation, complaints procedures
and input into FRA Agenda.

All agendas, papers, reports and minutes of
meetings of the FRA are available on the
service website. Background papers are also
available upon request.

Business Impact Assessments are submitted
with papers and reports which recommend
changes in policies or procedures.

The Authority applies a Code of Conduct for
both Members and employees.

The Authority has appointed a Standards
Committee, with independent, non-elected
members, to investigate allegations of
breaches of the Code of Conduct by Members.
The Authority maintains Registers of Interests
for Members.

Page 18 of 26
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Service Policy/Instructions No. 1 Management and Administration Volume 1
Section J Committee Services
Part 1 Code of Corporate Governance

e Develop and maintain an effective Audit
Committee (or equivalent) which is
independent of the executive and scrutiny
functions or make other appropriate
arrangements for the discharge of the
functions of such a committee:

e Ensure that effective, transparent and
accessible arrangements are in place for
dealing with complaints:

e Ensure that those making decisions whether
for the Authority or the partnership are
provided with information that is fit for the
purpose, relevant, timely and gives clear
explanations of technical issues and their
implications:

e 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 FRA has an effective Audit Committee
which is independent of the executive and
scrutiny functions. The terms of reference of
the Audit Committee will be reviewed as part of
the Governance Review to ensure they remain
fit for purpose.

The Authority has put in place arrangements
for dealing with complaints from the public on
the Service website and from its own
employees.

The FRA ensures that good quality information;
advice and support are available to ensure that
services are delivered effectively and are what
the community wants/needs. A system is in
place for reviewing best practise on technical
matters to ensure that the Authority remains
up to date.

The Authority has arrangements in place to
ensure proper legal and financial advice.
Reports are circulated to appropriate legal and
financial officers and there is attendance at
appropriate meetings by the Authority’s
financial and legal advisers.

The Authority has clearly stated policies for
both Members and employees regarding Gifts
and Hospitality to prevent possible conflicts of
Interest.

The Authority has appointed an independent
Audit Committee, which works closely with the
Audit Commission and the internal auditors.

The Authority reports on complaints from the
public to every FRA meeting.

The Authority has put in place the Confidential
Reporting Policy and the Listening Ear facility
for employees.

Prior to presentation at main meetings of the
Authority or Committees, all information
presented is considered and reviewed by
Committee Services and at briefings of Officers
and Chairpersons.

All information is publicised at least 5 clear
days before the Meeting, in accordance with
legislative requirements and Standing Orders.
The Authority maintains a Glossary of Terms
which is circulated with all Meeting agendas.

The Authority has Service Level Agreements
for the provision of Legal and Financial advice.
Business Impact Assessments, which identify
legal and financial implications, are submitted
with papers and reports which recommend
changes in policies or procedures.
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Service Policy/Instructions No. 1
Section J

Part 1

Management and Administration
Committee Services

Volume 1

Code of Corporate Governance

Ensure that risk management is embedded
into the culture of the Authority; with
Members and managers at all levels
recognising that risk management is part of
their jobs.

Ensure that arrangements are in place for
whistle-blowing to which staff and all those
contracting with the Authority have access.

Actively recognise the limits of lawful activity
placed on them by, for example, the ultra
vires doctrine but also strive to utilise powers
to the full benefit of their communities.

Recognise the limits of lawful action and

observe both the specific requirements of
legislation and the general responsibilities
placed on Local Authorities by public law.

The FRA has an effective risk management
system that is embedded into the culture of the
Authority; with Members and managers at all
levels recognising that risk management is part
of their jobs. This is supported by annual
training programmes.

The FRA has arrangements in place for whistle-
blowing to which staff and all those contracting
with the Authority have access.

The FRA uses its legal powers to the full benefit
of the citizens and communities of
Herefordshire and Worcestershire. Legal
advisors consider all major decagons to ensure
that the Authority acts within the limits of
lawful actively placed on them.

The impetus and limitations of statutory
instruments are respected and adhered to by
the appropriate actions of the FRA in carrying
out its duties. In the decision making process
staff will set out the limits of the legislation and
describe the lawful action to be taken within
those limits. Also as part of the scrutiny and
Audit Committee processes a review of the
lawfulness of any action will also be undertaken
when appropriate.

Recent events have caused this area to be
reviewed (see paras 4.3 and 5 of the AGS)

The Authority has a Strategic Risk Register,
which is reviewed on an annual basis.

A Corporate Risk report is presented each
quarter to the Audit Committee.

The Audit Committee reviews the Whistle-
blowing policy annually.

The policy is brought to the attention of all
Service personnel through the Service Bulletin
on a regular basis.

The policy is brought to the attention of all
contractors engaged by the Service and is
available via the website within ‘Procurement’.
Reception/Internet.

The Authority has adopted a Code of
Corporate Governance which lists the enabling
statutes governing the Authority and the
Service.

The Authority utilises powers to the full benefit
of their communities, including active
participation in Strategic partnerships.
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o Observe all specific legislative requirements
placed upon them, as well as the
requirements of general law and in particular
to integrate the key principles of good
administrative law — rationality, legality and
natural justice — into their procedures and
decision-making processes.

The FRA inducts its Members and officers in the
observance of the legal aspects of performing
their roles and responsibilities through
appropriate training for the areas of work they
undertake. Legal advisers review committee
reports and attend committees in order to
ensure that the Authority observes specific
legislative requirements placed upon them.

Operation by lawful acts of Government i.e.
Fire Services Act, Local Government Act.

A full induction and training programme for
Members is in place, focusing on roles and
responsibilities of FRA Members as well as key
areas of work.

Page 21 of 26

25



Service Policy/Instructions No. 1
Section J
Part 1

Management and Administration
Committee Services

Volume 1

Code of Corporate Governance

The principles of good governance that we have

adopted are:

What we will do to meet them

How we will demonstrate compliance

Developing the capacity and capability of
Members and officers to be effective:

By:

Providing induction programmes tailored to
individual needs and opportunities for
Members and officers to update their
knowledge on a regular basis:

Ensure that the statutory officers have the
skills, resources and support necessary to
perform effectively in their roles and that
these roles are properly understood
throughout the Authority:

Assess the skills required by Members and
officers and make a commitment to develop
those skills to enable roles to be carried out
effectively:

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:

Ensure that effective arrangements are in
place for reviewing the performance of the
executive as a whole and of individual
Members and agreeing an action plan which
might; for example, aim to address any
training or development needs.

The FRA provides induction programmes
tailored to individual needs and opportunities
for Members and all officers to update their
knowledge on a regular basis.

SLAs reflect the needs of the Authority for
support from statutory officers; however, a
review is currently under way allied to the
governance review.

All officers undertake appraisals which identify
any training needs. As part of the governance
review a member’s appraisal scheme will be
considered.

The Executive Model has not been applied.
However, this will be considered further as part
of the governance review.

The FRA develops the capability of its people
and evaluates their performance as individuals
and as a group through specific training
courses and competence assessments. The
FRA has not adopted the Executive Model;
however there are arrangements in place for
reviewing the performance of the Authority as
a whole.

Induction Programme is in place.

Member Development Programme in place, in
addition to Member support services.

All officers are appointed based on required
skills and experience.
Members are developed through a standard
training programme.

FRA decisions regarding objectives (for
example IRMP) reflects necessary allocation of
resources to objectives — for example
Investment in Training.

Development opportunities delivered based on
appraised evidence.
Best Value Committee — Terms of Reference.
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e Ensure that effective arrangements designed
to encourage individuals from all sections of
the community to engage with, contribute to
and participate in the work of the Authority:

e Ensure that career structures are in place for
Members and officers to encourage
participation and development:

Consultation Plans incorporate a wide variety of
venues/methods and techniques to meet
diverse needs.

For officers there is a clear structure for
appointment, development and promotion.
The FRA encourages new talent for
membership of the Authority so that best use
can be made of an individual’s skills and
resources in balancing continuity and renewal.

Provision of diverse solutions/options during
consultation and community engagement.

Assessment Centres.
IPDR.
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The principles of good governance that we have

adopted are:

What we will do to meet them

How we will demonstrate compliance

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

By:

Making clear to themselves, all staff and the
community to whom they are accountable and
for what:

Considering those institutional stakeholders to
whom the Authority is accountable and
assessing the effectiveness of the
relationships and any changes required:

Producing an annual report on the activity of
the scrutiny function:

Ensuring that clear channels of
communication are in place with all sections
of the community and other stakeholders, and
putting in place monitoring arrangements to
ensure that they operate effectively:

The Authority exercises leadership through a
robust scrutiny function which effectively
engages local people and all local institutional
stakeholders including partnerships and
develops constructive accountability
arrangements.

The FRA positively promotes an open culture
throughout all its areas of operation where the
concept of Equality and Diversity is a given.
Each year Members and officers consider the
Annual Audit Opinion Letter and implement
appropriate recommendations.

BVPP Committee produces key subject area
scrutiny reports. The Authority has not
adopted the Executive Model; however, the
minutes of the BVPP are submitted to the FRA.
This will be considered further as part of the
Governance Review.

The FRA has an active and planned approach to
communication with and accountability to the
public to ensure effective and appropriate
service delivery whether directly by the
Authority, in partnership or by commissioning.

All consultation and engagement mechanisms
follow good practice.

IRMP consultation.

Delegation Scheme.

Worcestershire Citizens Panel.

All FRA and Committee meetings follow
statutory guidance and are open to the public.
Annual Audit Report.

Improvement Planning Register.

Consultation procedures (especially during the
production of the Equality Scheme) show
evidence of continuous engagement and
capacity building of excluded groups to
become effective consultees.

Utilise a variety of methods which include:
e Opinion Research Services

e Internet

e Open Days and partner events

e IRMP consultation
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Holding meetings in public unless there are
good reasons for confidentiality:

Ensuring that 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:

Establishing a clear policy on the types of
issues they will meaningfully consult on or
engage with the public and service users
about including a feedback and mechanism
for those consultees to demonstrate what has
changed as a result:

On an annual basis, publishing 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:

Ensuring that the Authority as a whole is open
and accessible to the community, service
users and its staff and ensuring 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.

The vast majority of meetings are held in
public and papers are published within the
specified timelines.

Communication and consultation procedures
recognise diverse needs.

All changes to services (via IRMP) are
consulted on annually. All consultation is
proportionate and appropriate to changes being
considered.

Service Plan published each year incorporates
all listed elements.

Media & Communications Plan outlines areas
for consultation and potential methodologies
and good practice in communication.

Internet

Communication plans incorporate actions to
meet the needs of diverse groups.

Consultation Plan.

Service Plan.

Media & Communications Plan.
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e Developing and maintaining a clear policy on e Staff and representative bodies consulted ¢ Media & Communications Plan.
how staff and their representatives are regularly through staff workshops, e Joint Protocols for Industrial Relations Policy.
consulted and involved in decision making: individual/group consultations etc.
e Policing in place on Representative Body
involvement and consultation.
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