Mountsett Crematorium’s Compliance with a Standard Local Governance Code Requirements

Annex 5

Local Code Requirement (The Code should reflect the

Principles Supporting Principles Ref requirement for the Council to: Evidence / Source Documents to demonstrate compliance
Corporate Plan Y
1.1 | Develop and promote the organisations purpose and vision Service Delivery Plan Y
Exercising strategic Service Improvement Plan Y
leadership by developing ervice Improvement Flans
and clearly communicating Review on a regular basis the Organisations vision for the local
the Organisation’s purpose | 1.2 s e Corporate Plan Y
e S area and its impact on the Organisation’s governance arrangements
PRINCIPLE 1 | and vision and it’s intended E Fal oart hi Jeronned b = f
Focusing on outcome for citizens and nsure that partnerships are underpinned by a common vision o . .
the purp%se service users 1= their work that is understood and agreed by all parties Strategic Partnering Agreement Y
of the Publish an annual report on a timely basis to communicate the
Organisation 1.4 Organisation’s activities and achievements, its financial position and | Annual Report and Financial Statement Y
and on performance
outcomes for . . . . Corporate Plan Y
the Ensuring that users receive Decide how the quality of services for users is to be measured and
community Aighlqual Ty ErSorice 1.5 | make sure that the information needed to review service quality Performance management framework Y
and creating whether directly, or in effectively and regularly is available Service Improvement Plans Y
and partnership, or by -
implementing | commissioning 16 | Putin place effective arrangements to identify and deal with failure Complaints Procedure Y
a vision for ’ in service delivery Performance management framework Y
the local area
Ensuring that the Value for Money Strategy DCC
Organisation makes best Decide how value for money is to be measured and make sure that VEM Reviews N
use of resources and that 17 the authority or partnership has the information needed to review
tax payers and service ’ VFM and performance effectively. Measure the environmental Benchmarking Y
users receive excellent impact of policies, plans and decisions
value for money Medium Term Financial Strategy Y
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Annex 5

Local Code Requirement (The Code should reflect the

Principles Supporting Principles Ref requirement for the Council to: Evidence / Source Documents to demonstrate compliance
Set out a clear statement of the respective roles and responsibilities
21 of the executive and of the executive’s members individually and Constitution DCC
the authority’s approach to putting this into practice.
Terms of Reference Y
22 Set out a clear_statement of the respective roles and respon3|t_>|l|t|es Members Code of Conduct DCC
of other authority members, members generally and senior officers.
Officers Codes of Conduct DCC
Determine a scheme of delegation and reserve powers within the
constitution including a formal schedule of those matters specifically
2.3 reserved for collective decision of the authority, taking account of Scheme of Delegation DCC
PRINCIPLE 2 relevant legislation, and ensure that it is monitored and updated
Members and when required
officers Ensuring effective Constitution DCC
working B o ghpudte Make a Chief Executive or equivalent responsible and accountable
together to Organisation and bein 24 . - i
achiove a o it oxosutive ond to the authority for all aspects of operational management Committee Terms c?f Reference M
common non-executive functions Scheme of Delegation DCC
purpose with | and the roles and Develop protocols to ensure that the leader and chief executive .
clearly responsibilities of the 2.5 | negotiate their respective roles early in the relationship and that a i?g:;rt l\/lljeggnngtf) etween members and Y
defined scrutiny function shared understanding of roles and objectives is maintained
fur:jctlc:ns Director of Resources (CFO) Job Y
NCHOIOS Description / Specification
Make a senior officer [ the S151 officer / ] responsible to the Chief Financial Officer Conditions of Y
26 Organisation for ensuring that appropriate advice is given on all Employment
. financial matters, for keeping proper financial records and accounts, | annual Accounts Y
for maintaining an effective system of internal control
Budget Documentation Y
External Audit Reports Y
Make a senior officer [ usually the monitoring officer] responsible to | Company Secretary responsibilities Y
2.7 the authority for ensuring that agreed procedures are foIIO\_Ned and Internal Audit Reports Y
that all applicable statutes and regulations are complied with —
Constitution DCC
Develop protocols to ensue effective communication between Regular Meetings between members and
PRINCIPLE 2 . . q 2.8 ) . . . Y
Members and | Ensuring relationships members and officers in their respective roles relevant DCC staff
" between the Organisation, "
officers - . Officers Conditions of Employment Y
. it's partners and the public " )
working are clear so that each Set out the terms and conditions for remuneration of members and
togt.ather to knows what to expect of 2.9 .offlcer.s and an effgctnve structurg for managing the process Constitution DCC
achieve a e including an effective remuneration panel.
common Members Conditions of Employment Y
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L . L Local Code Requirement (The Code should reflect the . .
Principles Supporting Principles Ref requirement for the Council to: Evidence / Source Documents to demonstrate compliance
purpose with Committee Meetings Y
clearly
gefir;gd 2.10 | Ensure that effective mechanisms exist to monitor service delivery Performance management framework DCC
unctions
and roles Complaints procedure Y
Corporate Plan Y
Ensure that the organisation’s vision, strategic plans, priorities and Service Deli Pl Y
211 targets are developed through robust mechanisms, and in ervice Delivery Flan
. consultation with the local community and other key stakeholders, ice | Pl v
and that they are clearly articulated and disseminated Service Improvement Plans
Medium Term Financial Strategy Y
When working in partnership ensure that members are clear about
2.12 | their roles and responsibilities both individually and collectively in Strategic Partnering Agreement DCC
relationship to the partnership and to the organisation
When working in partnership: ensure there is clarity about the legal
status of the partnership; - ensure the representatives of
2.13 | organisations both understand and make clear to all other partners Strategic Partnering Agreement DCC
the extent of their authority to bind the organisation to partner
decisions
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L . L Local Code Requirement (The Code should reflect the . .
Principles Supporting Principles Ref requirement for the Council to: Evidence / Source Documents to demonstrate compliance
Code of Conduct DCC
Single corporate Equality Scheme DCC
34 Ensure that the authority’s leadership sets a tone for the
: organisation by creating a climate of openness, support and respect Anti Fraud & corruption strategy DCC
Equality & Diversity Policy DCC
Officers Code of Conduct DCC
Performance Appraisal System DCC
Complaints Procedure DCC
Ilzfc::%lt'i:r:-gE 3 Single corporate Equality Scheme DCC
values for the . . . .
authority and . . Ensure that standards of conduct and personal behaviour expected Equalty & Diversity Policy DCC
demonstratin | ENsuring authority 32 | of members and staff, of work between members and staff and Corporate equality group DCC
g the values members and officers : between the Organisation, its partners and the community are
of good exercise leadership by defined and communicated through codes of conduct and protocols
T behaving in ways that .
?hrou b exemplify high standards Competency Policy and Framework DCC
" hol%in of conduct and effective
hi’;h 9 governance
standards of " . v A
'Working Together" Guide spec.
ﬁ::g;'ic:uarnd Confidential Reporting Code pee
Standing Financial Instructions DCC
Single corporate Equality Scheme DCC
Put in place arrangements to ensure that members and employees | Corporate equality group DCC
of the authority are not influenced by prejudice, bias or conflicts of
3.3 interest in dealing with different stakeholders and put in place Code of Practice on racial equality DCC
appropriate processes to ensure that they continue to operate in
practice Member Codes of Conduct DCC
Officers Codes of Conduct DCC

Equality & Diversity Policy DCC
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L . L Local Code Requirement (The Code should reflect the . .
Principles Supporting Principles Ref requirement for the Council to: Evidence / Source Documents to demonstrate compliance
Member Codes of Conduct DCC
Officers Codes of Conduct bcc
Develop and maintain shared values including leadership values for Sinal te Equality Sch DCC
34 both the organisation and staff reflecting public expectations and ingle corporate Equality scheme
: communicate these with members, staff, the community and - - - DCC
partners Code of Practice on racial equality
Corporate equality group bee
Equality & Diversity Policy bce
PRINCI?LE 3 Member Codes of Conduct bce
Promoting
values for the Officers Codes of Conduct bee
authority and - G
demonstratin Put in place arrangements to ensure that systems and processes Review of Governance arrangements / DCC
gthe values | Ensuring that 3.5 | are designed in conformity with appropriate ethical standards and structure
of good organisational values are monitor their continuing effectiveness in practice. Single corporate Equality Scheme bee
governance put into practice and are DCC
through effective Corporate equality group
upholdin
high J Equality & Diversity Policy bce
f
2?:::;? :n?i No Standards Committee N/A
behaviour 3.6 Develop and maintain an effective standards committee.
Officers Codes of Conduct DCC
Business Plan Y
Use the organisations shared values to act as a guide to decision
3.7 making and as a basis for developing positive and trusting Delivery Plan Y
relationships within the authority
Service Improvement Plans Y
In pursuing the vision of a partnership, agree a set of values against
which decisions making and actions can be judged. Such values . "
e must be demonstrated by partners behaviour both individually and Strategic Partnering Agreement DCC
collectively
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Standards Committee N/A
Strategic Decisions made by the v
Committee - see minutes

Format of Committee reports - Standard v
template

Minute Book Y
Action plan monitored by committee Y
Risk Register Y
Code of Conduct DCC
Committee - Terms of Reference Y
Committee Member Training DCC
Committee Reports Y
Complaints Procedure DCC
Performance management framework DCC
Record of Ombudsman complaints N/A
Members Induction Programme DCC
Members training and Development DCC
Strategy

Risk Register Y
Legal and Financial implications are

considered and recorded as part of all v
decisions and included within all

committee reports
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Risk management Service DCC

Committee Responsibilities Y
Risk Management Policy Statement Y
Annual assurance statement Y
Risk Register Y

Whistle Blowing policy DCC

Confidential Reporting Code DCC

Terms of Reference Y

Specific advice as required Y

Legal aspects included in risk v
assessments as appropriate

Specific advice as required Y

Appropriate job descriptions / v
specifications

Legal implications in reports Y
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Local Code Requirement (The Code should reflect the

Principles Supporting Principles Ref requirement for the Council to: Evidence / Source Documents to demonstrate compliance
Training & Development Strategy DCC
P Y
Committee member training and DCe
Provide induction programmes tailored to individual needs and development plans
5.1 opportunities for members and officers to update their knowledge Officer training and development plans DCC
on a regular basis
Induction program Y
Making sure members and prog
officers have the skills, Training courses / seminars / etc Y
knowledge, experience and
resources they need to One to One appraisals DCC
perform well in their roles Job descriptions/person specs — v
Crematorium Superintendent
Ensure that the statutory officers have the skills, resources, and Job descriptions/person specs - Treasurer Y
PRlNC|P_'-E 5 5.2 support necessary to perform effectively in their roles and that these
Developing roles are properly understood throughout the authority
thc:j capacity Officers training and development plans DCC
an
capability of One to One appraisals DCC
omf?ir:t:)rzrtsoag: Committee member training and DCC
effective Assess the skills required by members and officers and make development plans
5.3 commitment to develop those skills to enable roles to be carried out | Officer training and development plans DCC
effectively
Training and development strategy DCC
BevelepIng thBIcapaBIIi Committee Member Annual Appraisals N
of peoplg ‘_N_lt_h governance Officers annual appraisals Y
responsibilities and Develop skills on a continuing basis to improve performance,
evaluating their 5.4 including the ability to scrutinise and challenge and to recognise Training and development strategy DCC
performance, as individuals when outside expert advice is needed
and as a group Staff annual training plans DCC
Committee member Annual training plans DCC
Ensure that effective arrangements are in place for reviewing the
5.5 performance of the executive as a whole and of individual members Committee Member Annual Appraisals N
. and agreeing an action plan which might, for example, aim to pp
address any training and development needs
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L . L Local Code Requirement (The Code should reflect the . .
Principles Supporting Principles Ref requirement for the Council to: Evidence / Source Documents to demonstrate compliance
Ensure that effective arrangements designed to encourage
5.6 individuals from all sections of the community to engage with, N/A

PRINCIPLE 5 . contribute to and participate in the work of the authority

Developing Encouraglqg new talent for Committee Training and Development DCC

the capacity membership of the Plans

and authority so that best use .

capability of can be made of individuals' Officer Training and Development Plans DCC

skills and resources in Ensure that career structures are in place for members and officers : -

g‘%?;irtsoag: balancing continuity and S to encourage participation and development Succession planning arrangements N

effective renewal Committee Succession Planning N
Arrangements
Training and development strategy DCC
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Local Code Requirement (The Code should reflect the

Principles Supporting Principles Ref requirement for the Council to: Evidence / Source Documents to demonstrate compliance
6.1 Make clear to themselves, all staff and the community to whom they Committee Y
: are accountable and for what
Surveys N
Consider those institutional stakeholders to whom the authority is
6.2 | accountable and assess the effectiveness of the relationships and Publications Y
any changes required Web-site Y
PRINC!PLE 6 Exercising leadership Committee Meetings open to the public Y
\IlEv?t?*laI%Tagl through a rqbust scrLIItiny 6.3 Produce an annual report on the activity of the scrutiny function Scrutiny function N/A
people and function which effectively o ] ] Publications N
engages local people and Ensure that clear channels of communication are in place with all -
Othlfrh d all local institutional 6.4 | sections of the community and other stakeholders and put in place | VWeb-site Y
tséae:s:re erS | stakeholders, including monitoring arrangements to ensure that they operate effectively Committee Meetings open to the public v
robust public PRl 21 G ofe Hold meetings in public unless there are good reasons for
T constructive accountability | 6.5 L Committee Meetings open to the public Y
accountabilit relationships confidentiality
y Citizens / customer Panel N
Focus Groups N
Ensure that arrangements are in place to enable the authority to Customer Involvement Compact N
engage with all sections of the community effectively. These
6.6 arrangements should recognise that different sections of the Surveys N
community have different priorities and establish explicit processes ’
for dealing with these competing demands. .
Publications N
Web-site Y
Establish a clear policy on the types of issues they will meaningfully
. . consult on or engage with the public and service users about,
PRINCIPLE 6 | Taking an active and e including a feedback mechanism for those consultees to Access & Customer Care Strategy DCC
Engaging planned approach to demonstrate what has changed as a result.
with local dialogue with and . On an annual basis, publish a performance plan giving information
people and accountability to the public 6.8 | ©onthe authority’s vision, strategy, plans and financial statements as | 5 . pan v
other to ensure effective and : well a information about its outcomes, achievements and b
tsct)a::sl\llo:;lers ZZE\I;:pnsvtﬁestﬁ:IZ?rectl b satisfaction of service users in the previous period
robust public | the au?llﬂlority in b Ensure that the Organisation as a whole is open and accessible to Terms of Reference Y
accountabilit | partnership ér by the community, service users and its staff to ensure that it has
i ccinmi 6.9 made a commitment to openness and transparency in all its Equality & Diversity Policy DCC
y commissioning
dealings, including partnerships, subject only to the need to
preserve confidentiality in those specific circumstances where it is Annual Governance Statement Y




Mountsett Crematorium’s Compliance with a Standard Local Governance Code Requirements Annex 5

L . L Local Code Requirement (The Code should reflect the . .
Principles Supporting Principles Ref requirement for the Council to: Evidence / Source Documents to demonstrate compliance
proper and appropriate to do so.
DPA Policy Y
FOI Policy Y
Publication Scheme Y
Union Meetings inc Board Representation N
MaKngbestiucelor human Training and development strategy DCC
resources by taking an Develop and maintain a clear policy on how staff and their Management of Change DCC
COACII ST il representatives are consulted and involved in decision makin
approach to meet P 9 HR Strategy DCC
responsibility to staff.
Team Meetings DCC
One to One appraisals DCC




