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1.
Introduction

The Shetland Islands Council is aware of the Scottish Executive’s commitment to reinvigorating interest in local government and encouraging more people, especially from groups that are under-represented in local Councils, to consider standing for election as a Councillor.  

The current Council is made up of 19 men and 3 women, none of whom is under 45 years old or from minority groups.  They do valuable work in representing their constituents but they recognise that, if the Shetland Islands Council is to become more representative of the population it represents, members of traditionally under-represented groups must be fully engaged with the local political process and feel encouraged to stand for the Council in the May 2007 elections.

This handbook, which has been endorsed by Councillors, therefore seeks to provide,

· some useful background information on the Council and some of the key areas of which prospective Members should be aware;

· clarification of the main changes from the introduction of the Local Governance (Scotland) Act 2004;

· an indication of the support that Members can expect when elected;

· an outline of some commitments to improving conditions for Members – including contributing to improved Work-life Balance;

· practical information on how to stand for election;

· useful resources and contacts to allow you to follow-up any issue with Members and officers in more detail;

2.
Background information on the Shetland Islands Council

Council structure

The Council is organised into various departments, each dealing with particular services.  This is summarised in the chart on the following page;
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Committee structure

Each department is aligned with a relevant Council Committee that has delegated authority to take decisions on key issues affecting service delivery.  Members are nominated and voted onto the Committees at the start of the new Council, following the elections in May.    

A summary of each main Committee’s remit is provided below and the structure is summarised in the following chart;

Executive Committee 

· Financial Planning and Monitoring

· Policy and Planning Co-ordination

· Audit

· Corporate Governance

· Economic Development

Services Committee 

· Education 

· Further and Higher Education

· Community Care

· Children and Young People

· Services to Offenders

· Cultural and Recreational Services

· Library

· Housing

· Community Safety

· Community Development 

· Voluntary Sector

Infrastructure Committee 

· Roads

· Transportation

· Burial, Coastal and Waste Management 

· Public Health and Consumer Protection

· Planning 

· Building Control 

Scrutiny Committee 

· Exists to review performance across the Council - to investigate/challenge under performance and celebrate good performance

Committee structure
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Council Finances

Council expenditure on services in 2005/06 amounted to £182 million (revenue £142 million, capital £40 million). This covers all the Council services.  The largest expenditure was incurred by Education, Social Care, Roads and Transport, Council Housing and Sullom Voe Harbour.

The money to pay for all this expenditure is made up of the following items.  

	Funding Source


	Amount

	Funding from the Scottish Executive in Edinburgh


	£83 million

	Service income (fees and charges, Council House rents, trading profits)


	£39 million

	Council Tax


	£8 million

	Council’s oil-related Reserves (Reserve Fund, Capital Fund, Repairs and Renewals Fund)


	£52 million


At 31 March 2006 the Council’s Reserves contained a balance of £292 million.

Councillors are responsible for setting long term financial plans and annual budgets which determine how much is to be spent in each service area. They then have to monitor and control spending during the year, review the final outcomes, and then repeat that annual cycle.

The Council’s key Financial Policies at present are:

(1) to maintain the Reserves at no less than £250 million 

(2) to reduce revenue expenditure so that the use of Reserves is concentrated on capital expenditure to provide sustainable infrastructure for Shetland’s future

3.
A Councillor’s duties and responsibilities


      

Three of the main functions of a Councillor are;

1.
Representing the interests of their constituents and ward

An important part of a Councillor’s role is to be available for constituents to discuss problems, explain Council policies and priorities and represent their interests.  As a result, most Councillors make themselves available through regular ‘Surgery’ sessions.

2.
Policy making, committee work and scrutiny

Councillors also have a responsibility to provide strong corporate leadership for the Council as an organisation.  This includes participating in the development of policies, strategies and budgets to set the direction for the work carried out by the Council’s officials.  Councillors must also ensure that the services provided are of an acceptable standard and they do this by engaging in regular scrutiny of performance.  

At present, the Council is made up of 22 Councillors who each represent their own constituency or ‘ward’ but new arrangements will apply for the elections in May 2007 and these are explained in Section 4 below.  There is currently no ruling political party in the Council.  As a result, the Council seeks to arrive at decisions on issues through debate and consensus, wherever possible.  This makes each individual Councillor’s contribution particularly significant.  

The Council’s main statement of policy is the Corporate Plan 2004-08.  This document sets out the way in which the Council seeks to organise itself to address the high-level priorities set out in the Community Plan.  These include;

· Developing a society that is vibrant, healthy and safe and one in which everyone is able to take part;

· Conserving and enhancing our environment; 

· Celebrating and promoting our unique culture;

· Developing an economy that is prosperous, competitive and diverse;

· Ensuring that the Council is organised, efficiently run and sustainable;

Copies of the Council’s Corporate Improvement Plan 2006-07 and the Community Plan are available in paper and electronic form (see Resources and Contact details on page 17).  

Some of the main issues that the current Council has faced over the past 3 years include;

· Review of revenue expenditure to reduce the call on Council reserves

· Review of the way in which education services are provided 

· Review of the Shetland Welfare Trust, the Islesburgh Trust and the Shetland Arts Trust

· Capital Programme development – new Cinema and Music venue, new Museum and Archives, Ferry and Terminal replacement programme

· Fixed links to island communities

· Research into social deprivation in Shetland

· Single Status 

· Audit Scotland report on Best Value and Community Planning 

The Council now has a Performance Management Framework in place to drive forward continuous improvement across all Service areas.  As part of that, Members are encouraged to challenge service performance and contribute to target setting through quarterly performance review sessions.
3.
Community leadership

Councillors have a lead role to play in promoting the concept of Community Planning, in conjunction with the Council’s local partner organisations (NHS Shetland, Northern Constabulary, Highlands and Islands Fire Brigade, Shetland Enterprise, Association of Shetland Community Councils, Environmental Action Team and Shetland Charitable Trust).  Community Planning is a process that seeks to co-ordinate these various agencies’ efforts towards improving the quality of life in Shetland and the development and delivery of services.

Members speak for Shetland’s communities and can help shape Shetland’s future.  Councillor for Clickimin and Lerwick South, Billy Stove commented on the reasons why he stood for election,

“Representing the constituents is what I prefer.  As someone who has worked all my life in jobs helping people, it was a natural progression to be a Councillor.  It is also rewarding to be involved in planning major projects for Shetland's future - new Museum, Anderson High School, fixed links to island communities ie. Bressay Bridge etc. - but you have to remember achieving these is not possible unless you have the full support of other Members and the Shetland community”. 


Further details of Councillor duties and responsibilities are provided in the outline role descriptions, attached as Appendices to this handbook.

It will be apparent that Councillors must always be alert to the need to balance their various duties and responsibilities.  For example, there will be times when the role of a Councillor in representing the interests or demands of constituents in a particular ward is difficult to reconcile with his or her role in upholding Council policy in the interests of the whole Shetland community.  At times, of course, there will be significant divisions of opinion within particular wards.  Dealing with such dilemmas in an appropriate way is part and parcel of a Councillor’s work.  In that connection, Councillors need to bear in mind, at all times, the following guidance on standards and ethics.

Standards and Ethics

When carrying out their duties, all elected Members are obliged to respect the 9 key principles of public life which are set out in the Councillors’ Code of Conduct.  These are:
Duty - You have a duty to uphold the law and act in accordance with the law and the public trust placed in you.  You have a duty to act in the interests of the Council as a whole and all the Shetland communities served by it and a duty to be accessible to all the people of Shetland whom you have been elected to serve and to represent their interests conscientiously.
Selflessness - You have a duty to take decisions solely in terms of the public interest.  You must not act in order to gain financial or other material benefit for yourself, family or friends.

Integrity - You must not place yourself under any financial or other obligation to any individual or organisation that might reasonably be thought to influence you in the performance of your duties.

Objectivity - You must make decisions solely on merit when carrying out public business including making appointments, awarding contracts or recommending individuals for rewards and benefits.

Accountability and Stewardship - You are accountable for your decisions and actions to the public. You have a duty to consider issues on their merits, taking account of the views of others, and you must ensure that the Council uses its resources prudently and in accordance with the law.

Openness - You have a duty to be as open as possible about your decisions and actions, giving reasons for your decisions and restricting information only when the wider public interest clearly demands.

Honesty - You have a duty to act honestly. You must declare any private interests relating to your public duties and take steps to resolve any conflicts arising in a way that protects the public interest.

Leadership - You have a duty to promote and support these principles by leadership and example, and to maintain and strengthen the public's trust and confidence in the integrity of the Council and its councillors in conducting public business.

Respect - You must respect all other councillors and all Council employees and the role they play, treating them with courtesy at all times.

4.
Changes for the 2007 local elections
Single Transferable Vote

The Shetland Islands Council is currently made up of 22 Councillors each representing their own constituency or ‘ward’.  This will change with the introduction of the Single Transferable Vote (STV) voting system for the next local election; accordingly:

· Although the number of Councillors will remain the same, the number of wards will be reduced from 22 to 7 (6 x 3-Member wards and 1 x 4-Member ward);

· The voters in each ward will therefore elect 3 or 4 Councillors to represent them (see table below);

· Voters may rank candidates in order of preference when voting (ie. 1st, 2nd, 3rd, 4th etc), rather than choosing just one candidate;

· For a candidate to be automatically elected as Councillor for a ward, s/he must reach a ‘quota’ of ‘first preference’ votes.  The quota is calculated using a formula;

· Where the candidate has reached the ‘quota’ and has therefore been elected, the ‘second’, ‘third’, ‘fourth’ etc preferences are transferred to help the other candidates’ chances of being elected.  This process is repeated as appropriate, until 3 or 4 Councillors have been elected (as appropriate);

The wards for the 2007 local elections are shown on the Boundary Commission’s website (see Resources and Contacts Section on page 17).  The new wards and the number of Councillors each will have are shown below;

	Ward area
	Number of Members



	Isles
	3 Members

	Shetland North
	3 Members

	Shetland West
	3 Members

	Shetland Central
	3 Members

	Shetland South
	3 Members

	Lerwick North
	3 Members

	Lerwick South
	4 Members


Further information on the Single Transferable Vote is available from the Council’s Legal and Administration Services section.  Contact details are provided on page 18 of this Handbook.

New Pay and conditions 

Councillors’ Pay

The following proposals have yet to be finalised – the Handbook will be updated once salary levels and the distribution of responsibility allowances have been determined.

Proposed annual salary for Councillors who do not take on any further responsibility, such as chairing Committees or Spokesperson roles - £15,452.

Proposed annual salary for Senior Councillors – likely to be those who are elected to Committee Chair/Vice Chair positions -  £19,316.  

Proposed annual salary for the Convener of the Council - £25,754.

Expenses 

The expenses that Members are currently entitled to claim while engaged on Council business are set out in the ‘Scheme of Members’ Approved Duties and Travel and Subsistence Allowances’.  This document is available from the Town Hall (see Resources and Contacts section on page 18). 

These expenses are currently being reviewed – again, this handbook will be updated when final expenses have been determined.

Pensions

It is being proposed that Councillors will be entitled to join the Local Government Pension Scheme.  Further information on pensions is available through the Payroll/Pensions Section (see Resources and Contact Details on page 18).

New rules for standing for election if employed by the Council
Following the introduction of the Local Governance (Scotland) Act in 2004, the rules regarding Council employees’ eligibility to stand for election have changed.    The main changes and the arrangements for requesting time off for electioneering are set out in the “Protocol for requesting time off to stand for election” attached as Appendix 5.  

Prospective candidates not employed by the Council should consult their own employers to confirm whether there are arrangements in place to allow time off.

5.
Support Package for new Members

Induction Programme

A Comprehensive Induction Programme is currently being designed to familiarise new Members with the way the Council operates.  Details of what this will cover will be confirmed nearer the time.  However, it will include introductory sessions with the Executive Management Team and individual Services.  These sessions will be linked to the annual discussions that take place early in each financial year as part of the Council’s management of its performance.  An induction pack will also be provided to newly elected Members which will include the following documents;

· A Guide to being a Councillor in the Shetland Islands Council

· Scheme of Delegation

· Councillor’s Code of Conduct

· Financial Regulations

· Corporate Improvement Plan

· Community Plan

· Administrative Regulations

· Scheme of Approved Duties

· Standing Orders for Tenders and Contracts 

Member Personal Development

The Council’s Policy Unit and Personnel Section will offer help to every Member in preparing a Personal Development Plan.  The Plan will set out his/her training and development needs for the following year and will be reviewed annually during the 4-year term.

A programme of events is being prepared to help Members learn about the Council’s functions.  The main elements are set out below:

Core functions:

· Councillors’ responsibilities under the Local Government in Scotland Act 2003 (incl Community Planning, Equality and Diversity, Sustainable Development, continuous improvement and the power to advance wellbeing)  

· Standards and Ethics

· Local Government Finance/ Financial management and monitoring Local Government and the wider world 

· Planning legislation and decision making 

· Licensing

· Marine Planning

· Reviewing service performance 

· Effective Scrutiny 

· Casework and surgeries 

· Effective Partnership working

· Community Leadership
Skills development:

· Media relations 

· Public speaking

· How to chair a Committee effectively

· ICT skills – Blackberry, laptop, e-mail system, internet usage 

· Recruitment and Selection

· Employee appeals handling 

These sessions will be led by a mix of internal and external trainers.  The Council will also, where possible and appropriate, make use of national Member development initiatives, using the Improvement Service and Scottish Local Authorities Management Centre.

Councillor Mentoring Scheme

In order to help new Members settle into their role, a mentor (either an experienced, long-serving Member or a recently retired Member) could be allocated to provide help and guidance in the early days.  Further guidance and details of this scheme will be confirmed later in the year.

Administrative support 

Councillors will receive the following support from the administrative team in the Chief Executive’s office.  

· Reception facilities;

· Clerical support – typing of letters, maintaining Member diary, organising booking of rooms for meetings, mail handling;

· Travel – all booking and administration of Member travel;

· Expense claims – central point for administration of Members’ expense claims;

· All booking and administration for Conference/seminar attendance;

· Limited office facilities for Councillor use are also available in Lystina House. 

Communications and Computing Support

All Councillors will be offered the following facilities after the elections;

· Laptop or PC with Broadband connection from home to the Council network (including the Council’s e-mail system and internet server)

· Printer facilities

· “Blackberry” device – basically a mobile phone which allows the receipt and sending of e-mails through the same corporate e-mail system to which their computer is connected

Members are also able to obtain support in connection with all these services from the Council’s technical staff.  This is arranged through the Information and Communications Technology (ICT) Helpdesk.

6.
Work-life balance

A survey of Scottish Councillor workloads, published in September 2005, provided a useful insight into the average time spent by Councillors each week on various duties;

	Type of business
	Council duties
	Hours
	% time

	

	Internal to the Council
	Attending and preparing for meetings
	10
	21.7

	
	Meeting with officials
	4
	8.7

	
	Council business related to correspondence
	6
	13

	
	Attending civic functions and conferences
	2
	4.3

	
	Travelling to/from meetings on internal business
	4
	8.7

	
	Total internal business
	26
	56.5

	

	External to the Council
	Attending and preparing for meetings
	3
	6.5

	
	Travelling to/from meetings
	2
	4.3

	
	Total external business
	5
	10.9

	

	Constituency 
	Dealing with individual constituents’ casework
	6
	13

	
	Meetings/phone calls with individual constituents
	3
	6.5

	
	Dealing/meeting with local groups and organisations
	4
	8.7

	
	Travelling t/from meetings with local groups
	2
	4.3

	
	Total constituency business
	15
	32.6


From these figures, it will be apparent that an average Councillor spends about 46 hours a week on Council business.  Clearly, the amount of time spent will depend partly on how much responsibility an individual Councillor chooses to take on, for example in becoming Chair of a Committee.  Nevertheless, the time commitment is substantial.

The survey also showed that Councillors from rural Councils spent an average of 8.4 hours each week travelling on Council business.

Being mindful of these survey results, the Council is therefore committed to helping Councillors manage their workloads in the following ways;

1. Supporting Members to work from remote locations, wherever appropriate;

2. Arranging ‘clusters’ of meetings on the same day so that Members can make better use of their time and reduce travelling;

3. Reducing the volume of paper sent out to Members and sending reports through electronic means, wherever requested;

4. Supporting Members to acquire skills and knowledge that will help them to carry out their role as effectively as possible – including Comprehensive Induction and Personal Development Planning;

5. Continuing to monitor the Committee structure, being mindful of the number of separate Committees and the pressure this puts on Members’ diaries;

6. Using ICT support facilities more effectively, to make working more efficient – Broadband, Blackberry, video conferencing etc;

7. Supporting Members with childcare commitments;

8. Being flexible in arranging meeting times and venues to allow Members to manage their own time more effectively;

9. Putting in place a longer-term public education programme to 

(i) help clarify the role and remit of an elected Member;  

(ii) help clarify the breadth of issues that Members can reasonably deal with and what should be referred direct to Service users;

(iii) further publicise Council contact numbers and encourage more direct contact with officers;
In terms of Work-life Balance, Councillor Billy Stove feels that the following practical tips have helped him manage his workload; 

· I adopt a good filing system and keep all council meeting dates in my diary, highlighting the ones I will attend – it helped avoid missing or double booking meetings

· When I have more than one engagement or meeting on at the same time I try to honour the one that is first in my diary - this makes apologies easier to explain

· I keep a small notebook with me when 'on the street' as I am often stopped.  I ensure I note down full name, address and phone number and act immediately.

· I also follow up non-action of e-mails monthly before I delete them to ensure they are not forgotten.

These are the types of useful hints and tips that we will be promoting through initiatives such as the Mentoring Scheme and Personal Development Planning.

The Council is also keen to encourage members of the public who are currently in full-time or part-time employment to consider standing for election.  The above survey showed that a number of individuals are successfully balancing their Member responsibilities with work commitments.  

In the current Council, Barbara Cheyne, Member for Delting East and Lunnasting has successfully managed to combine running her business with her Councillor duties.  She felt that a key to this was prioritising Council commitments, ensuring effective arrangements are in place to allow her to focus on her Councillor duties and making best use of support equipment such as Blackberry, e-mails etc.  
Prospective candidates may wish to check with their employers to see whether there would be any possibility of receiving time off to carry out Councillor duties, if elected.

7.
How to stand for election in 2007
Nomination process

Nomination forms can be obtained from the Returning Officer who is based at 4 Market Street, Lerwick (see Resources and Contacts Section on page 18).  An Election Notice will also be placed in the Shetland Times advising where they can be obtained.  The forms can be posted or e-mailed to individuals and will also be available on the Council’s web site, along with all other forms and guidance notes. 

Prospective candidates will have 5 days within which to return the form, duly completed.   

Prospective candidates no longer require signatures from a number of electors in the Ward they are being nominated for.   The nomination form now only needs to be completed by the candidate and one other person - as a witness to the nomination and their consent.     

Candidates may describe themselves as an “Independent” candidate, or have no description.   If any other description or a political party title is used, it has to be a registered party.    Registration must be made with the Electoral Commission in advance of the election - more details about how to register can be obtained from the Electoral Commission.    Contact details are provided on page 18 of this handbook.

Election expenses 

Candidates should keep a record of all expenses incurred in their election campaign, as there is a limit to the amount they can spend.  Further advice and the relevant forms will be provided by the Returning Officer nearer the time.  After the election period, whether or not candidates are successful, they have to declare how much they spent.  

Member Shadowing

Perhaps the best way of really deciding whether to seek nomination and stand for election is to experience first hand what it entails.  A number of elected Members, who have said that they will not be seeking re-election in May, have volunteered to allow prospective candidates to shadow them for a day to get a flavour of the things a Councillor is involved in.  If you would be interested in taking up the opportunity of shadowing a Councillor, please contact the Policy Unit on 01595 744513 or contact one of the Councillors shown in the Contacts section on page 18.

8.
List of forthcoming Council meetings

Council Committee meetings are organised on a 6-weekly cycle, ending in a meeting of the full Council.  The meetings are open to the public (unless there are items that are deemed to be exempt from publication) and usually take place in the Council Chamber in the Town Hall in Lerwick.  Should you be interested in attending a meeting, a full list of forthcoming meetings and agendas is available through the COINS system (website address shown in Resources and Contacts section).  A few meeting dates of interest are included below;

	Committee
	Date of meeting



	Infrastructure Committee
	29 August 2006

	Services Committee
	31 August 2006

	Shetland Islands Council
	13 September 2006

	
	

	Infrastructure Committee
	17 October 2006

	Services Committee
	19 October 2006

	Shetland Islands Council
	1 November 2006

	
	

	Infrastructure Committee
	28 November 2006

	Services Committee
	30 November 2006

	Shetland Islands Council
	13 December 2006


9.
Resources and Contacts

Documents

Protocol for Council employees wishing to stand for election and other relevant election information

http://www.shetland.gov.uk/elections/Elections2006.asp
Performance reports and Service Plans for all of the Council’s services 
http://www.shetland.gov.uk/performance/serviceplanning.asp
Council reports, minutes of all Committee meetings, list of Committee membership, remits of all Committees, Member interests etc.

www.shetland.gov.uk/coinsmenu
Councillor Code of Conduct

http://www.scotland.gov.uk/Publications/2002/04/14492/2560#1
Council’s main plans and policies/strategies – Corporate Improvement plan 2006-07, Community Plan

www.shetland.gov.uk/corporateplan/documents.asp
Survey of Scottish Councillors’ Workload and Analysis of Councillors’ Weight of Responsibility

http://www.scotland.gov.uk/Topics/Government/local-government/16340/slarc1
Campaigning under the Single Transferable Vote – A guide for agents and political parties

http://www.electoral-reform.org.uk/publications/briefings/Campaigning%20under%20STV.pdf
Shetland Islands Council - List of Politically Restricted Posts

Link to Personnel intranet site will be added when list has been finalised

Internet sites

Improvement and Development Agency 

www.idea-knowledge.gov.uk
Improvement Service
www.improvementservice.org.uk
Scottish Executive

www.scotland.gov.uk
Electoral Reform Society for Scotland

www.electoral-reform.org.uk
Boundary Commission for Scotland

www.bcomm-scotland.gov.uk
Electoral Commission

www.electoralcommission.gov.uk
www.votescotland.com
Officer contacts

Morgan Goodlad – Chief Executive 

Town Hall, Lerwick

Telephone – 01595 744501

e-mail – morgan.goodlad@sic.shetland.gov.uk
Jan Riise – Head of Legal and Administrative Services, Returning Officer and Monitoring Officer

Legal and Administrative Services, 4 Market Street, Lerwick 

Telephone – 01595 744569

e-mail – jan.riise@sic.shetland.gov.uk
Anne Cogle – Depute Returning Officer 

Legal and Administrative Services, 4 Market Street, Lerwick 

Telephone – 01595 744554

e-mail – anne.cogle@sic.shetland.gov.uk
John Smith - Head of Organisational Development 

Policy Unit, 32 Hillhead, Lerwick  

Telephone – 01595 744513 

e-mail –  john.r.smith@sic.shetland.gov.uk
Graham Johnston – Head of Finance 

Montfield, Lerwick

Telephone – 01595 744607

e-mail – graham.Johnston@sic.shetland.gov.uk
Mary Smith – Expenditure Manager 

Finance Services, Montfield, lerwick 

Telephone – 01595 744669

e-mail – mary.smith@sic.shetland.gov.uk
Elected Member contacts
Jim Irvine – Chair of Infrastructure Committee, Member for Nesting, Tingwall, Girlsta and Gott

Telephone – 01595 693777

e-mail - jim.irvine@sic.shetland.gov.uk
Billy Stove – Vice Chair – Services Committee, Chair Social Forum, Member for Lerwick Clickimin

Telephone – 01595 694612

e-mail - Billy.stove@sic.shetland.gov.uk
Tom Stove – Member for Cunningsburgh and Sandwick 

Telephone – 015950 431434

e-mail - Tom.stove@sic.shetland.gov.uk
Paper copies of this Handbook are available from the Policy Unit, 32 Hillhead, Lerwick.  We can also arrange for the handbook to be made available in a variety of formats, including large print, audiotape and a variety of languages.  (Telephone – 01595 744538 for further details)

Appendix 1

Councillor – Outline role description 

Key purpose/roles

· To represent the views and interests of your ward and its individual constituents and deal with their enquiries and representations fairly and without prejudice;

· To contribute actively to the formulation and scrutiny of the Council’s policies, budgets, strategies and service delivery;

· To champion the best interests of the council and the community as they relate to the improvement of the quality of life, social, economic and environmental well-being of the Shetland community and its citizens;

· To work in partnership with others in the Council, partnership organisations at Council and community level to help to achieve the above;

Key tasks/responsibilities

· To represent and act as an advocate for the interests of your ward, liasing and working with local organisations and representative groups to further the interests of the ward and its individual constituents;

· To be available to represent and deal effectively with constituents’ enquiries and representations on individual and community interests;

· To contribute effectively to the debates and decision making activities of the Council prior to setting policies, budgets, strategies and service delivery targets;

· To participate effectively as a member of any committee or panel to which you are appointed, including related responsibilities for the services/resources falling within the committee’s terms of reference such as human resource issues, staff appointments, setting fees and charges;

· To participate in the scrutiny or performance review of the services of the Council including the scrutiny of policies and budgets and their effectiveness in achieving the Council’s objectives;

· To support the creation of an inclusive working environment and develop effective working relationships with other elected members and officers of the Council;

· To support the creation of a constructive working relationship with other councillors representing the same ward;

· To participate in the activities of any outside body or partnership forum to which you are appointed by the Council providing two-way communications between the Council and the body.  Also to develop and maintain a working knowledge of the Council’s policies and practices in relation to that body and of the community’s needs and aspirations in relation to that body’s role and functions;

· To liase on behalf of the Council and represent and promote the Council’s interests with other public bodies to promote better understanding and partnership working;

· To fulfil the statutory and locally determined codes of conduct and standards for elected members and maintain the highest standards of conduct at all times;

Appendix 2TO FULFIL THE STATUTORY AND LOCALLY DETERMINED CODES OF CONDUCT AND STANDARDS FOR ELCTED MEMBERS AND MAINTAIN THE HIGHES

Senior Councillor – Outline role description 

In addition to the roles/tasks and accountabilities expected of all councillors, the following are expected of councillors with significant additional responsibilities

Key purpose/roles

· To provide leadership in relation to policy formulation, implementation and monitoring of the Council’s policies, budgets, strategies and service delivery in relation to your specific area of responsibility and to contribute to the effective governance of the Council;

· To ensure that your area of responsibility contributes to promoting the best interests of the Council and the community and improves the quality of life, social, economic and environmental well-being of the Shetland community and its citizens;

Key tasks/accountabilities

For your area of responsibility

· To facilitate policy development via appropriate mechanisms – committees, working groups, working with officers and working in partnership with partner organisations;

· To give political direction to senior officers of the Council in your area of responsibility;

· To chair effectively relevant committees, sub-committees and working groups;

· To take responsibility for decisions taken within these committees or other forums including committees, scrutiny panels and working groups and respond to scrutiny of decisions and service delivery/performance;

· To ensure that effective working relation ships with all councillors, officers and relevant partner organisations are developed and maintained;

· To represent and communicate the views and best interests of the council in relevant forums including the community, the media, partnership organisations and national bodies;

· To monitor, review and comment on performance and budget, to ensure that the Council policies are implemented and, where necessary, initiate relevant action;

· To be fully aware of relevant legislative, national and local policy frameworks;

In contributing to the effective governance of the Council

· To work with the Council leadership to ensure the effective governance of the authority;

· To contribute to policy formulation on corporate strategy, policies and overall budget matters and participate constructively in relevant forums;

· To represent the Council at appropriate civic and/or other engagements including as a substitute for the Council Convenor;

Appendix 3TO FULFIL THE STATUTORY AND LOCALLY DETERMINED CODES OF CONDUCT AND STANDARDS FOR ELCTED MEMBERS AND MAINTAIN THE HIGHES

Spokesperson – Outline role description 

1.
Aims 

· To contribute towards ensuring service delivery meets objectives contained in the Corporate Plan and other corporate strategic policies within area of designated responsibility e.g. Europe, Culture and Recreation, Public Health etc;

· To represent service(s) within designated area, internally and externally;

· To monitor and report on performance of service(s) within designated area;

2.
Roles and responsibilities

2.1
Meet objectives of the Corporate Plan

To contribute to the development of the corporate objectives within designated area;

To contribute to the development of Service Plans to ensure consistency with corporate objectives;

To contribute to the setting of targets for performance indicators that reflect the corporate objectives;

2.2
Represent the service(s) within designated area

To be a spokesperson on issues related to the designated area, for media purposes;

To represent the designated area on behalf of the Council at internal and external meetings;

To be a champion of the area at all times;

To keep abreast of the national and local agenda relating to the designated area;

2.3
Scrutiny Role


To monitor performance and spend against targets for service(s) within designated area;

To attend regular informal service performance review sessions during the year to promote improvement in service delivery and promote accountability (6-month, 9-month and end of year);
To report to Council and Committees, as required, on indicators and spend against targets, with explanation of variances;
To examine and monitor all reports to Council, challenging those that deliver services contrary to corporate objectives relating to designated area;

Appendix 4

Council Convenor – Outline role description  

In addition to the roles/tasks and accountabilities expected of all Councillors, the following are expected of Council Convenors,

Key purpose/roles

· To provide leadership in relation to policy formulation, implementation and monitoring of the Council’s policies, budgets, strategies and service delivery and to contribute to the effective governance of the Council;

· To provide strategic leadership and clear direction and guidance to promote the best interests of the Council and the community and improve the quality of life, social, economic and environmental well-being of the community and its citizens;

· To ensure that effective working relations are developed throughout the Council and between the Council and external partners in order to promote the best interests of all its communities;

Key tasks/responsibilities

· To provide strategic, political and cultural leadership for the Council in partnership with the Chief Executive;

· To give direction to the Chief Executive on political matters and participate in the performance review and development of the Chief Executive

· To have an overview and facilitate corporate and cross-cutting policy formulation, strategy development and financial planning;

· To promote partnership working with partner organisations and other service providers, including Community Planning partners;

· To act as the principal Council representative in discussions and negotiations with national bodies;

· To ensure that political decision making structures of the Council operate effectively;

· To take responsibility for, and promote the Council’s policy and political decisions;

· To be the political figurehead and provide an external focus for the Council including handling media and press enquiries;

· To develop and maintain effective working relationships with Councillors and senior officials;

Appendix 5

Protocol for Council employees requesting time off to stand for election

1.
Introduction

The Council is committed to encouraging a wider spectrum of candidates to stand for election in the May 2007 local Council elections.  As part of this, the following protocol seeks to clarify important legislative restrictions and the entitlements that are available for Council employees seeking time off.

Should managers have queries relating to the application of this protocol, they should seek advice from the Personnel/Policy Unit at the earliest opportunity. 

2.
Politically Restricted Posts
The Local Governance (Scotland) Act 2004 introduced a number of important changes that all prospective candidates must be aware of.

It is no longer the case that employees of the Council must resign prior to pursuing candidature for the local Council elections.  Employees must only resign if their post is included on the “Shetland Islands Council - List of Politically Restricted Posts”.  If the post is not on this list, the employee is free to stand for election.  

The decision as to whether a post would be classed as “politically restricted” and included in the list is based upon the duties that are undertaken.  As well as specifically named posts, such as the head of the Council’s paid service and Monitoring Officer etc, politically restricted posts include those where the employee is involved in one or both of the following;

(a) giving advice on a regular basis to the authority themselves, to any committee or sub-committee or sub-committee of the authority or to any joint committee on which the authority are represented;

(b) speaking on behalf of the authority on a regular basis to journalists or broadcasters;

It’s important to note that Head teachers, teachers, college principals and lecturers are specifically excluded from the provisions relating to political restriction.  As a result, employees in these posts are free to stand for election without first having to resign from the Council.  

All prospective candidates who are currently employed by the Council (and Managers) are advised to check the list to ensure that they are aware of the restrictions which apply.  This is available from the Personnel Section (see Resources and Contact details on page 16). 

3.
Requests for Time off


Employees not on the list who are considering standing for election may;

(i)
request annual leave to conduct his/her campaign – this will be subject to the established procedure for authorising annual leave, but will normally be granted;

(ii)
request a period of ‘special leave’ to conduct his/her campaign – this may be granted, although it will be unpaid and will not exceed 10 working days in  total;

(iii)
request time off to shadow a current elected Member, as part of the Member Shadowing Scheme – this may be granted, although it will be unpaid and will not exceed 1 working day in total
4.
Requirements after election

In the event of an employee being elected, s/he must resign from his/her post on the first working day after the election result is declared. (‘working day’ excludes weekends or public holidays).  The Council’s normal contractual notice periods for resignations will not apply in this specific circumstance.

5.
Public Perception 

It will be important that managers are keenly aware of the contact their employees are having with elected Members and whether there will be any potential to influence the political process in the run up to the election.  Although this might be infrequent or incidental to the employee’s work, both managers and employees have to be sure that they are resistant to a perception by the public that they are able to unfairly exert influence on the election process.

6.
Follow-up arrangements

This protocol reflects the current legal position with regard to political restrictions.  New Regulations are currently being developed by the Scottish Executive, which will have an impact on this.  As a result, the protocol will be updated to ensure that it is in line with any amendments.

Its provisions will also be included in the Shetland Islands Council ‘Leave Policy’ which is currently being drafted.  
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