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PORTFOLIO AREA: CORPORATE RESOURCES

Date of Meeting:
19 July 2004

Public


Key Decision:
Yes
Recorded in Forward Plan:
Yes

Inside Policy Framework

Title:
MEMBERS LEARNING AND DEVELOPMENT

Report of:
Head of Member Support and Employee Services

Report reference:
ME 16/04

Summary:

Under the authority of the Leader of the Council a Working Group of Members was established last year to review and re-organise the authority’s approach to Members training.

This group has now completed it’s development work and following consideration by Overview and Scrutiny has recommended that a Framework for Members Learning and Development be adopted. 

In addition to the Framework there are also proposals to revise the way that Members training is funded, the introduction of a Members Learning and Development Programme (MLDP), and the adoption of a set of Members Role Descriptors with their associated skills and knowledge for use within the MLDP.

Recommendations:

The Executive to approve this Framework and its component elements and to recommend adoption by full Council.

Contact Officer:
David Williams
Ext:
 7081

1. BACKGROUND INFORMATION AND OPTIONS

1.1     The Members Working Group (see Appendix 1) chaired by a Portfolio Holder has spent the last eight months in a review of arrangements for Members training 

1.2
It has developed a new approach that is articulated within a Framework for Members Learning and Development, that includes

· A formal corporate programme of training for Members - the Members Learning and Development Programme –MLDP (Appendix 2)

· The revised funding arrangements for Members Training (Appendix 3)

· The adoption of a set of Members’ Role Descriptors, their associated skills and knowledge and some suggested levels of involvement in the MLDP     (Appendix 4)

1.3
There has been extensive consultation with Members, including the use of independent external consultants 

1.4   Officers from MSES will be launching the MLDP shortly, although work has already started following the elections to meet the training needs of newly appointed Members.

2. CONSULTATION

2.1 Consultation to Date:

· The Working Group (now re-titled a Steering Group) comprises four Members with a further five Members serving as active substitutes

· All Members were offered the opportunity to share their views during the review, of which 34 did so

· The Executive approved the first draft of a Framework last year

· The Corporate Resources Overview and Scrutiny Committee considered and endorsed the final proposals at its meeting in May 2004.

2.2 Consultation proposed.

Full Council on 3 August 2004.

3. RECOMMENDATIONS

That full Council be recommended to adopt the Framework.

4. REASONS FOR RECOMMENDATIONS

As part of its pursuit of excellence this Framework is needed to raise the standard of Members training within the authority.

5. IMPLICATIONS

· Staffing/Resources –  There are no resource implications currently. Existing budgets are simply being re-utilised and existing staff will continue to work in support of these developments

· Financial –  The available budget for Members training is £22k. Should the new framework serve to stimulate demand for training beyond previous and current levels (as indeed is intended) then this may prompt concerns over adequacy of budgets. However, it may be that this extra demand can be met by doing things differently. This will be kept under review by the Members L&D Steering Group. 

· Legal – The Head of Legal Services has been consulted in connection with the preparation of the Report
· Corporate –  The CPA exercise identified the need for the authority to enhance its arrangements for Members training. These developments will enhance the authority’s chances of achieving the North West Employers Members Charter.

· Risk Management – not applicable

· Equality Issues –  The MLDP will enable Members to update on the equality and diversity agenda.

· Environmental –  not applicable

· Crime and Disorder – not applicable

· Impact on Customers – The MLDP offers Members the opportunity to enhance their performance on behalf of their constituents.

Framework for Members Learning and Development

Carlisle City Council aspires to continuous improvement, both of individuals and of the organisation.

In accordance with our ambition to be an authority dedicated to meeting the needs of the community, and one that demonstrates best practice in local government, this Council has made an explicit commitment to the development of our Elected Members. We wish to become the exemplar in Cumbria for Member Learning and Development.
We recognise that it is not only the performance of staff that can determine our success and so we will encourage and enable our Members to undertake learning and development activities as appropriate to the needs and aspirations of both individual Members and of the Council.

This Framework exists so as to ensure that we organise this in a professional way and to the highest standard possible within available resources.

All Members have been consulted in the drawing up of this Framework. 
1. Principles

1.1 This framework applies to all Members who should aspire to review and enhance their performance on an ongoing basis.

1.2 It will be championed by the Executive.

1.3 It will be led by Members.

1.4 It will be supported by officers.

1.5 It will be validated through achievement and maintenance of the North West Employers Charter for Members Development.

1.6 Appropriate resources will be dedicated in support of this framework.

1.7 This framework will be reviewed periodically by Members themselves.

 2. Management and oversight of this framework

2.1 A Member Learning and Development Steering Group has been established whose remit is to consider and advise on the learning and development needs of Members and particularly on:

·       Member learning and development priorities.

· The distribution of available resources.

· A set of core skills and knowledge required to undertake various member roles and responsibilities.

· The content and timing of an annual Member Learning and Development Programme.

· The content and timing of an Induction Programme for new Members.

· The level of “recommended attendance” for development activities.

2.2 The Group comprises of four Member Learning and Development Representatives i.e. the Portfolio Holder for Corporate Resources together with one Member of each of the political groups, nominated by those groups. It will provide cross party feedback to the Executive to assist it in making any decisions for which the Executive is responsible in respect of Members learning and development matters.

2.3 Active substitutes will be identified for each Group who shall receive all papers so as to keep up to date, and if wish attend meetings in an informal capacity.

2.4 The views of any Independent Members will be channelled through the Head of Member Support and Employee Services.

3. Role of Member Learning and Development Representatives

3.1 Undertake Development Reviews of other Members within their respective party. Logistically it may be practical for Groups to arrange for others to assist in this process. 

3.2 Promote a positive attitude towards Continuous Improvement within their party.

3.3 Sit on the Members Learning and Development Steering Group or serve as an active substitute.

3.4 To maintain and update their knowledge and skills. Training for their role will be provided. 

3.5 One such representative from each Group will be designated (by their respective Group) as their Member Training Champion, in order to proactively promote Members’ learning and development within the Group. 

4. Needs Analysis

4.1 All members will initially complete a training needs analysis (‘TNA’) questionnaire.

4.2. In time all Members will undertake a Personal Development Review (PDR) with another appointed Member. Each review will result in a Personal Development Plan (PDP) for the respective Member. Resources necessary for the achievement of the PDP will be agreed at or about the time of the PDR.

4.3 Groups will determine the distribution of resources made available to them via the Head of Member Support and Employee Services under the Leader’s delegated authority.

4.4. Information from PDPs and completed questionnaires collectively (and confidentially) will be fed into the Steering Group to inform priorities.

4.5 The Steering Group will determine the use and frequency thereafter of PDRs and questionnaires, with an understanding that individual needs analysis should be undertaken on a regular and preferably annual basis.

4.6 Personal Development Plans will include self-evaluation of learning and development activities undertaken, which can be shared at the PDR. 

5. Level of involvement in learning and development

5.1 There will be only very limited insistence on mandatory training – defined as ‘required’ (see 5.4).

5.2 The Steering Group will establish a scale of recommended involvement in learning and development activities, thus:

· suggested

· recommended

· strongly recommended

· expected

· required.

5.3 This scale will be applied to performing different functions as a Member and the corresponding learning and development activities.

5.4 The use of the ‘Required’ category will be restricted to situations where the council may be vulnerable to legal challenge on its decisions if Members had not received the necessary specialist training.

5.5 There will be no minimum number of learning and development hours to be undertaken by Members.

5.6 However, all members will make a commitment to Continuous Development.

5.7 Subsequently, PDRs shall consider how this has been demonstrated.

6.  Induction of New Members

6.1 The Steering Group will ensure that a set of skills and knowledge for new Members is created.

6.2. An induction programme based upon that will be designed.

6.3 In addition, new Members will be offered a mentor. The mentoring period will be one year. New Members will elect a mentor of their choice from a selection of self-nominated mentors within their own Group. Mentoring training will be made available to such mentors.

7. Member Learning and Development Programme (MLDP)

7.1 An annual programme shall be produced by the Steering Group, utilising the outcomes from PDR and, initially, the use of TNA questionnaires.

7.2 The MLDP would be planned initially in outline prior to the start of each municipal year and endorsed by Members. Officers would then produce a final programme, copies of which would be sent to each Member. Full details of each event within the programme would then be put onto public folders. 

7.3 The MLDP will be administered by officers in Member Support and Employee Services.

7.4 There will be greater use made of e-learning and alternative learning methodologies.

This Framework is effective from 4 August 2004.

Appendix 1

Membership of the Members Learning and Development Steering Group

Cllr J Geddes (Chairman)

Cllr H Bradley

Cllr J Guest

Cllr C Bowman

Substitutes able to attend all meetings as observers:

Cllr C Glover

Cllr J Hendry

Cllr P Farmer

Cllr B Earp

Cllr D Joscelyne

MSES Officers in attendance:

D Williams (Head of MSES)

L Mattinson (Secretary)

N Mitchell (Observer)

Appendix 2

The Members Learning and Development Programme

1.   Context 

1. 1 Although we have provided Members with training opportunities for many years

the Members Learning and Development Programme (MLDP) is the authority’s first formal corporate programme

1.2 The MLDP has been designed by Members themselves i.e. the cross-party Members Learning and Development Steering Group.

2.  Role of the MLDP

2.1 This is a corporate programme with which Members would engage when they identify provision contained within it as matching their needs and/or when they are encouraged to participate by their respective Group Member Training Champion
2.2 Its purpose is to provide the means whereby those individual training needs seen to be ‘common’ to many or all Members can be met, as well as to…

2.3 Address those ‘corporate’ needs identified by the Members L&D Steering Group, guided by agreed levels of involvement (see 6 below).

3.  Funding the MLDP

3.1 The corporate MLDP will be funded out of the Members Training Budget and is freely available to all Members

3.2 Those Members that have needs that are not accommodated by the MLDP, including attendance at conferences and external programmes, should apply to their respective Group Leader for funding from their respective Group Training Budget. Each Group now has its own devolved budget for Members Training. Procedures and guidelines for utilising these devolved budgets will be determined by each Group

3.3 Any travel and subsistence expenses incurred by Members can be met from the Members Allowances Budget.

4. The new MLDP

Members Learning and Development Programme (MLDP) 2004/05  


Development area
Activity
Details of provision 
Providers and methodology
When
Recommended level of involvement*

A.  Joining the Council 
A1. Being a candidate

A2. Council Induction

A3. Sector Induction
Still to be determined

Short briefings covering:

· Health & safety

· Constitution & ethics

· Policies & practices

· Best Value & CPA

· Receiving benefits & paying tax

North West Employers’

development programme
George Sandford to design a package

Briefings from:

Arup Majhi

Ian Dixon

Peter Stybelski

Karen Hook

Nicola Mitchell

NWEO programme of workshops in Manchester
Not until Phase 3

Evenings of 6 and 13 July

Starts September
Suggested for aspiring Members

Expected for new Members

Recommended for new Members



B.  Knowing your Council
In time, part of one day a month will be specifically allocated in the civic calendar for this area
B1. Open for Business  

B2.The Market Place 

B3. Joint training with officers 

B4. Values & obligations


Business Unit Open Days

Officer ‘stalls’ about current projects and initiatives

Subjects can include:

· Finance

· Emergency planning

· Partnerships & funding

· Diversity

To include ethics, equality, personal legal liabilities, & Member/Officer relations


CTS (Bousteads)

MSES 

To be arranged by CMT

Short workshops run by:

Angela Brown

John Mallinson

Maggie Mooney

Karen Hook

Series of short focussed inputs from George Sandford and Mark Lambert


in July 

in October

more Units to follow

Phase 2  (Sept – Dec)

Phase 2  (Sept – Dec)

dates to follow in due course
TBA

TBA for July/August

Ethics (a) 9/11/04 (b) 8/12/04

Member/Officer Relations 

(a) 24/09/04 (b) 18/10/04

Equality & Personal Legal Liabilities – TBA


Suggested for all

Suggested for all

Suggested for all

Strongly Recommended for all



C.  Exercising Leadership
C1. Chairing skills

C2. Media Training

C3. ACE leadership skills

C4. Council protocols


Short training workshop

Short training workshop

County-wide programme

Briefing on Protocols and Standing Orders
George Sandford

Carolyn Taylor 

Leadership Academy (2 places available)

Leadership Network (6 places available)

John Egan
(a) 12/10/04 (b) 29/10/04

Phase 2 – TBA

Further information to follow shortly

Informal briefing shortly after annual council
Expected for Committee 

Chairmen & Vice-Chairmen, Mayor and Deputy Mayor

Expected for Leader, Deputy Leader and the Mayor

Recommended for Executive and Committee Chairmen

Expected for Mayor and new members of Executive. 

Also Strongly Recommended for Deputy Mayor 



D.  Supporting other Members
D1. Mentoring a new Member

D2. Conducting a PDR
Short training workshop

Still to be determined
George Sandford

George Sandford to design
George Sandford will liaise with individual groups

Phase 3
Recommended for Group mentors

Still to be determined



E.  Maximising ICT
E1. IT skills check

E2. Using a PC 

E3. Using email & internet

E4. Using IT to make better presentations 


Open learning and/or tutor-led training within the IT Training Room on the second floor
Alastair Davies

Alastair Davies

Alastair Davies

Alastair Davies
Places available on 25/6/04 – further details available in Member Training Directory

Phase 3
Recommended for new Members and Suggested for all others

F.  Enhancing your skills 
F1. Surgery skills: Negotiating, influencing & managing conflict

F2. Work/life balance

F3. Presenting yourself in meetings/public

F4. Working with community groups

F5. Analysing & interpreting information


Short training workshops

Individual coaching also available

Will also include ‘refreshers’ for established Members
George Sandford

George Sandford

George Sandford

George Sandford

George Sandford
Phase 2- George Sandford will liaise with individual groups

Phase 3

Phase 3

Phase 3
(a) 4/11/04  (b)  14/12/04
- Recommended for all

- Suggested for all

- Recommended  for all

- Recommended for all 

- Recommended for all

G.  Knowing your sector and region
G1. ACE networking & learning from best practice


County-wide programme of learning sets & seminars
Learning from Good Practice (3 places available at each event)

Member Network Workshops (6 places available at each)


Community Engagement Workshop – 2/7/04 @ Workington, 9.30-15.30
Further information to follow shortly regarding the rest of  programme
Suggested for all

H.  Acquiring specialist knowledge in order to support the work of the Council 
H1. Being a member of a committee/panel 


Various specialist training as appropriate, covering e.g.

· Licensing 

· Employment law

· Planning regulations

· Equality legislation

· Best Value

· Overview & Scrutiny
J Messenger + M Lambert

J Cross + M Lambert

A Eales + M Lambert

J Cross + M Lambert

K Hook

J Mallinson
Further information available within Directory

Phase 2 TBA

Phase 1 TBA

Phase 1 TBA
Phase 2 TBA

Phase 2 TBA
a)   Induction training for new O&S Members to be arranged shortly after Annual Council.  

b) One day event for all O&S Members  for Cumbrian Authorities , facilitated by NWEO – October 04


Required for any Members selected to sit on a committee/panel with a quasi-judicial role.

Also Expected as appropriate, for members and Chairmen of all O&S, specialist committees, Executive, Steering Groups and panels



5. Phase 1

5.1 The whole programme is presented above but as can be seen, only selected components will be made available at its launch in the summer of 2004 (phase 1), with other components ‘coming on stream’ in subsequent phases as the programme matures 

5.2
The programme is not ‘fixed’ and can readily be amended in light of experience and feedback from Members. An evaluation methodology is being developed.

6. Levels of involvement*

6.1 These levels have been set by the Members L&D Steering Group and follow extensive consultation with Members

6.2 Members are advised that these guidelines set minimum ‘standards’ only. Thus virtually all components are open to any Member that may wish to engage and no Member should feel excluded from any part of it 

6.3 The use of the Required category is restricted to quasi-judicial roles where the Council may be vulnerable to legal challenge on its decisions if Members had not received the necessary specialist training. 

7.  Process

7.1 Each Member will receive their own copy of this programme containing full details of what, when, how and where

7.2 Bookings onto the MLDP can be through the respective Group Leader (for ACE) the respective Group’s Member Support Officer, or to Linda Mattinson in MSES direct

7.3 The Training Directory of staff Corporate Training, which has been issued to every employee, will also be sent to Members for information. As in the past, Members could ask to participate in parts of this provision, although now that we have a dedicated MDLP this should prove unlikely.

8.  Learning methods

8.1 Given the existing pressures upon many Members’ time, care will be taken within the MLDP to offer a range of means by which its provision can be accessed. 

8.2 Although any investment in learning requires a time commitment regardless of the methodology adopted, the MLDP will try to offer flexibility, with for example twilight activities and repeat sessions

8.3 We will try over time, to enable aspects of the programme to be offered in a choice of formats for ease of access such as the use of CDs and e-learning.

9. Providers

9.1 There will be a range of people providing inputs to this programme, including officers and consultants. 

9.2 The Lead Consultant for the MLDP will be George Sandford. Specialist officers will lead on their respective subject area as appropriate.

Appendix 3

The arrangements for funding Members training

1. Reasons for review

1.1 There were two aspects of the funding arrangements that required review:

· Responsibility for decision making

· Accountability and control of the budgets

1.2 The Executive accepted a report from the Members Learning and Development Steering Group that these arrangements were confusing to, and little understood by, Members, who have expressed discontent variously for reasons given in 3 below. 

1.3The Executive therefore proposed changes proposed by the Members Steering Group and endorsed by the Corporate Resources Overview and Scrutiny Committee. These changes were proposed with the intention of:

· better aligning funding with the needs of both the authority and of individual Members

· achieving fair access to funding by Members

· enhancing cost-effectiveness

· providing clarity and ease of understanding

· gaining Members acceptance of the arrangements

· enabling the Steering Group to oversee the arrangements

· obtaining greater utility from expenditure.

2. Budgets available

2.1 There have been four separate budgets utilised for Member learning and development, totalling around £22k in this financial year.

2.2 With one of these (the Members Training Budget) the authority lay with the Head of Member Support and Employee Services (MSES). Control of the other three budgets effectively lay with the Leader and the Chief Executive. 

Budget
2004/05

Member Training Budget
£12,000

JMT
£1,550

Non standing conferences
£4530

Standing conferences
£4350

Although traditionally under-spent all of this money was utilised in 2003/04, including the temporary additional carried-forward funding. 
2.3 The Leader has delegated financial responsibility for Members’ training to the Head of MSES. 

2.4 A Framework for Members Learning and Development has now been agreed by the Executive in which “the Steering Group will provide cross party feedback to the Executive to assist it in making any decisions for which the Executive is responsible in respect of Members learning and development matters”.

2.5 Constitutionally the budgets are within the Chief Executive’s decision-making authority, and the Steering Group should submit spending proposals to the Executive via the Portfolio Holder.

3. Issues

3.1 We have arrived at these arrangements historically and the rationale behind it appears to no longer apply to current or future needs

3.2 Members are generally unclear as to how to access funding

3.3 The three conference and ancillary budgets lack underpinning principles and accessibility criteria and are insufficiently transparent, thereby prompting concerns about fairness and access

3.4 Within the Member Training Budget, some Members, who may see no or have no need for training/development make little or no call upon their allocation, whilst others who are perhaps more motivated by training, or have more time to devote to it or whose needs are greatest (e.g. new Members) often find their allocation inadequate 

3.5 There is usually an under-spend each year at the same time as some individual members complain about a lack of resources to meet their individual needs

3.6 Recent research suggests that this dissatisfaction may well serve to undermine the forthcoming launch of the new Member Learning and Development Programme

3.7 To sum up, it is hard to find anyone, officer or Member, who is satisfied with these arrangements.

4. Proposed new approach

4.1 All these budgets to come to be considered as an aggregated budget (£22k for 2004/05) known as the Members Learning and Development Budget 

4.2 This budget to be held in MSES 

4.3 It be divided into three sub-budgets:

· A corporate sub-budget; used to fund the new MLDP, providing training to meet corporate and common needs among all Members (40%)

· Group sub-budgets (45%); delegated to each of the three Groups 

· Executive sub-budget (15%) to enable it to meet their specific obligations (e.g. to participate in traditionally-expensive Standing Conferences)

4.4 Each Group would determine for itself how to enable their Members to access their respective sub-budget

4.5 The Group budgets would be used to fund individual learning activities not available in the corporate MLDP, qualification study where appropriate (e.g. Foundation Degree in Local Governance) and conference attendance for continuing professional development

4.6 Principles governing the use of these Group budgets would be agreed by the Steering Group and approved by the Executive

4.7 The size of the overall budget is fixed, and any increase would be subject to Executive  recommendation to full Council.
4.8 Oversight of the overall budget would be by the Portfolio Holder

4.9 The Steering Group would determine the relative proportion of the respective components, monitor and evaluate the use of, and benefit accruing from these sub-budgets, and design the contents of the MLDP

4.10 Progress Reports would be presented to the Executive and to Corporate Resources Overview and Scrutiny Committee at intervals (at least annually) by the Head of MSES on behalf of the Steering Group with regard to the MLDP, and by Group Leaders respectively with regard to the usage of their sub-budgets

4.11 The Head of MSES would be delegated to authorise expenditure out of the MLDP    sub-budget

4.12 The Head of MSES will make the formal decisions in connection with spending the Groups' allocations after taking into account the wishes of the relevant Group Leader
4.13 The Leader would control the Executive sub-budget

4.13 Individual Members’ usage of Group budgets would be declared each year. Usage of the MLDP would be reported, as would the Executive sub-budget also, but costs would not be apportioned to individuals

4.14 Any travel and subsistence expenses incurred by Members associated with either the MLDP or devolved budgets can be met from the Members Allowances Budget, rather than from Members training budgets.

Appendix 4

Role Descriptors for Members

Carlisle City Council

Members’ Role Descriptors

In compiling the set of Descriptors account has been taken of Members’ views during an extensive research project undertaken during early 2004.

What is presented is as straightforward and meaningful as possible.

The descriptors attempt to capture the essence of the role and activities not described should not automatically be assumed as outside the role.

These should provide a direct and useful reference point for anyone taking on the roles described.

1. CORE COUNCILLOR - ROLE DESCRIPTOR

Council Duties 

· To represent their electors and the people of Carlisle by acting as effective advocates, campaigners and representatives.

· To promote the economic, social and environmental well-being of their electorate and the City as a whole, and to act in accordance with the highest standards of probity in public life, seeking to serve the community without personal gain.

· To attend Full Council, its committees as necessary and contribute effectively.

· To undertake other official duties or act as representatives of the City Council on outside bodies to which they have been appointed.

· To participate in setting a budget and the forming the Council’s policy. 

· To monitor performance against targets in all areas of the Council’s direct and indirect activity.

· To co-operate with other agencies to the benefit of people.

· To promote and represent the City Council in the local community.

· To liaise with other levels of government, agencies or bodies which influence the well-being of the City and local area.

· To Chair Committees, Panels, Working Groups and other meetings as required.

· To undertake appropriate development necessary to carry out their role(s) or designated responsibilities.

Community duties

· To promote the economic, social and environmental well-being of the community.

· To find ways of effectively and regularly communicating with their constituents.

· To be an advocate with whom constituents can raise issues of importance or personal concern.

· To explore new ways of being accountable to the constituents.

· To actively campaign for measures that will secure strong, safer communities.

· To help access funding from different sources for the benefit of the community.

· To liaise with other levels of government, agencies or bodies which influence the well-being of their constituency.

2. LEADER – ROLE DESCRIPTOR

Key duties

· To represent the City at local, regional and national levels, acting as ambassador and leading the development of key strategic partnerships with local communities, outside agencies and key stakeholders to deliver the Council's corporate objectives and provide quality services to residents.

· To provide clear political leadership for the Council, relating to all Members, citizens, staff and stakeholders.

· To act as the Council spokesperson on all key corporate issues, consistent with the overall policy and budgetary framework agreed by the Council.

· To lead the development of local and regional policies which fulfil the Council's corporate policy objectives as stated in the Best Value Performance Plan.

· To lead on the Council's effective decision-making processes and supporting administration.

· To lead the budget making processes of the Council, closely linked to performance management.

· To lead the Council's public participation activities, encouraging local people to take part in the Authority's decision making processes.

· To lead on all regional affairs.

· To Chair all Executive meetings.

The above activities are in addition to the responsibilities set out in the Core Councillor, Group Leader and Portfolio Holder Role Descriptors.

3. DEPUTY LEADER - ROLE DESCRIPTOR

Key duties

· To deputise for the Leader of the Council in his/her absence.

· To chair Executive meetings in the absence of the Leader of the Council.

· To act as the Council's spokesperson on all key corporate issues, consistent with the Council's overall policy and budgetary framework, in the absence of the Leader.

· To hold and lead on any Portfolio which the Council may allocate. 

· To undertake specified delegated/ designated Leader duties. 

The above activities are in addition to the responsibilities set out in the Core Councillor and Executive/Portfolio Holder Role Descriptors.

4. GROUP LEADER - ROLE DESCRIPTOR

Key duties

· To provide clear political leadership for the party represented absence.

· When in opposite, to provide credible checks and balances, challenges and alternatives to the ruling party.

· To canvas a range of views within the party in the formulation of policy.

· To integrate and represent party policy at a local level. 

· To co-operate with other groups where appropriate, particularly in matters of a non-party political nature.

· To chair and/or attend meetings where appointed to a representative role within the council.

· To liaise with other local and regional representatives of the party.

· To monitor the performance of the council against its budget, policy and performance plan.

The above activities are in addition to the responsibilities set out in the Core Councillor Role Descriptor.

5. PORTFOLIO-HOLDER/EXECUTIVE MEMBER 

   - ROLE DESCRIPTOR 

Executive duties

· To work at meeting the Council’s corporate objectives, as set out in the Best Value Performance Plan.

· To encourage performance improvement in all services, consistent with Best Value principles and within the policy and budgetary framework agreed by the Council.  This includes responding appropriately to statutory reports on external inspections and service reviews, together with all Best Value Review Action Plans.  

· To facilitate and encourage public participation in the Council's activities by engaging key stakeholders in the Authority's decision-making processes.  Overseeing the publication of consultation papers on key issues and appropriate public consultation.

· To consider budget priorities and actions on the delivery of Council services within the overall policy and budgetary framework agreed by the Council.

· To consult with Overview and Scrutiny Committees on matters relating to the development and formulation of policy. 

· To consult with Area Committees and local Ward Members about policy developments or service initiatives which have a specific relevance to their areas.

· Support positive relationships and practices through co-operative working with Officers and unions.

· To oversee the investigation of and responses to all Local Authority Ombudsman reports, including any findings of maladministration.

· To commission research, studies or the collection of information relating to policy issues or service delivery. 

Portfolio holding duties

· To provide pro-active political leadership for the designated function/service of the Council set out in the allocated Portfolio.

· To initiate and promote policies and programmes in the allocated Portfolio within the Council and externally.

· To present and consult on the Council's policies in the allocated Portfolio with the public, directly and through appropriate media.

· To engage actively and represent the Council in appropriate local, regional and national groupings involved with the service areas set out in the allocated Portfolio.  

· To make recommendations about the implementation of policies within the allocated Portfolio.  

· To report to the Council on decisions made, actions taken and progress achieved within the allocated Portfolio.  

· To consult with and report as required to the Executive Committee and the Overview and Scrutiny Committee of the Portfolio.  

· To commission and consider reports from appropriate Officers as required for the efficient discharge of the Portfolio Holder's duties/responsibilities.

· To keep abreast of national best practice/new initiatives in the areas covered by the Portfolio to help ensure high local service standards and provision.  

· To consider and act on performance data and reports from the Executive Committee and the Scrutiny Committee.  

· To contribute to the corporate development of the Council's policies and objectives through active engagement of the Executive Committee.

· To work closely with relevant Senior Officers of the Council to support the efficient management of the authority and to uphold high standards of performance and conduct and in enabling Officers to exercise any powers delegated to them.  

· To attend meetings of the Overview and Scrutiny Committee as and when required.  

The above activities are in addition to the responsibilities set out in the Core Councillor Role Descriptor.

6. MAYOR – ROLE DESCRIPTOR

Key duties

· As the city’s first citizen, the main role of the Mayor is to act as the non-political, Civic and Ceremonial Head of the city.

· To Chair meetings of the Full Council.

· To maintain the historical and ceremonial traditions of the Office of Mayor.

· To promote the Council locally, nationally and internationally.

· To promote, liaise and link with private and voluntary sector organisations in the city.

· To participate in and help initiate activities which enhance the economic, social, cultural and environmental well-being of the city and its residents.

· To act as patron/president to local organisations.

· To act as host to official visitors to the city.

· To attend annual civic events and local community activities.

· To represent the city at ceremonial events.

· To act as the city’s representative on other occasions determined by Council.   

· To carry out all duties in a manner appropriate to the status and tradition of the Office.

The Deputy Mayor will on occasions, also perform this role

The above activities are in addition to the responsibilities set out in the Core Councillor Role Descriptor.

7. OVERVIEW & SCRUTINY CHAIRMEN 

   - ROLE DESCRIPTOR

Key duties

· To undertake the functions of a Councillor whilst also leading and co-ordinating the relevant scrutiny activities of the Council to ensure that transparency and accountability are of priority.

· To Chair a Scrutiny Committee.

· To work with the Vice-Chair and Overview and Scrutiny Manager to co-ordinate the activities and the work programme of the Scrutiny Committee.

· To foster and maintain a disciplined approach by the Members involved in Scrutiny having regard to high standards of behaviour and ethics.

· To monitor the Council’s decision-making processes, ensuring that such decisions are consistent with Council policy.

· To scrutinise the activities of the Executive.

· To invite Members of the Executive, Officers and others to attend meetings of the Scrutiny Committee to answer questions.

· To own and present the reports of the Scrutiny Committee to the relevant bodies with the Council.

· To organise Committee Members input into the Council’s Best Value   processes and to advise the Council on its approach to Best Value.

· To act as a focus for liaison between the Council and communities and partners in the scrutiny function.

Deputy Chairmen will on occasions, also perform this role

The above activities are in addition to the responsibilities set out in the Core Councillor Role Descriptor.

8. OVERVIEW & SCRUTINY COMMITTEE MEMBER - ROLE DESCRIPTOR
Key duties

· To scrutinise Executive decisions, to assess how these contribute to effective service delivery and help to achieve the Council's Corporate Plan/Best Value Performance Plan and whether they are in accordance with the agreed budgetary and policy framework.  

· To review individual policies and projects to evaluate their effectiveness and success and consult with all relevant stakeholders in this process.  

· To monitor how the Council is meeting its agreed corporate objectives, as set out in the Corporate Plan/Best Value Performance Plan.

· To facilitate and encourage participation in the Council's activities by effectively engaging local residents, businesses, outside agencies and other key stakeholders in the committee’s work as appropriate.

· To check that the Council continues to improve performance in all services within the policy and budgetary framework agreed by the Council and recommend areas for improvement and change.

· To undertake Best Value reviews of the Council's services and make recommendations which positively contribute to improving service delivery.  

The above activities are in addition to the responsibilities set out in the Core Councillor Role Descriptor.

9. COMMITTEE CHAIRMEN - ROLE DESCRIPTOR

Key duties

· To enable the smooth and orderly conduct of business within the Standing Orders and Terms of Reference of the Council.

· To ensure an orderly debate or deliberation of the business in hand.

· To report on the workings of the Committee, Sub-Committee, Panel or working Group to the full Council and to present, where appropriate, recommendations to the Council.

· To give proper consideration of any item.

· To bring, where appropriate, the views of co-opted Members (if any) to the attention of Council.

· To liaise with Officers in formulating Agenda and to attend any meetings with Officers to discuss matters relevant to the business of the Committee, Sub-Committee, Panel or Working Group.

· Where appropriate, to liaise with other interested parties in establishing co-opted membership, and topics for consideration.

· Where applicable, to liaise with other tiers of local government and to contribute to any other joint working arrangement.

· Where applicable, to lead such site visits that may assist Members arriving at a considered decision.

· To undertake specific training including updates in the law pertaining to the work of the committee.

Deputy Chairmen will on occasions, also perform this role

The above activities are in addition to the responsibilities set out in the Core Councillor Role Descriptor.

10. COMMITTEE MEMBER - ROLE DESCRIPTOR

Key duties

· To participate in service committee discussions.

· To give proper consideration to items before and during meetings.

· To offer opinions based upon an understanding of the legal requirements of the subject discussed.

· To inform the committee of constituent opinion.

· To take into consideration a range of views and issues when reaching a decision.

· To conduct oneself with dignity and decorum when offering views at variance from other Members.

· To undertake appropriate site visits.

· To undertake specific training including updates in the law pertaining to the work of the committee.

The above activities are in addition to the responsibilities set out in the Core Councillor Role Descriptor.

Carlisle City Council

Part 2

Introduction to the Skills and Knowledge Requirements for the Various Member Roles

A set of skills and knowledge requirements which correspond to the Member Role Descriptors has been created.

These should be viewed not as hard and fast list of prerequisites but as a suggestion of the sorts of skills and knowledge likely to be required.

There has not been a direct linking of skills against each element of the Role Descriptor but instead a focus on the key requirements.

It was felt that it was more useful to provide an essential condensed version rather than an exhaustive list that covered everything and therefore nothing.

1. Core Councillor - Skills and Knowledge

This may be considered in conjunction with any other roles that the Councillor may take on within the council.

Knowledge

· Council constitution

· Standing orders

· Council policies

· Council services

· Who to contact to pursue enquiries

· Relevant legislation

· Ethics, standards and legal responsibilities

· Community groups within the ward

· Social and economic initiatives affecting the council

Skills

· Running a surgery

· Working with groups

· Relationship building, developing trust

· Diplomacy and influencing

· Public speaking

· Dealing with the media

· Contributing to meetings

· Pursuing case work resulting from ward consultations

· Personal organisational skills

· Analysing information

· Basic computer literacy

2. Council Leader - Skills and Knowledge

To be viewed in conjunction with the Core Councillor Role and Group Leader and Portfolio Holder

Knowledge

· Broad local and national political issues

· Economic and regeneration initiatives and opportunities

· Strategic planning

· Social and business aspirations and concerns within the city and rural environs

· Thorough understanding of political, budgeting and legal processes within the council

Skills

· A high level of media and personal presentation skills

· Charing meetings

· Analysing considerable and varied complex information

· Decision making

· Leadership and the ability to gain support

· Relationship building, particularly with key players inside and outside of the council

· Strategy development

· Personal planning, prioritisation and delegation

· Highly developed negotiation and influencing skills

· The ability to act as a role model as the figurehead of the council

3. Deputy Leader - Skills and Knowledge

The skills and knowledge for this role need to cover all of the areas outlined in the Core Councillor role, portfolio holder and the leader role but in the latter not to the same depth.

Additionally, the Deputy needs to be skilled in:

· Flexibility and responsiveness

· Interpreting and enacting the views and actions of the leader

· If agreed, developing specific skills in designated, delegated Leader responsibilities

4. Group Leaders - Skills and Knowledge

To be viewed in conjunction with the Core Councillor role. Reference to aspects of the Council Leader Skills and Knowledge may also be helpful.

Knowledge

· A thorough understanding of political, budgetary and legal processes within the council.

· A detailed knowledge of party rules

· An awareness of and the ability to interpret party politics at national and local levels.

Skills

· Ability to manage and co-ordinate varying views within the party

· Influencing, negotiating and mediation skills

· Presenting arguments and alternatives persuasively

· Chairing meetings

· Decision making

· Leadership and team-building

· Managing complex information

5. Portfolio Holder/Executive Member – Skills and Knowledge

Knowledge

· Excellent practical knowledge of the constitution, council policies and procedures

· A good working knowledge of the issues and legal requirements of the services for which the Portfolio Holder has responsibility.

· An understanding of the lines of authority as they relate to individual as they relate to individual responsibility 

· An understanding of the lines of authority as they relate to individual responsibility, executive decisions and overview and scrutiny

· An understanding of CPA, Best Value and Performance Indicators, particularly relating to areas of responsibility

Skills

· The ability to take a broad, objective overview for the areas for which they have responsibility

· Excellent communication skills and the ability to engage with people individually and collectively

· The ability to contribute to wider strategic discussions and decisions

· The ability to chair meetings where appropriate and maximise their effectiveness

· Well developed analytical skills and the ability to evaluate services against a range of quality standards

· Good relationship building skills in working with officers other parties and agencies

6. Mayor – Skills and Knowledge

To be viewed in conjunction with the Core Councillor Role

Knowledge

· Thorough understanding of Standing Orders and Council Chamber procedures

· Knowledge of Mayoral protocols and appropriate behaviours in a variety of public situations

· Appropriate forms of address for public and religious dignitaries

· A credible knowledge of local and civic history

Skills

· Excellent media skills

· Well developed personal presentation

· Conversational skills and the ability to engage quickly and effectively with a wide variety of people

· The ability to deliver prepared speeches and where necessary ad-hoc speeches

· Commanding respect and order in Full Council meetings

· Chairing meetings

· To be able to be diplomatic and professional at all times

These requirements are likely to be also expected of the Deputy Mayor

7. Overview and Scrutiny Chairmen – Skills and Knowledge

To be viewed in conjunction with the Core Councillor Role

Knowledge

· Thorough understanding of the purpose and process of Overview and Scrutiny and how this relates to Executive decisions

· An understanding of the parameters of the powers of Overview and Scrutiny

· A knowledge of analytical and evaluation processes

· A knowledge of the particular type of chairing required for an O&S meeting

· A knowledge of CPA, Best Value and performance management criteria

Skills

· How to prepare for an overview and scrutiny meeting

· Chairing skills which encourage participation

· The ability to analyse and evaluate detailed and complex information

· Team building along cross part lines

· The ability to offer direction and process skills to O&S members

· The encouragement of creative approaches to evaluation

· Policy development

These requirements are also likely to be expected of Deputy Chairmen

8. Overview and Scrutiny Member – Skills and Knowledge

To be viewed in conjunction with the Core Councillor Role. Reference to the Skills and Knowledge requirements for O&S Chairmen will also prove useful.

All of the skills and knowledge for O&S Chairmen will be applicable except those relating directly to Chairing Skills. Additionally, O&S Members will need to be able to:

· Apply a range of thinking, analysing and decision making techniques

· Be able to articulate conclusions based on sound reasoning

· Be prepared to operate from a primarily objective rather than partly political perspective

9. Committee Chairmen – Skills and Knowledge

Knowledge

· A detailed understanding of the role of the committee and how this relates to council wide decision making processes.

· Specific knowledge of the law as it applies to the particular committee – e.g. control, licensing etc. (furthermore, it may be that the chair possesses a higher level of knowledge in this area, in order to be able to guide and inform Members)

· Knowledge of the correct decision making procedures to be adopted by the Committee.

· A knowledge of analytical and evaluation processes

· A knowledge of how to prepare for and chair a committee meeting

Skills

· Chairing and meeting skills including encouragement, management and summarising

· Managing time and the agenda within a meeting

· Information analysis and evaluation

· The ability to differentiate between subjective and objective judgements

· Relationship building, particularly with other committee members and reporting Officers

These requirements are also likely to be expected of Deputy Chairmen

10. Committee Member – Skills and Knowledge

To be viewed in conjunction with Core Councillor Role. Reference to Committee Chairmen will also be useful

All of the skills and knowledge requirements for Committee Chairmen will be relevant except those relating specifically to Chairing Skills.

· Prepare appropriately for meetings

· Absorb, digest and interpret sometimes complex and detailed information

· Articulate views based on sound judgement and objective interpretation

· Respond to community interests and opinions

Carlisle City Council

Part 3

Members Learning and Development Programme (MLDP)

 A Scale of Developmental Commitment

The Members Learning and Development Steering Group has agreed the following five levels of engagement with the MLDP

1. Required

For any Member with a quasi-judicial role where a lack of legal knowledge could make the council vulnerable to legal challenge

· Any relevant specialist training pertaining to e.g. planning, finance, employment appeals and licensing law

2. Expected

For Executive Members, Overview and Scrutiny Members and Committee Representatives

· Training relating to CPA, Best Value and Overview and Scrutiny requirements

· Equality training for people involved in Recruitment and Selection

For the Leader, Deputy Leader, Mayor and Deputy Mayor

· Media training

· Thorough understanding of Standing Orders and council protocols

For the Mayor and Deputy Mayor

· Chairing skills

For all Councillors

· Induction training

· Personal risk and awareness of Health and Safety 

3. Strongly Recommended

For all Chairmen and Deputy Chairmen

· Chairing skills
For all Councillors

· Equality awareness
· Ethics, standards and personal legal liabilities
· Standing orders
· Budgetary processes
4. Recommended

For all Councillors

· Legislative updates – particular in planning and licensing

· C.P.A and Best Value understanding

· Surgery Skills

· Working with community groups

· Contributing in meetings

5. Suggested

For all Councillors

Depending upon current knowledge and skill and experience, some may not be deemed necessary.

· Understanding of council services and policies

· Personal organisation, work life balance

· Managing conflict

· Negotiation and influencing skills

· Personal presentation

· Using information technology.
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