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Member Role Descriptions
District Councillor

There are 57 district councillors (‘members’) representing the 34 electoral wards in the district,
each elected to serve for a four-year term. In addition to the local representational role which all
members undertake, members will participate in the political management of the Council and some
may hold positions of responsibility in the political structures of the Council. Separate role
descriptions exist which set out the key duties and responsibilities expected of these position
holders.

ROLE DESCRIPTION
Main Purpose of Role

. To represent / champion the interests of the community, business and constituents residing
in a particular District Council electoral ward as well as the interests of the Council as a
whole.

. To contribute to the political management of the Council and undertake any other role

allocated in respect of either Executive / nhon-executive, Scrutiny and Overview or quasi
judicial / appeals functions (e.g., planning and licensing matters).

Duties and Responsibilities

. To champion / represent the interests of those communities and businesses and of all
constituents (irrespective of whether or not they voted for the member or did not vote at all).

. To represent the interests of an individual constituent as a champion or advocate.

. To develop an understanding of and impact on the local community of those key District

Council strategic and service plans developed by the Council together with those
developed by other external partners.

. To develop an understanding of the District Council’s Compliments and Complaints
Procedures, together with those of the County Council, Police Authority, other public
agencies and the Local Government Ombudsman.

. To develop effective relationships with key individuals and partners in the ward (e.g., MP,
MEP, county, district and town and parish councillors, key County and District Council
officers and Leaders of the community, business and other relevant local organisations).

. To seek to secure the commitment of those individuals and partners in shaping and
delivering a shared vision for the community.
. To bring forward proposals supported by the community for securing improvements to the

social, environmental or economic well-being and the overall quality of life within the
member’s own electoral ward.

. To feedback, where appropriate, decisions and issues concerning the ward to community
and business interests and individual constituents and to bring forward any views into the
District Council’s processes.

. To promote the effective use of any resources allocated to the area by the Council and / or
partner organisations.

. To attend parish council meetings, community liaison and other public meetings arranged
within the ward.

. To attend and participate in meetings within the Council’s political structures.

. To participate, as appropriate, in the formulation of District Council policies and scrutiny of
practices and service delivery.

. To participate, as appropriate, in performing those regulatory (planning and licensing) and
appeal functions for which the Council is responsible.

. To carry out any watchdog / advocacy / champion role (if established and assigned).

. To participate in the Council’s strategy to achieve best value and continuous improvement
in the delivery of all its services.

. To contribute to and influence the work of any other external organisation on which the

member is appointed to represent the Council and to make arrangements to feed back on
that organisation’s deliberations.
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To participate in any training and development initiatives which are either a constitutional
requirement or which are provided to assist members in the effective discharge of the roles
required of them.

In undertaking their duties to observe the principles set out in the Code of Conduct for
members and any other codes and protocols adopted by the Council.

Conventions and Protocols

To enable members to fulfil effectively their duties and responsibilities, members:

. can expect to be briefed, informed and involved in respect of any issue or initiative
affecting their ward.
. have certain rights of access to information held by the District Council. Councillors

should, however, recognise the need to respect any confidentiality of information
made available to them to fulfil their responsibilities and respect the privacy of

individuals.

. may not serve (or act as a substitute) on the Planning Committee or the Licensing
Act 2003 Committee unless they have undertaken suitable training.

. who serve on the Planning Committee and Licensing Committee must abide by the

Planning and Licensing Committees Procedural Guidance (Supplemental to the
Code of Conduct) in relation to planning and licensing matters.

Accountability

The tasks and duties outlined in this role description relate to the political or member level
activities of the District Council. Accountability for members’ performance is ultimately
through the political and electoral process but will also be subject to any member personal
development arrangements agreed by the Council.
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Chairman of the District Council
The Chairman of the District Council will be elected by the Council annually.

ROLE DESCRIPTION

Main Purpose of Role

In addition to the duties and responsibilities expected to be undertaken by all members, to provide
strong, fair and visible ceremonial and civic leadership to the community and the Council putting
aside party political considerations.

Duties and Responsibilities

To be the Civic Leader of South Cambridgeshire.

To promote the interests and reputation of the District Council and South Cambridgeshire
as a whole and to act as an ambassador for both.

To undertake civic, community and ceremonial functions.

To uphold and promote the purposes of the Constitution, and to interpret the Constitution
where necessary, having particular regard to Article 16.02 and the Council’s Standing
Order which state that, “the ruling of the Chairman of Council as to the construction or
application of this Constitution or as to any proceedings of the Council shall be final”.

To preside over meetings of the Council so that its business can be carried out fairly and
efficiently and with regard to the rights of members and the interests of the community.

To ensure that the Council meeting is a forum for debate for matters of concern to the local
community and where members who do not serve on the Cabinet may hold the Cabinet to
account.

In the capacity of Chairman of the Council, to serve on any other bodies either within or
outside the Council as appropriate or attend related events and conferences.

To promote public involvement in the Council’s activities.

To be the conscience of the Council.

To work closely with the Leader of the Council to provide clarity between civic and political
leadership roles

To respond to correspondence addressed to the Chairman of the Council, in consultation
with the relevant officers.

To undertake functions described elsewhere in this Constitution towards the effective
running of the Council meeting, with particular regard to the following:

. Chairman of (Council) meeting (Standing Order 7)
. Quorum of Council meetings (Standing Order 8)

. Questions by the public (Standing Order 10)

. Questions by Members (Standing Order 11)

. Notice of Motions (Standing Order 12)

. Rules of debate (Standing Order 14)

. Voting (Standing Order 16)

. Minutes (Standing Order 17)

. Members’ Conduct (Standing Order 20)

. Disturbance by public (Standing Order 21)

Conventions and Protocols.

The Chairman will, in carrying out his / her duties, conduct himself / herself without regard
to party political considerations and will only express views which are in accordance with
the Council’s policies, unless he / she makes it clear that such views are entirely personal.
The Chairman may not concurrently be the Chairman of any other committee or member
body.

Accountability

The tasks and duties outlined in this role description relate to the political or member level
activities of the District Council. Accountability for members’ performance is ultimately
through the political and electoral process but will also be subject to any member personal
development arrangements agreed by the Council.
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Vice-Chairman of the District Council
The Vice-Chairman of the District Council will be elected by the Council annually.

ROLE DESCRIPTION
Main Purpose of Role
In addition to the duties and responsibilities expected to be undertaken by all members to
undertake, in his / her absence, those duties expected of the Chairman and encompassed in the
role description for that position.

Duties and Responsibilities

. To deputise, as necessary, for the Chairman of the Council.

. To undertake specific tasks and responsibilities as requested by the Chairman.
. To share and support in general, the full workload of the Chairman.

. To work actively with the Chairman to manage the work of the Council meeting.

Conventions and Protocols

. The Vice-Chairman will, in carrying out his / her duties, conduct himself / herself without
regard to party political considerations and will only express views which are in accordance
with the Council’s policies, unless he / she makes it clear that such views are entirely
personal.

Accountability

. The tasks and duties outlined in this role description relate to the political or member level
activities of the District Council. Accountability for members’ performance is ultimately
through the political and electoral process but will also be subject to any member personal
development arrangements agreed by the Council.
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Leader of the District Council

The Leader of the Council is elected to that position by the District Council. The Leader of the
Council will serve on the Cabinet.

The Cabinet collectively holds responsibility for and takes any necessary decisions on executive
functions for which it has responsibility, subject to matters delegated to individual portfolio holders
in accordance with Table 2B in Part 3 of this Constitution. Ordinarily the Leader cannot take
decisions individually on behalf of the Cabinet. However, he / she and, in his / her absence, the
Deputy Leader, shall have all the delegated powers, functions and responsibilities of any portfolio
holder in that portfolio holder’s absence.

The Leader of the Council will normally be the Leader of a Controlling Political Group forming or
being part of the ruling administration of the Council.

ROLE DESCRIPTION
Main Purpose of Role
. In addition to the duties and responsibilities expected to be undertaken by all members, to:
. bring strong, fair and visible political leadership, direction and drive to the
Community and the Council in developing and implementing a vision for the
Council, designing and developing solutions that meet the needs and aspirations of
the whole community and
. ensure the effective operation of the Council’s constitutional and political structures,
including the Cabinet, the proper and effective provision of scrutiny and an effective
representational role for all members.

Duties and Responsibilities

. The appointment and removal of Cabinet members and the allocation of portfolio holder
responsibilities, in accordance with Article 7 of this Constitution.
. To lead, taking into account input and advice from the Scrutiny and Overview Committee

and bodies established by these committees, local partnerships, stakeholders and any

other persons as appropriate:

. the Sustainable Community Strategy planning process and drive for best value;

. the development of effective corporate policies to enable the Council to develop
high quality services to the people of South Cambridgeshire and to promote the
social, economic and environmental well-being of the District;

. the preparation and review of revenue and capital budgets.

. To lead in ensuring that the Council’s strategies, plans, objectives and targets are
monitored, implemented and achieved, and that such policies have appropriate regard to
the community’s interests and to any equalities and diversity issues.

. To lead in seeking to achieve the Council’s commitment to continuous improvement.

. To ensure that the Council is open and responsive to the community, so that accountability
is seen to operate though transparent policy development and decision-making processes,
particularly the scrutiny process.

. To uphold the reputation of the Council effectively, taking a lead on media relations.

. To chair the Cabinet and manage its business / work programme.

. To ensure that decisions are taken properly, openly and, where appropriate, publicly and
that key decisions are properly programmed and subject to effective public consultation.

. To ensure that proposals are made and decisions taken within appropriate timescales and
in accordance with the Council’s budget and policy framework and any other appropriate
legislation.

. To arrange for the publication of the Council’'s Forward Plan.

. To lead on member training and development needs to ensure members are properly

equipped to carry out their roles, or give full support to the portfolio holder with
responsibility for this area, as appropriate.

. To ensure the effective management of the delivery of services and review the
effectiveness of the Council’s organisation and management processes.
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To develop and maintain a good relationship with the Chief Executive of the Council and
other officers, providing the conduit between the political and officer groups and setting an
example to the whole organisation.

To represent the views of his / her Group in relation to any matter on which officers seek
consultation and guidance.

To provide effective leadership and management of and communications within his / her
own group and to ensure that members of his / her group comply with local and national
codes of conduct and protocols governing member conduct and behaviour and where
necessary to deal with any breaches of these codes or protocols.

To nominate Council members from his / her political group to serve on all appropriate
member bodies, including, as appropriate, other outside bodies.

To provide effective liaison between all political groups and work closely with the Chairman
of the Council to provide clarity between civic and political leadership roles.

To take on an ambassadorial role and represent by virtue of his / her position, the Council
and community on district-wide, regional and national bodies and national and international
events relating to, or organised by those bodies.

To exercise specific powers and duties as set out in the Constitution.

Accountability

The tasks and duties outlined in this role description relate to the political or member level
activities of the District Council. Accountability for members’ performance is ultimately
through the political and electoral process but will also be subject to any member personal
development arrangements agreed by the Council.
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Deputy Leader of the District Council
If the Leader of the Council so wishes he / she may appoint a Deputy Leader who will serve on the
Cabinet.

The Cabinet collectively holds responsibility for and takes any necessary decisions on executive
functions for which it has responsibility, subject to matters delegated to individual portfolio holders
in accordance with Table 2B in Part 3 of this Constitution. Ordinarily the Leader cannot take
decisions individually on behalf of the Cabinet, however he / she and, in his / her absence, the
Deputy Leader, shall have all the delegated powers, functions and responsibilities of any portfolio
holder in that portfolio holder’s absence.

ROLE DESCRIPTION
Main purpose of role
In addition to the duties and responsibilities expected to be undertaken by all members to, in the
absence of the Leader of the Council, undertake those duties expected of the Leader and
encompassed in the role description for that position.

Key Duties and Responsibilities

. To deputise, as necessary, for the Leader of the Council.

. To undertake specific tasks and responsibilities as requested by the Leader.

. To share and support in general, the full workload of the Leader.

. To work actively with the Leader to manage the work of the Cabinet.

. To undertake the responsibilities, if allocated by the Leader, of a Cabinet portfolio holder.

Accountability

. The tasks and duties outlined in this role description relate to the political or member level
activities of the District Council. Accountability for members’ performance is ultimately
through the political and electoral process but will also be subject to any member personal
development arrangements agreed by the Council.
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Cabinet Portfolio Holders

The Leader of the Council will appoint at least two and up to nine members to the Cabinet and will
decide on the number of areas of responsibility and the allocation of those to members of the
Cabinet (each known as a Cabinet portfolio holder

The Cabinet collectively holds responsibility for and takes any necessary decisions on executive
functions for which it has responsibility. The portfolio holder cannot take decisions individually on
executive functions for which he / she has responsibility, unless specifically authorised to do so
under delegations set out in Table 2B of Part 3 of this Constitution.

ROLE DESCRIPTION
Main Purpose of Role

. In addition to the duties and responsibilities expected to be undertaken by all members, to:
. hold political responsibility within the scope of the area assigned;
. provide political leadership in the formulation of strategies and plans within his / her

portfolio, the achievement of best value and in the setting of objectives and targets
prior to the approval by Cabinet and / or Council.

Duties and Responsibilities

. Participate effectively as a member of the Cabinet — take joint responsibility with other
Cabinet members for all actions and be accountable collectively.
. Challenge issues prior to making decisions if felt appropriate to do so. Ensure appropriate

regard to the community’s interests and to any equalities and diversity issues. Encourage
openness and honesty.

. To exercise delegated powers in accordance with the Council Constitution.

. Shape and develop the strategic priorities and vision of the Council, participating in debates
and discussion about policy issues across the range of services provided by the Council.

. In connection with the portfolio:

(a) build good relationships with appropriate senior officers and work with them in
developing policy or strategic issues prior to formal reporting. Be supportive in
dealing with any problems at a strategic level

(b) keep abreast of related developments and policies at national, regional and local
level

(© enhance the Council’s reputation through taking the national stage where possible
and participating in regional and national networks

(d) represent the Cabinet at the Scrutiny and Overview Committee in connection with
any related matter that may be requisitioned (called in). Similarly, attend Scrutiny
and Overview Committee at that body’s request in connection with any issues
associated with the portfolio that are being scrutinised.

(e) be aware of issues of importance to the community and other stakeholders
concerning portfolio services and work towards implementing the Sustainable
Community Strategy

)] be aware of key budgetary issues affecting the portfolio of the Cabinet member

. Facilitate a corporate leadership role where appropriate to do so, and foster links through
partnerships such as the Local Strategic Partnership.

. Be responsible for continuous personal development. Take advantage of learning
opportunities to build on understanding and knowledge, and to develop relevant skills.

. Along with colleague Cabinet members be available as appropriate for other members to
discuss any queries or matters of concern.

. To provide political leadership in ensuring that service strategies, plans, objectives and
targets within his / her portfolio are implemented, monitored, and achieved.

. To remain accountable and answerable to the Council in relation to his / her portfolio.

. On a programmed basis, to report regularly to the Council setting out progress achieved in

the implementation of the service plan within his / her portfolio and outline any proposed
developments or current issues and activity within his / her area.
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At meetings of the Cabinet to present / speak to and to move any necessary motions in
relation to his / her portfolio.

To attend, if required, the Scrutiny and Overview Committee or panel thereof to be held to
account for matters within his / her portfolio and to be questioned.

To advise the Cabinet on how to respond to a scrutiny report relating to his / her portfolio.
To be the principal political spokesperson for his / her portfolio

To engender a culture of ‘no surprises’ for local members by:

. considering whether any particular area of policy or issue specifically affects a
particular member’s division;
. briefing relevant local members at the earliest opportunity and in any event making

every endeavour to do so before any matter is considered by the Cabinet or action
to be taken becomes public;

. keeping a local member informed about and where practicable inviting the local
member to intended visits or events within the member’s ward;

. being aware that if a media enquiry relates to a specific electoral ward and requires
a political response that journalists are advised to also contact the relevant local
member.

To represent, by virtue of his / her position, the Council on local, regional or national bodies
or at related events and conferences.
To attend or be represented at such civic and ceremonial functions as deemed appropriate.

Conventions and ProtocolsThe Cabinet portfolio holder remains accountable to the Council in
relation to the scope of the area assigned to him / her.

Questions at Council will be answered by the relevant Cabinet portfolio holder.

Accountability

The tasks and duties outlined in this role description relate to the political or member level
activities of the District Council. Accountability for members’ performance is ultimately
through the political and electoral process but will also be subject to any member personal
development arrangements agreed by the Council.
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Opposition Group Leader

Each Political Group other than that forming the ruling administration on the Council will appoint
one of its members to the position of Group Leader / Co-ordinator / Convenor.

ROLE DESCRIPTION

Main Purpose of Role
In addition to the duties and responsibilities expected to be undertaken by all members, to provide
leadership of an opposition group.

Duties and Responsibilities

To provide for residents, stakeholders and partners, visible political leadership in relation to
the opposition group’s views on the design, preparation and implementation of the
Council’s policies, strategies, budgets and service delivery.

To lead the opposition group and provide strategic direction for that group in endeavouring
to ensure that the Council works in the best interests of the local community.

To act as the group’s spokesperson on all aspects of the Council’'s agreed and developing
budget and policy framework and fulfil the role of principal spokesperson for his / her group.
To ensure that members of his / her group comply with local and national codes of conduct
and protocols governing member conduct and behaviour and where necessary to deal with
any breaches of these codes or protocaols.

To provide, as appropriate, alternatives or amendments to the District Council’s policies,
strategies and budgets.

To provide strong and effective leadership of an opposition group including challenging the
running of the Council by the controlling group(s) as appropriate.

To represent the views of his / her Group in relation to any matter on which officers seek
consultation and guidance.

To maintain effective relationships with the Leader of the Council, other members of the
Council, the Chief Executive, Corporate Managers and other relevant senior officers.

To ensure effective contact with community leaders and other external stakeholders, as
appropriate, and represent their views in ensuring effective opposition to the ruling
administration, as appropriate.

To nominate members of his / her group to serve on all appropriate member bodies,
including as necessary other outside bodies.

To represent, by virtue of his / her position, the Council on district-wide, regional and
national bodies and national and international events relating to, or organised by, those
bodies.

If deemed appropriate to take personal responsibility for ‘shadowing’ one or more service or
corporate area of the District Council’s activity.

If deemed appropriate to appoint members of his / her Group to ‘shadow’ particular service
or corporate areas of the District Council’s activity.

Accountability

The tasks and duties outlined in this role description relate to the political or member level
activities of the District Council. Accountability for members’ performance is ultimately
through the political and electoral process but will be subject to any member personal
development arrangements agreed by the Council.
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Chairman of the Scrutiny and Overview Committee

The Council has established a Scrutiny and Overview Committee to manage and co-ordinate the
Council’'s Scrutiny activities. Its Terms of Reference can be found in Article 6 of this Constitution.

ROLE DESCRIPTION

Main Purpose of Role

In addition to the duties and responsibilities expected to be undertaken by all members, to
lead the management and co-ordination of the Council’'s Scrutiny activities.

Duties and Responsibilities

To chair the Scrutiny and Overview Committee and manage its business in an efficient
manner, ensuring effective engagement by all members and participants.

To provide leadership and direction for the committee.

To promote the role of Scrutiny and Overview both within and outside the Council

To ensure that adequate resources (financial and officer support) are identified and sought
from the Council.

To engender a culture for scrutiny in which party political considerations are put aside,
focussing instead on achieving the best outcomes for the community.

To lead the committee in conducting its business with respect, equality, fairness, dignity
and with regard to the principles of natural justice.

To lead the committee in conducting its business in a consensual open, responsible and
transparent way.

To lead and encourage members of the committee in the formulation of a scrutiny
programme which is manageable, balanced and meets the criteria for chosen topics.

To lead and encourage the committee in challenging the corporate performance of the
Council and in using performance monitoring information to inform scrutiny priorities.

To ensure that individual scrutiny exercises are conducted in an appropriate and timely
manner.

To take a lead role in evaluating the effectiveness of individual scrutiny panels.

To participate actively, as appropriate, in scrutiny exercises being undertaken by the
committee, and any task-and-finish panels established by it.

To ensure the production of high quality reports which are well-drafted, focused, relevant
and timely and are well presented to the Cabinet and Council, the public, other
stakeholders and the media.

To present any reports produced by the committee to the Cabinet and / or Council.

To report annually to Council as part of the Scrutiny and Overview arrangements.

To take an active role in monitoring the work of the Cabinet, and reviewing the Forward
Plan.

To develop and maintain a constructive and effective working relationship and links with the
Cabinet and its members.

To develop and maintain an effective working relationship and links with the Vice-Chairman
and other members of the Scrutiny and Overview Committee, non-councillors involved in
the scrutiny arrangements, including external stakeholders and partners, scrutiny support
and other relevant officers.

To bring forward suggestions to ensure the future development of the Council’s scrutiny
practices.

To act as the public face / spokesperson for the committee.

To exercise the powers of the Chairman of the committee set out in this Constitution,
having particular regard to the following:

. giving consent to the taking of a Special Urgency decision (Access to Information
Procedure Rule 16)

. giving consent to the taking urgent decisions outside the Budget or Policy
Framework (Budget and Policy Framework Procedure Rule 4)

. call-in of decision outside the budget or policy framework (Budget and Policy

Framework Procedure Rule 7)
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. discretion to refuse a call-in request in certain circumstances (Scrutiny and
Overview Committee Procedure Rule 12)
. To consider the training and development requirements of those members engaged in

scrutiny and bring forward suggestions for meeting these needs.

Accountability

. The tasks and duties outlined in this role description relate to the political or member level
activities of the District Council. Accountability for members’ performance is ultimately
through the political and electoral process but will also be subject to any member personal
development arrangements agreed by the Council.
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Vice-Chairman of the Scrutiny and Overview Committee

The Council has established a Scrutiny and Overview Committee to manage and co-ordinate the
Council’'s Scrutiny activities. Its Terms of Reference can be found in Article 6 of this Constitution.

ROLE DESCRIPTION
Main Purpose of Role
In addition to the duties and responsibilities expected to be undertaken by all members, to
undertake, in the absence of the Chairman, those duties expected of the Chairman and
encompassed in the role description for that position.

Duties and Responsibilities

. To deputise for the Chairman of the committee.

. To undertake specific tasks and responsibilities as requested by the Chairman.
. To share and support in general, the full workload of the Chairman.

. To work actively with the Chairman to manage the work of the Group.

. To lead, as required, certain small task-and-finish panels or sub-groups.

Accountability

. The tasks and duties outlined in this role description relate to the political or member level
activities of the District Council. Accountability for members’ performance is ultimately
through the political and electoral process but will also be subject to any member personal
development arrangements agreed by the Council.
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Scrutiny and Overview Committee members

Scrutiny aims to improve the delivery of public services through providing critical but constructive
challenge to the Cabinet and other organisations on issues of public concern, by acting as a
community leader and championing the concerns of the public.

ROLES, RESPONSIBILITIES, AND EXPECTATIONS
Offering ‘critical friend’ challenge to the Cabinet and other organisations to help improve
services in South Cambridgeshire

. objectively hold the Council’s executive to account by reviewing service performance
against stated strategies, targets and aspirations;

. offer suggestions for improvement and highlight areas of weaknesses in Council services
and policies, and identify efficiency savings;

. investigate the basis on which major decisions are taken and ensure that they are
consistent with the Council policy;

. undertake similar ‘critical friend’ challenge of other local service providers.

Contributing to in-depth review of services and the development of policy

. participate in in-depth reviews of services involving analysis and evaluation of the
implementation of existing policies, strategies and plans;
. contribute to the development of policy through active participation in member-led reviews

into particular issues or service areas.

Providing community leadership and engaging the public

. engage with service users and other key stakeholders in order to effectively represent and
forward their interests to the Council and other organisations through the scrutiny system;

. on behalf of the public, bring to the attention of the Chairman or the Committee any issue or
idea that may warrant further investigation, development or scrutiny by the relevant scrutiny
committee;

. contribute to the scrutiny of external bodies where appropriate, whose services have an

impact on South Cambridgeshire communities.

Conduct and Behaviour

. prepare effectively for meetings by reading all the relevant papers in advance so as to fully
understand key issues;

. effectively and objectively question Cabinet members, officers and other individuals who
offer evidence to the committee, and treat all with respect and courtesy;

. work effectively with fellow members of the relevant committee putting aside party
differences;

. undergo appropriate training;

. to help fulfil the roles and expectations set out above.

The general expectations regarding Council Members’ behaviour are set out in the Members’ Code
of Conduct.
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Portfolio Holder Monitors (members of Scrutiny and Overview

Committee)

Scrutiny aims to improve the delivery of public services through providing critical but constructive
challenge to the Cabinet and other organisations on issues of public concern, by acting as a
community leader and championing the concerns of the public.

External inspectors have praised our system of Cabinet monitors as an example of good practice.
The monitor acts as a bridge between the Scrutiny and Overview Committee and the Cabinet,
promoting constructive dialogue and supporting effective scrutiny that adds value to the work of the
Cabinet.

ROLES, RESPONSIBILITIES, AND EXPECTATIONS

1. Attend all public meetings of the relevant Portfolio Holder. Where the monitor is unable to
attend, he/she may arrange for another Member of the Scrutiny and Overview Committee
to deputise.

2. Prepare effectively for meetings by reading all the relevant papers in advance so as to fully

understand key issues.

3. Effectively and objectively question the Portfolio Holder, officers and other individuals at the
meeting.

4. Consider whether Portfolio Holder meetings effectively:
. review service performance against stated strategies, targets and aspirations;
. identify areas of weaknesses in Council services and policies;
. identify potential efficiency savings that are consistent with stated strategies, targets
and aspirations;
. take account of stakeholders’ views.

5. Working with the Portfolio Holder, identify any issues where scrutiny might usefully add
value and report these to the next meeting of the Scrutiny and Overview Committee, along
with any stakeholder views expressed at the Portfolio Holder's meeting and significant
matters arising which the monitor feels require bringing to the Committee’s attention..

6. Inform the Portfolio Holder of any current or proposed scrutiny activities which relate to the
portfolio.
7. Develop a professional ‘critical friend’ relationship with the Portfolio Holder.
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Chairmen of Committees and Sub-Committees with Regulatory

Roles
(Planning Committee, Licensing Committee, Licensing (2003 Act) Committee)

ROLE DESCRIPTION
Main Purpose of Role
In addition to the duties and responsibilities expected to be undertaken by all members, to ensure
the effective discharge of the functions assigned to the Planning Committee, Licensing Committee
and Licensing Committee (2003 Act) ensuring that the provisions of the Council’'s Procedural
Guidance on Planning and Licensing Committees (Part 5, Section M of this Constitution) are
complied with.

Duties and Responsibilities

. To chair and manage the business of the committee in a fair, impartial open and efficient
manner ensuring effective engagement by all members.
. To provide leadership and direction for it.
. To determine priorities in the light of the volume of work presented to the committee.
. To facilitate the participation in the committee by the public and any others in accordance
with any scheme agreed from time to time.
. To ensure that the committee takes balanced decisions based on all relevant evidence,
always with impartiality and fairness.
. To ensure that committee decisions are recorded with full justifications.
. To promote actively national and local codes of good practice in relation to planning and
licensing matters.
. To maintain effective working relationships and links with the Vice-Chairman, other
members of the committee and relevant officers.
. To develop a thorough understanding of:
. the process, relevant policies and other material considerations as they relate to the
Council’s planning and licensing activities.
. the legal and probity framework relating to planning, development control and
licensing.
. local and national initiatives or developments which are likely to impact on the

Council as Planning and Licensing Authority.

Conventions / Protocols

. Every member who serves on the committee will undertake to abide by the Procedural
Guidance for Members and Officers in Planning and Licensing (Part 5, Section M of this
Constitution).

No member may serve on regulatory committees unless and until they have undertaken suitable
training.

Accountability

The tasks and duties outlined in this role description relate to the political or member level activities
of the District Council. Accountability for members’ performance is ultimately through the political
and electoral process but will also be subject to any member personal development arrangements
agreed by the Council.
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Member Role Descriptions

Vice-Chairmen of Committees and Sub-Committees with

Regulatory Roles
(Planning Committee, Licensing Committee, Licensing (2003 Act) Committee)

ROLE DESCRIPTION

Main Purpose of Role

In addition to the duties and responsibilities expected to be undertaken by all members, to
undertake, in the absence of the Chairman, those duties expected of the Chairman and
encompassed in the role description for that position.

Duties and Responsibilities

. To deputise as necessary for the Chairman of the committee.

. To undertake specific tasks and responsibilities as requested by the Chairman.
. To share and support in general, the full workload of the Chairman.

. To work actively with the Chairman to manage the work of the committee.

Conventions / Protocols

. Every member who serves on the committee will undertake to abide by the Procedural
Guidance for Members and Officers in Planning and Licensing (Part 5, Section M of this
Constitution).

. No member may serve on regulatory committees unless and until they have undertaken

suitable training.

Accountability

. The tasks and duties outlined in this role description relate to the political or member level
activities of the District Council. Accountability for members’ performance is ultimately
through the political and electoral process but will also be subject to any member personal
development arrangements agreed by the Council.
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Member Role Descriptions

Chairman of the Standards Committee
The Council is required to establish a Standards Committee to include an agreed number of people
who are not elected members of the Council.

The committee will elect one independent person to chair the committee.

ROLE DESCRIPTION

Main Purpose of Role
. To take a leading role in promoting and maintaining high standards of conduct by the
Council, its members and co-opted members.

Duties and Responsibilities

. To chair and manage the business of the committee in an efficient manner, ensuring
effective engagement by all members.

. To provide leadership and direction for the committee.

. To determine priorities in the light of the volume of work presented to the committee.

. To ensure that the committee conducts any necessary inquiries, hearings and

investigations having regard to the nature of the issue, the rules of natural justice and those
local and national procedures adopted by the District Council.

. To promote actively, and on a regular basis, the Members’ Code of Conduct and Protocols
in place

. To ensure that the committee monitors on a regular basis the operation of the Members’
Code of Conduct and Protocols currently in place.

. To review the Council’'s working arrangements for probity and high standards of conduct in
public life.

. To command the respect and confidence of the Council in relation to matters of standards
and probity.

. To maintain effective working relationships and links with the Vice-Chairman and members

of the committee, the Chairman of the Council and other relevant members, the Monitoring
Officer and any other relevant officers.

. To maintain an overview of best practice both nationally and locally.

. To bring forward suggestions for member training and development in relation to ethical
issues.

. To represent, by virtue of his / her position, the Council and committee on relevant external

bodies and events as required.

Accountability

. The tasks and duties outlined in this role description relate to the activities of the
postholders within the political structures of the Council. Accountability for the postholders’
performance is to the Council.

261



Member Role Descriptions

Vice-Chairman of the Standards Committee
The committee will appoint one independent person as Vice-Chairman of the committee.

ROLE DESCRIPTION
Main Purpose of Role
In addition to undertaking those duties and responsibilities expected of all members as appropriate,
to undertake, in the absence of the Chairman, those duties expected of the Chairman and
encompassed in the role description for that position.

Duties and Responsibilities

. To deputise as necessary for the Chairman of the committee.

. To undertake specific tasks and responsibilities as requested by the Chairman.
. To share and support in general, the full workload of the Chairman.

. To work actively with the Chairman to manage the work of the committee.

Accountability

. The tasks and duties outlined in this role description relate to the activities of the
postholders within the political structures of the Council. Accountability for the postholders’
performance is to the Council.
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Chairman of Corporate Governance Committee

The Corporate Governance Committee has been established to oversee the Council’s corporate
governance arrangements, specifically to ensure that the Council’s risk management and internal
control arrangements are sound. The Committee also has responsibility for approving the Council’s
annual Statement of Accounts.

The Committee will comprise non-Executive (Cabinet) Members only. The Chairman of the
Scrutiny and Overview Committee shall not be eligible to Chair the Committee, although he / she
may be a member of it.

ROLE DESCRIPTION
Main Purpose of Role
. To take a leading role in ensuring that the Council’'s systems of corporate governance, risk
management and internal control remain robust, and that the Committee raises issues of
concern with Council and Cabinet where necessary.

Duties and Responsibilities

. To chair and manage the business of the committee in an efficient manner, ensuring
effective engagement by all members.

. To provide leadership and direction for the committee.

. To determine priorities in the light of the volume of work presented to the committee.

. To ensure that the Committee successfully achieves its objectives set within its Terms of
Reference, specifically:
. To ensure the Committee carries out timely and in-depth reviews of the Council’s

corporate governance, risk management and internal control arrangements such
that it is able to provide assurance that these arrangements are sound;

. To ensure that the Committee makes appropriate recommendations to Cabinet and
Council regarding matters of concern, and that it monitors recommendations to
ensure that they are implemented as agreed.

. To command the respect and confidence of the Council in relation to matters of corporate
governance.
. To sign and date the Statement of Accounts to represent completion of the Council’s

approval process of the annual accounts; to ensure that the annual corporate governance
statement meets the requirements expected by the relevant guidance, and to act as
member champion for the Council’s risk management strategy.

. To maintain effective working relationships and links with the Vice-Chairman and members
of the committee, the Leader of the Council and other relevant members, the Chief
Executive, Chief Finance Officer and other relevant officers.

. To maintain effective working relationships with the Council’'s external auditors, and to
ensure that the Committee contributes fully to the agreement of annual programmes of
work.

. To maintain an overview of best practice in the field of corporate governance (as exhibited

in the CIPFA / SOLACE framework) and to ensure that this is reflected in the Council’s local
code of corporate governance.

. To bring forward suggestions for member training and development in relation to corporate
governance issues.
. To represent, by virtue of his / her position, the Council and committee on relevant external

bodies and events as required.

Accountability

. The tasks and duties outlined in this role description relate to the activities of the
postholders within the political structures of the Council. Accountability for the postholders’
performance is to the Council.
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