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	REPORT TO BOARD OF DIRECTORS  
	


Job Description and Performance Appraisal for Chief Executive and Role Description for the Chair and Vice Chair of the Board
Report by Company Secretary 

	Summary
This report presents a proposed job description and person specification for the role of Chief Executive for High Life Highland, for the consideration and approval of Directors.  An approach to performance management of the Chief Executive, by Directors, is also proposed for consideration and approval. 

Further, the report details the role description for the Chair and Vice-Chair of the Board to enable the Board to consider the development of appropriate working relationships between the Chief Executive, Chair and Vice Chair and with the other Directors of the Board.
It is recommended that Directors:– 

i. approve the job description and person specification for the position of Chief Executive to High Life Highland;

ii. agree that the grading for the position of Chief Executive should be   undertaken using the appropriate Highland Council Scheme;

iii. approve the proposals for the performance management of the Chief Executive, as detailed in Section 4 of the report;

iv. consider whether the Board wants to use an external independent facilitator to assist in establishing a performance management scheme; and

v. consider the role description for the Chair and Vice Chair of the Board.
  


	1.
	Background



	1.1
 
	At the Board meeting on 22 September 2011 the Board agreed the appointment of Ian Murray as the Chief Executive of High Life Highland.  The Board also requested that a report be brought back to the next meeting of the Board presenting a job description for the position of Chief Executive and proposals for the performance management of the Chief Executive by the Board.  The Board also requested details of the agreed role description for the Chair and Vice Chair of the Board, to enable a discussion on how future working relationships should develop.


	2.
	Job Description – Chief Executive


	2.1
	A proposed job description and person specification for the position of Chief Executive to High Life Highland is attached at Appendix A, for the consideration and approval of the Board.


	3.
	Grading – Chief Executive


	3.1
	The Board has previously agreed that the new Head of Service positions, agreed at the Board Meeting on 22 September 2011, would be graded using the Highland Council pay and grading scheme.  It is therefore proposed that the Chief Executive’s position should also be graded using the appropriate Highland Council scheme. 


	4.
	Performance Management – Chief Executive


	4.1
	The Board has previously agreed that Personal Development Plans (PDPs) should be in place for all employees of High Life Highland.  This ensures strong performance management is in place throughout the organisation and builds on the performance management previously undertaken by Highland Council.  The Chief Executive is responsible to the Board of High Life Highland and it is therefore necessary that arrangements are put in place for the Board to set performance objectives and targets for the Chief Executive, to review performance against these and to agree a personal development plan. 



	4.2
	It is proposed that a Chief Executive’s Performance Committee is established to undertake the performance management of the Chief Executive, on behalf of the Board.  It is proposed that the Committee should comprise of three Directors of the Board, to include one Council Director and two Independent Directors.  The representation should include the Chair of the Board and the Chair of High Life Highland (Trading) Ltd and one other Director.



	4.3
	The proposed remit of the Committee would be to:-
i. agree the annual performance objectives and targets for the Chief Executive;

ii. agree an annual Personal Development Plan with the Chief Executive;

iii. review performance against the agreed objectives and targets with the Chief Executive, at least twice a year.



	4.4
	In the first year of operation the Board could consider using an external and independent facilitator to assist the Board in establishing an appropriate Performance Management Scheme for the Chief Executive and to work with the Committee and Chief Executive to put this in place.



	5.
	Role of Chair and Vice Chair



	5.1
	A copy of the role description for the Chair and Vice Chair is attached at Appendix B for the Board’s consideration. 




	Recommendation
It is recommended that Directors:-
vi. approve the job description and person specification for the position of Chief Executive to High Life Highland;
vii. agree that the grading for the position of Chief Executive should be   undertaken using the appropriate Highland Council Scheme;
viii. approve the proposals for the performance management of the Chief Executive, as detailed in Section 4 of the report;
ix. consider whether the Board wants to use an external independent facilitator to assist in establishing a performance management scheme; and
x. consider the role description for the Chair and Vice Chair of the Board.
  


Signature:

Designation:
Company Secretary 
Date:

10 October 2011
Appendix A
High Life Highland

Job Description

	Job Title:
	Chief Executive – High Life Highland



	Grade and Salary:


	CO equivalent Grade 

	Location:


	Inverness



	Responsible to:


	Board of Directors, High Life Highland

	Job Purpose:


	To lead High Life Highland, providing strategic direction and management of the Company.



	Key Duties and Responsibilities:
	1. To have overall responsibility for High Life Highland which has:

· an annual turnover of c £21M; 

· c 1300 staff; and 

· a property portfolio of c 128 properties. 

2. To be the lead officer for the board of directors, providing leadership and direction for the organisation.

3. To lead, in conjunction with the Board of Directors, the determining of the strategy and business planning for the Company and ensure the delivery of its strategic objectives. 

4. To act as the main point of contact and negotiation between the Company and the Highland Council, managing the political and managerial relationship between the two organisations.

5. To work in close partnership with the Director of Education, Culture and Sport to maintain and develop service delivery links with schools and other Council services.

6. To be the “public face” of the Company with the press and other media.

7. To work on a day to day basis with the Highland Council Client Manager as the main point of contact between the Company and the Council’s elected Members.

8. To ensure that the outcomes and targets of the Service Delivery Contract, property agreement, collections agreement and other legal contracts between the Company and the Highland Council are delivered. 

9. To manage the Company’s senior management team and to ensure they in turn manage staff in an effective manner.

10. To ensure that the Company meets all legislative requirements for example, health and safety, equal opportunities and Company and charity legislation. 

11. To ensure that formal business and service planning processes are in place and delivered to agreed timescales. 

12. To ensure that the Company operates within agreed budgets. 

13. To represent the Company and to ensure effective joint working with other appropriate local, regional and national organisations.

14. To ensure the organisation gives recognition to the unique culture of the Highlands to the maximum benefit of the people of the area.



	Other Duties:
	1. The post holder may be required to undertake any other duties appropriate to the level of the post.

2. Duties and responsibilities will vary from time to time.

3. The post holder must be prepared to work flexibly and outside normal office hours.


	Date:
	October 2011


High Life Highland

Person Specification
	Job Title:
	Chief Executive – High Life Highland


	Grade and Salary:


	CO Grade

	Location:


	Inverness



	Responsible to:


	Board of Directors – High Life Highland

	Experience
	1. Considerable achievement at Senior Management/Chief Officer level in a large organisation.



	Education & Qualifications


	1. Educated to degree level.

2. Hold a professional qualification in an appropriate field  or membership of a professional body or equivalent experience



	Skills/Abilities
	1. Positive experience of managing major change and the ability to manage the human aspects of change.

2. Commitment to eliminating discrimination and promoting equality in service delivery and employment.

3. Commitment to the health and safety of employees and customers.

4. The ability to analyse the political, legal and business environments, think strategically and solve problems.

5. The ability to analyse financial information and manage budgets effectively.

6. The ability to improve service delivery through various initiatives e.g. maximising the benefits of Information Communication Technology.

7. The ability to manage conflict, under performance and inappropriate behaviour.

8. The ability to allocate and delegate tasks to make best use of resources.



	Interpersonal & Social Skills
	1. The ability to develop strategies, vision and values.

2. The ability to lead a successful service through motivating, supporting and developing employees and colleagues to make the best of their abilities.

3. The ability to prepare and communicate effective policies, plans and recommendations to board members, elected members, employees and customers.

4. The ability to manage successful customer consultation and improve business processes to best meet customer requirements.

5. The ability to present information and ideas to promote understanding and gain commitment.

6. The ability to influence others and negotiate appropriate outcomes.

7. Professional integrity.


Appendix B
HIGH LIFE HIGHLAND AND 

HIGH LIFE HIGHLAND (TRADING) CIC

BOARD OF DIRECTORS

ROLE PROFILE
Title:

Director of the Board

Reports to:
Chair of the Board

Term:

Up to 4 years (a rota system of retiral operates)

PURPOSE
To provide strategic direction and governance to High Life Highland and expert advice and support to its senior management team.

KEY RESPONSIBILITIES
In conjunction with the Chief Executive:

1. To establish the vision, aims and objectives of High Life Highland in keeping with its charitable objects;
2. To oversee the development of the business planning process to achieve the company’s aims and objectives;
3. To provide effective governance of the financial management of the company;
4. To ensure the financial probity of the company;
5. To determine the pace, style and direction of the company’s development;
6. To establish and promote the organisation’s role within the community;
7. To develop, monitor and revise company policies and ensure their implementation by the company’s senior management team;
8. To promote the company, its activities and its needs to the private, public and voluntary sectors so as to enhance the profile and assist with fundraising;
9. To define and review employment policies and procedures to ensure that the company acts as a responsible employer;
10. To appoint the senior management team of the company;
11. To act as an ambassador for High Life Highland.

DUTIES

1.
"The Companies Act 2006 sets out seven general Directors' duties which form a code of conduct setting out how Directors are expected to behave.  The duties, which are owed by the Directors to the company, are as follows:

i) To act within the company's powers;

ii) To promote the success of the company;

iii) To exercise independent judgement;

iv) To exercise reasonable care, skill and diligence;

v) To avoid conflicts of interest;

vi) Not to accept benefits from third parties;

vii) To declare interests in proposed transactions or arrangements.

 

2. Additional duties and responsibilities of Directors:-
i) Directors have a personal responsibility to ensure that accounting records are maintained so that at any time they are able to demonstrate and explain the financial position of the company;
ii) Companies must deliver annual accounts and reports to Companies House and the duty to ensure that the accounts are submitted on time lies with the Directors.

 

3. Where the company is a charity the Directors are "charity trustees" and their principal duty is to maintain overall control of the charity. They need to ensure that the charity is administered effectively and is able to account for its activities and outcomes both to the Office of the Scottish Charity Regulator ("OSCR") and to the public. The Charities and Trustee Investment (Scotland) Act 2005 describes four general duties that charity trustees are required to comply with, namely, a charity trustee must:
i) Act in the interests of the charity;

ii) Seek, in good faith, to ensure that the charity operates in a manner consistent with its objects and purposes;

iii) Act with the care and diligence that it is reasonable to expect of a person who is managing the affairs of another person;

iv) Ensure that the charity complies with the provisions of this Act, and other relevant legislation.
4. The 2005 Act also puts additional specific duties on charities which charity trustees must ensure are met. These duties relate to such areas as providing charity details on the Scottish Charity Register, reporting to OSCR, financial record keeping and reporting and providing information to the public.

ADDITIONAL RESPONSIBILITIES OF THE CHAIR
1. The Chair is the leader and spokesperson of the Board and as such must keep closely in touch with the company and its activities.
2. The Chair will normally represent High Life Highland at outside events, though may delegate this to the Vice Chair or another colleague.
3. The Chair of the Board is the line manager of the Chief Executive of High Life Highland.
4. Additionally, the Chair acts as the decision maker on any matters that cannot be progressed without Board authorisation, but cannot wait until the next Board meeting.  Ideally the Board will delegate specific powers over matters in progress to the Chair, but this is not always possible.  However, no financial decisions involving amounts above [figure] can be made by the Chair alone.  All decisions made by the Chair between meetings will be brought to the full Board for ratification and must be within agreed policy parameters.
5. In the absence of the Chair, the duties and powers of the Chair will be undertaken by the Vice Chair. 

