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Report No: B/SPPC08-20 

Agenda Item: 13 

Report to: THE BOARD OF SCOTTISH FIRE AND RESCUE SERVICE 

Meeting Date: 30 APRIL 2020 

Report Title: 
ANNUAL GOVERNANCE REVIEW OF BOARD AND COMMITTEE 
RELATED ITEMS  

Report 
Classification: 

For Decision 

Board/Committee Meetings ONLY 
For Reports to be held in Private 

Specify rationale below referring to 
Board Standing Order 9 

A B C D E F G 

1 Purpose  

1.1 
 

To present the Annual Governance Review of Board and Committee related items for 
decision, thereby ensuring the continued effectiveness of the governance 
arrangements within the Scottish Fire and Rescue Service (SFRS). 
 

2 Background  

2.1 
 

To ensure our governance arrangements are annually reviewed and strengthened as 
part of our continuous improvement and effectiveness of the Board and its Committees, 
in compliance with statutory requirements. 
 

3 Main Report/Detail  

3.1 
 
 
 
 
 

 
 
 
3.2 
 
 
 
 
3.3 
 
 
3.4 
 
 
 
 

As part of the Annual Governance Review the following documents were revised: 

¶ Standing Orders for Meetings of the Board and its Committees, Appendix B;  

¶ Scheme of Delegations, Appendix C;  

¶ Members Code of Conduct, Appendix D;  

¶ Committee Structures, Appendix E; 

¶ Corporate Template, Appendix F; 

¶ Committee Terms of Reference (ToR), Appendix G 

¶ Equality Impact Assessment (EIA), Appendix H. 
 
The review was undertaken and led by the Board Support Manager with the support of 
the Legal Services Manager and Head of Corporate Governance, in consultation with 
the Chair of the Board, Deputy Chair of the Board, Chief Officer and Director of 
Strategic Planning, Performance and Communications.   
 
For ease of reference Appendix A has been produced as a ‘Summary of Amendments’ 
to highlight the key proposed changes.  
 
All Terms of Reference (ToR) have been reviewed and presented at each Committee, 
to ensure that they are an accurate representation of the responsibilities expected of 
each Committee and to simplify and standardise approaches where possible across all 
Committees of the Board, Appendix G.  
 

SCOTTISH FIRE AND RESCUE SERVICE   

The Board of Scottish Fire and Rescue Service  

 

 

http://sfrs.verseone.com/download.cfm?doc=docm93jijm4n755.xls&ver=43213
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3.5 
 
 
 

A key area to highlight is the request for the Board to decide they are content with the 
recommendation from the Integrated Governance Committee to be made a ‘Forum’ as 
opposed to a standing ‘Committee’ of the Board.  The proposed ToR is included within 
Appendix G. 
 

4 Recommendation 

4.1 
 

It is recommended that the Board approve the reviewed and amended governance 
related items of the Board and its Committees as detailed, subject to any further final 
amendments.   
 

5 Key Strategic Implications 

5.1 
5.1.1 
 

Financial 
This review ensures continued compliance with the Scottish Public Finance Manual 
(SPFM). 
 

5.2 
5.2.1 
 

Environmental & Sustainability  
There are no key strategic implications arising from the recommendations set out in 
this paper. 
 

5.3 
5.3.1 
 

Workforce 
There are no key strategic implications arising from the recommendations set out in 
this paper. 
 

5.4 
5.4.1 
 

Health & Safety  
There are no key strategic implications arising from the recommendations set out in 
this paper. 
 

5.5 
5.5.1 
 

Training  
There are no key strategic implications arising from the recommendations set out in 
this paper. 
 

5.6 
5.6.1 
 

Timing  
This report has been produced to support the proposed arrangements to ensure the 
continued effectiveness of the governance arrangements of the Board and its 
Committees.  
 

5.7 
5.7.1 
 

Performance  
The purpose of this review is to ensure the continued effectiveness in performance of 
the Board and Committee meetings in compliance with its statutory requirements. 
 

5.8 
5.8.1 
 

Communications & Engagement  
Amendments have also been made in consultation with the Director of Strategic 
Planning, Performance and Communications, Head of Corporate Governance, Legal 
Services Manager, Chair of the Board, Deputy Chair of the Board and Chief Officer 
where required.  The proposals specifically in regard to the Terms of Reference for 
Committees have been amended by the Board Support Team following Committee 
workshops held in January and February 2020 and are collectively presented within 
this report to the Board for their consideration and decision, subject to any 
amendments. 
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5.9 
5.9.1 
 

Legal  
This review ensures continued compliance with the Police and Fire Reform (Scotland) 
Act 2012, General powers of the SFRS as set out in Schedule 1A of the Fire (Scotland) 
Act 2005, inserted by section 101 of the 2012 Act and the responsibilities of the SFRS 
Board as detailed in the SFRS Governance and Accountability Framework. 
 

5.10 
5.10.1 
 

Information Governance  
There are no key strategic information governance implications arising from the 
recommendations set out in this paper. 
 

5.11 
5.11.1 
 

Risk  
The implementation of the proposed arrangements in this report are intended to 
support control measures identified to mitigate the impact of our Strategic Risk – 
Failure to Maintain Effective Systems of Control. 
 

5.12 
5.12.1 
 

Equalities  
The Equality Impact Assessment was reviewed with no significant amendments made. 

6 Core Brief  

6.1 
 

The Director of Strategic Planning, Performance and Communications asked the Board 
to approve the proposed amendments outlined in the revised Standing Orders for 
Meetings of the Board and its Committees, Scheme of Delegations and other 
associated documents to ensure the continued effectiveness of the governance 
arrangements of the SFRS Board and its Committees.  These arrangements are 
intended to ensure that the SFRS Board and its Committees continue to meet their 
statutory requirements and strategic ask of Ministers contained within the Fire and 
Rescue Framework for Scotland, together with the expectations of Scotland’s 
communities. 
 

7 Appendices/Further Reading 

7.1 
 
7.2 
 
7.3 
 
7.4 
 
7.5 
 
7.6 
 
7.7 
 
 
 

 
 
 
 
7.8 

Appendix A – Summary of Amendments  
 
Appendix B – Revised Standing Orders for Meetings of the Board and its Committees 
 
Appendix C – Scheme of Delegations  
 
Appendix D – Members Code of Conduct 
 
Appendix E – Committee Structure 
 
Appendix F – Corporate Template 
 
Appendix G – Terms of Reference (Links below to SFRS Website where available) 

¶ Audit and Risk Assurance Committee (ARAC) 

¶ Service Delivery Committee (SDC) 

¶ Transformation and Major Projects Committee (TMPC) 

¶ Staff Governance Committee (SGC) 

¶ Remuneration, Appointments and Nominations Sub-Committee (RANSC) 

¶ Integrated Governance Forum (IGF) 
 
Appendix H – Equality Impact Assessment 
 

  

https://www.firescotland.gov.uk/media/2198965/20200325_carac07_20_review_arac_tor.pdf
https://www.firescotland.gov.uk/media/2208008/20200312_csdc08_20_review_sdc_tor.pdf
https://www.firescotland.gov.uk/media/2186847/20200206_ctmpc06_20_review_of_terms_of_reference.pdf
https://www.firescotland.gov.uk/media/2191886/20200305_csgc05_20_review_sgc_terms_of_reference.pdf
https://www.firescotland.gov.uk/media/2198777/20200325_03_20_cigc_review_of_tor.pdf
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Prepared by: Alasdair Cameron, Group Commander, Board Support Team 

Sponsored by: Richard Whetton, Head of Corporate Governance 

Presented by: 
Mark McAteer, Director of Strategic Planning, Performance and 
Communications 

Links to Strategy and Corporate Values  

This links to the desired outcomes within the SFRS Strategic Plan 2019-22 and our SFRS 
values. 
 

Governance Route for Report Meeting Date 
Report Classification/ 
Comments 

Strategic Leadership Team (Summary of 
Key Amendments) 

14 April 2020 For Noting  

SFRS Board  30 April 2020 For Decision  
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APPENDIX A 

 

 
Summary of Key Amendments 

 
(Please Note:- The purpose of this appendix is to assist the Board by bringing together and 
highlighting the key changes as part of the ‘Annual Governance Review’) 
 
 
 

Standing Orders for Meetings of the Board and its Committees (Appendix B) Under 
Section:  
 
 
AGENDA FOR MEETINGS AND ORDER OF BUSINESS 
 
27. 
 
The classifications are amended as follows, k) For Information Only, l) For Scrutiny, m) For 
Recommendation and n) For Decision, with a previous classification of ‘For Noting’ removed.  
These are now set out in regard to the agenda for meetings and the order of business.  (See 
Appendix E for further detail regarding the revised classifications and below under the Corporate 
Template Section.) 
 
 
PAPERS FOR MEETINGS  
 
31.  
 
Clarified to state: - ‘Papers will be electronically made available to the meeting attendees at least 
5 working days prior to the meeting and hard copies will be available at the meeting only on 
request.’ 
 
 
STANDING COMMITTEES 
 
45. 
 
Removing the Integrated Governance Committee from the list as this will be a Forum moving 
forward, if agreed by the Board. 
 
Adding the existing Remuneration, Appointments and Nominations Sub-Committee to the list. 
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Scheme of Delegations (Appendix C):  
 
The addition of Appendix 1 now gives a Summary Overview of Delegated Powers 
 
 

4. DELEGATED AUTHORITY 

 

4.1 Delegations to Standing Committees of the Board 

 
Addition of Remuneration, Appointments and Nominations Sub-Committee to the list. 
 
Removal of the Integrated Governance Committee from the list.  
 

 

6.19 Health and Safety 

 

The Board authorises the Chief Officer to carry out its health and safety function.  The Chief 
Officer sub-delegates this authority to the Assistant Chief Officer, Director of Training, Safety and 
Assurance.  
 
(Previously this was delegated to the Director of People and Organisational Development 
however has been updated following the re-structure within the Strategic Leadership Team.) 

 
 
Members Code of Conduct (Appendix D):  
 
No amendments have been made at this time to the Members Code of Conduct, however please 
note for your information the Standards Commission is reviewing the Model Code of Conduct for 
members of devolved public bodies.  A Working Group has produced a draft revised version of 
potential changes to the Model and it is anticipated that the Scottish Government will open a 
consultation on this, imminently.  The Standards Commission will issue information about the 
substantive changes to the Code and how to get involved in the consultation as soon as it does 
so and the Board Support Team will circulate accordingly.  Following which we will conduct a 
review of our Members Code of Conduct and bring this back to the Board ‘For Decision’ later in 
the year. 
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Committee Structure Matrix, key changes (Appendix E): 
 
Board Member Anne Buchanan -  to be moved from Service Delivery Committee to the 

Remuneration, Appointments and Nominations Sub-
Committee as of the 1st May 2020. 

 
Board Member Malcolm Payton -  moved from the Remuneration, Appointments and 

Nominations Sub-Committee to the Service Delivery 
Committee as of the 1st May 2020. 

 
Board Member Sid Patten - Due to retire October 2020 whereby a further review 

will take place in advance to allocate Board Members 
to the relevant Committees.  

 
 

Corporate Template (Appendix F) 
 
Report Classifications revised for Executive or Non-Executive Boards/Committees/Groups or 
Forums:- 
 
For Information Only -  To inform of something relevant that would be beneficial to 

present formally.  Limited questions and time will be spent on 
these items. 

 
For Scrutiny - To enable scrutiny of a paper being presented and to allow for 

questions as required to seek assurance. No decision is 
required but advice and guidance can be given as appropriate. 

 
For Recommendation - To enable scrutiny of a paper and then for it to be passed, 

following the correct Governance route as appropriate, ‘For 
Decision’ 

 
For Decision - To enable a final Decision to be made, ensuring a paper has 

followed the necessary Governance routes. 
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Terms of Reference (Appendix G): 
 
As described in the cover paper, all ToR’s have been presented formally at each respective 
Committee with the proposed changes detailed in the respective Committee cover papers and 
subsequent minutes along with any requested further changes.  Overall it consisted of a light 
touch review and standardising of text where possible.  These are available on our SFRS website 
for further review and detail should you wish.  
 
To highlight a key change specifically, regarding the Integrated Governance Committee, as 
mentioned this is being proposed to become a Forum, resulting in the following proposed 
amendments:- 
 

¶ Role and name change  

¶ Removing their previous oversight role with this being a key responsibility for the Board 

¶ No decision-making powers  

¶ More emphasis placed around reducing duplication, identifying common themes and a 
joined-up approach to Governance    

¶ ‘Forum’ meetings with be held in private, with the Board receiving updates accordingly  

¶ Responsibilities refined, with the understanding that ARAC will have the clear focus on 
Governance as per their ToR seeking ‘Assurances relating to the corporate governance 
requirements for the organisation’ 

¶ Deputy Chairs of the Committees can stand in for the Chairs of Committees in their 
absence. 
 

 

Equality Impact Assessment (Appendix H) 
 
Summary of Amendments: 
 

¶ Change from the Integrated Governance Committee to the Integrated Governance Forum 
(pending Board decision) 

¶ Revised to include the decision-making authority of Committees in the relevant sections 

¶ Revised to ensure the EIA reflects the Terms of Reference for Committees/Forums 
 
  

https://www.firescotland.gov.uk/about-us/sfrs-board.aspx
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Appendix B 
 

 

 

 

 

 

 

 

 

 

SCOTTISH FIRE AND RESCUE SERVICE BOARD 

 

CORPORATE GOVERNANCE 

 

STANDING ORDERS FOR MEETINGS OF THE BOARD AND 

ITS COMMITTEES 

 

 

 

 

 

 

 

Original Author/Role Douglas Wilson 

Date of Risk Assessment (if applicable) N/A 

Date of Equality Impact Assessment March 2020 

Date of Impact Assessment (commenced) December 2019 

Date of Impact Assessment (concluded) March 2020 

Quality Control (name and date) Richard Whetton, Head of Corporate 
Governance – March 2020 

Authorised (name and date) Chief Officer Martin Blunden - March 2020 

Last reviewed/amended (name and date) GC Alasdair Cameron - March 2020 

Date for Next Review March 2021 
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INTRODUCTION 

 

1 The Scottish Fire and Rescue Service (the SFRS), or in Gaelic Seirbheis 

Smalaidh agus Teasairginn na h-Alba, was established under the Police and 

Fire Reform (Scotland) Act 2012 (‘the 2012 Act') as a body corporate.  The 

constitution of the SFRS is set out in schedule 1A to the Fire (Scotland) Act 

2005 (‘the 2005 Act’), inserted by section 101 of the 2012 Act.  The 2012 Act 

amends and transfers the fire and rescue and other functions set out in the 

2005 Act to the SFRS, but also augments them with a range of powers and 

duties commensurate with its public body status. 

 

2 The SFRS consists of up to 15 Members, including a Chair, collectively referred 

to as ‘the Board’.  The 2012 Act requires Scottish Government (SG) Ministers 

(Ministers) to appoint a Chair, and between 10 and 14 other Members of the 

SFRS, and details the terms and conditions applicable to their appointment, 

removal and remuneration.  The SFRS Members may elect from their number a 

Member to act as Deputy Chair. 

 

3 The general powers of the SFRS are set out in Schedule 1A to the Fire 

(Scotland) Act 2005, inserted by section 101 of the 2012 Act allowing the SFRS 

Board to appoint Committees (Paragraph 45). 

 

ORDINARY MEETINGS 

 

4 Prior to the beginning of each financial year, a provisional schedule of ordinary 

meetings of the SFRS Board and its Committees shall be approved by the 

Board and published on the website. 

 

NOTICE OF MEETINGS 

 

5 Notice of ordinary meetings of the SFRS Board and its Committees will be 

advertised on the website, prior to the date of the meeting.  The notice shall 

include the date, time, venue and a note of business to be considered at the 

meeting.  
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SPECIAL MEETINGS 

 

6 Where there is business that is urgent and cannot await the next ordinary 

meeting of the SFRS Board or Committee, a special meeting may be called by 

the Chair, or as a result of a written request signed by a majority of Members of 

the Board or Committee, specifying the nature of the business that they wish to 

discuss at such a meeting. 

 

7 Notice of a special meeting of the SFRS Board, or Committee, shall be given in 

the same way as a notice for ordinary meetings. 

 

PUBLIC MEETINGS 

 

8 The SFRS Board and its Committees will hold all their meetings in public, 

except where the SFRS Members determine that all or part of the meeting 

ought to be held in private, on the grounds that confidential issues or 

confidential papers are (or may be) considered at that meeting. 

 

PRIVATE MEETINGS 

 

9 Matters which involve confidential issues, in relation to which the SFRS Board 

or Committee may decide to exclude the public, and therefore be held in 

private, may include (but are not limited to): 

 

a) matters relating to individuals (including Members of staff) where there is 

no consent for disclosure and/or where there is a risk of harm to any 

individual from the disclosure of information; 

b) matters where public discussion may prejudice any ongoing criminal 

proceedings or the prosecution of offenders; 

c) matters relating to national security; 

d) matters which are the subject of legal proceedings and/or which relate to 

legal advice provided to the SFRS; 

e) matters involving confidential commercial or financial information not 

already in the public domain, or which is subject to restrictions relating to 
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confidentiality; or matters where there is legislation exempting the 

information from disclosure; 

f) matters which are considered to be confidential, including information 

relating to any consultations or negotiations, or contemplated 

consultations or negotiations, in connection with any labour relations 

matter arising between SFRS and employees of SFRS; 

g) matters where the Board or Committee are in agreement due to the 

confidential nature of the issue(s). 

 

CHAIR 

 

10 The Chair of SFRS will, if present, Chair all meetings of the Board.  In the 

absence of the Chair, the Deputy Chair will take the Chair.  In the absence of 

both the Chair and Deputy Chair, the Board Members present will choose, by a 

majority vote of those present, one of their number to preside.  Any power or 

duty assigned to the Chair in relation to the conduct of a meeting may be 

exercised by the person presiding at the meeting. 

 

ATTENDANCE AT BOARD MEETINGS – SFRS MEMBERS 

 

11 Participation will normally be in person but, exceptionally and with the 

agreement of the Chair of the meeting, an individual Member may participate 

by telephone, conference call or video-conference.  This would only apply 

where there are exceptional circumstances which would mean that the Member 

would otherwise be unable to attend the meeting.  In such circumstances, such 

Members would be deemed to be present and to constitute part of the quorum 

for the purposes of that meeting.  In all circumstances, the Chair would have 

the final authority and would be dependent on the Member providing suitable 

notice and the availability of the appropriate technology at the meeting location.  

If a Member, without reasonable justification, has been absent from meetings of 

the SFRS Board for a period longer than 4 consecutive months or for 3 

consecutive meetings and has not been given leave by the Chair, the Chair will 

advise the Minister. 
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ATTENDANCE AT COMMITTEE MEETINGS – SFRS MEMBERS 

 

12 If a Member fails to attend 3 consecutive meetings of any standing Committee, 

or 50% of the meetings in any 2-year period, and has not been given leave by 

the Committee Chair, the Chair of the Board will advise the SFRS.  The Board 

may remove the Member from the Committee. 

 

ATTENDANCE AT BOARD AND COMMITTEE MEETINGS – SFRS OFFICERS 

 

13 The Chief Officer, in consultation with the Chair, will ensure that the work of the 

SFRS Board and its Committees is supported and serviced by the Strategic 

Leadership Team and other appropriate SFRS staff. 

 

QUORUM 

 

14 The quorum for SFRS Board meetings shall be a majority of SFRS Members, 

including the Chair of the Board.  No formal business shall be transacted at any 

meeting of the SFRS Board unless a quorum is present.  A quorum must exist 

throughout the entire meeting.  If, at any stage during the meeting, a quorum is 

not present, the meeting shall stand adjourned until the date or time the Chair 

determines. 

 

15 The quorum of any Committee shall be a majority of Members, as detailed 

within their specific Terms of Reference. 

 

16 If a Committee meeting is not quorate, the Chair of the Board can approve any 

Member of the Board present at the meeting, who is not a standing Member, to 

count towards the number required based on the specific Terms of Reference 

and for that meeting only.  This Member will, however, have no voting rights for 

that purpose. 
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CO-OPTING 

 

17 Co-opting non-Board Members will be subject to endorsement by the full SFRS 

Board.  It is likely this will be short lived, determined by the advice needed, and 

may be authorised for a meeting or meetings, where a specialist skill set or 

knowledge is required to support a Committee’s work.  The detail of this 

arrangement must be presented to the full Board in advance to ensure a fully 

informed decision can be taken and for an agreed period.  The co-opted non-

Board Member will have to sign an SFRS confidentiality agreement, prior to 

attending any such meeting(s).  It should be noted that advisors appointed as a 

Member of a Committee will be there to provide expertise to the Committee.  

They will not be Members of the Board and will not have any voting rights. 

 

18 Where this is being considered, the Chair of the Board should contact the SG 

Sponsor Team, who will ask SG Legal Directorate to confirm the statutory basis 

for the appointment and process for doing so. 

 

19 The Board must: 

 

¶ keep their SG Sponsor Team informed of the process throughout; 

¶ ensure there are funds to cover the appointment from the public body’s 

existing resources; 

¶ consider if it is appropriate to ask the SG Sponsor Team to inform the 

relevant Scottish Minister of the background to the appointment; 

¶ prepare the letter of invitation and copy to the SG Sponsor Team. 

 

20 Advisors are not Members of the Board and, therefore, will not come under the 

statutory remit of the Commissioner for Ethical Standards in Public Life in 

Scotland and the Standards Commission for Scotland, should there be any 

breaches of the Code.  However, advisors will be subject to the public body’s 

Code of Conduct for Board Members and any breaches of the Code will need 

to be considered by the Chair and Board Members.  Potential Conflicts of 

Interest and Declaration of Interests will be considered by the Chair of the 

https://www.ethicalstandards.org.uk/
https://www.ethicalstandards.org.uk/
https://www.standardscommissionscotland.org.uk/
https://www.firescotland.gov.uk/access-to-information/publication-scheme/about-sfrs.aspx
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Board, particularly if the advisor is already a Board Member of another public 

body.  This will be an area for consideration prior to invitation. 

 

ATTENDANCE OF THE PUBLIC AND PRESS 

 

21 Public meetings of the SFRS Board or Committees are open to be observed by 

all Members of the public.  The exception are any meetings or parts of 

meetings where business is to be conducted in private in accordance with 

Paragraph 9. 

 

22 Any Member of the public may attend and receive a copy of papers, other than 

those dealing with the private business of the SFRS Board or Committees. 

 

23 In circumstances in which the SFRS Board or Committees determines that all 

or part of a meeting ought to be held in private, meetings will take place in 

closed session, without the public or press present. 

 

24 A Member of the public who disrupts the business of the meeting may be asked 

to leave the meeting, after due warning has been given.  Re-admission to that 

or other public meetings held by the SFRS Board or Committee is at the 

discretion of the Chair. 

 

AGENDA FOR MEETINGS AND ORDER OF BUSINESS 

 

25 Advised by the Chief Officer (or any officer acting on behalf of the Chief Officer) 

and the Board Support Team (or any officer acting on behalf of the Board 

Support Team), the Agenda for a meeting shall be agreed by the Chair of the 

SFRS Board or Committee Chair, at least 10 working days in advance of the 

meeting.  The agenda will be circulated to Members electronically, no less than 

5 working days prior to the meeting. 

 

26 The business of the Board at all ordinary meetings will proceed in accordance 

with the agenda issued for that meeting, unless otherwise directed by the 

Chair, with the agreement of a majority of the Members present at the meeting.  
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At all ordinary meetings, no business other than that on the agenda will be 

considered, except where, by reason of special circumstances, the Chair is of 

the opinion that the item should be considered at the meeting. 

 

27 The order of business at meetings of the SFRS Board shall generally be: 

 

a) Chair’s welcome; 

b) Apologies for absence; 

c) Consideration of and decision on any items to be taken in private; 

d) Declarations of interest; 

e) Minutes of the previous meeting for approval; 

f) Action Log; 

g) Decision Log; 

h) Chair’s Report; 

i) Chief Officer’s Report; 

j) Minutes of Committees – Summary updates from Committee Chairs 

(verbal) Risk Themes from the Committees; 

k) Items ‘For Decision’; 

l) Items 'For Recommendation'; 

m) Items 'For Scrutiny’; 

n) Items ‘For Information Only’; 

o) Rolling Forward Plan; 

p) Date of Next Meeting; 

q) Private Session (if required); 

r) Minutes of the previous Private meeting for approval (where applicable); 

s) Private Items. 

 

GIVING NOTICE OF A MATTER TO BE CONSIDERED 

 

28 Any Member(s) of SFRS, or a Committee, may ask for an item to be placed on 

the Agenda of a meeting of the Board or that Committee, this has to be done at 

least 15 working days in advance of the meeting.  The Chair of the meeting will 

consider the request, taking advice from the Chief Officer (or any officer acting 

on behalf of the Chief Officer) and the Board Support Team.  If the Chair 
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decides not to include the item on the Agenda, the Member will be advised and 

the Board or relevant Committee informed during the Chair’s opening remarks. 

 

29 The Agenda for special meetings of the SFRS Board or Committees will be 

confined to the business necessitating the convening of the meeting. 

 

PAPERS FOR MEETINGS 

 

30 The Board Support Team will electronically collate, circulate and, where 

necessary, provide papers for the agreed Agenda items at a meeting, unless it 

has been previously agreed with the Chair of the meeting that no paper is 

required. 

 

31 Papers will be electronically made available to the meeting attendees at least 5 

working days prior to the meeting and hard copies will be available at the 

meeting only on request. 

 

32 For meetings or parts of meetings open to the public, papers will be posted on 

the website no less than 5 days in advance of the meeting, with the exception 

of any items that are to be considered in private. 

 

33 If papers are not available for dispatch 5 working days prior to the meeting, the 

Board Support Team may, after consultation with the Chair of the meeting and 

the Chief Officer, make a late posting, or table the paper(s) at the meeting, or 

withdraw the item(s) from the Agenda of the meeting.  Occasions when these 

timescales may not be adhered to are if Special meetings are agreed at short 

notice, every attempt however will be made to dispatch papers in advance of 

the meeting. 
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CONDUCT AT MEETINGS 

 

34 The Chair is responsible for: 

 

¶ maintaining order and good conduct; 

¶ ensuring that business is conducted appropriately; 

¶ ensuring that all Members receive a fair hearing with reasonable 

opportunity to express their views on matters under discussion; 

¶ dealing with any question of order raised at a meeting; the Chair’s ruling 

on the above will be final; 

¶ adhere to relevant SFRS policy and procedure. 

 

35 All Members will respect and, if necessary, defer to the authority of the Chair.  

Members are accountable for their own individual conduct in meetings at all 

times in terms of their Code of Conduct and associated regulations and 

guidance as issued.  The Chair may rule on the acceptability of language used 

during the course of the meeting and take appropriate action, as necessary, 

including withdrawal of a remark, requiring an apology, or any other action 

required to allow the meeting to properly proceed.  If any Member at any 

meeting behaves offensively or is uncooperative, a motion may be proposed 

and seconded to suspend the Member for the rest of the meeting.  If the motion 

is carried, the Member must immediately leave the meeting.  There will be no 

discussion of the motion and no changes to it. 

 

ADJOURNING MEETINGS 

 

36 The SFRS Board or Committee can adjourn any meeting for a reasonable time, 

if the Chair determines so.  This may also be due to disruption of the meeting 

or a Member proposes it, another seconds it and the Members vote in favour of 

it.  There will be no amendments or discussion.  No Member can make a 

second motion to adjourn a meeting within half-an-hour, except the Chair. 

 

  

https://www.firescotland.gov.uk/access-to-information/publication-scheme/about-sfrs.aspx
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CHANGING A DECISION 

 

37 A decision made by the SFRS Board cannot be changed within six months, 

unless the Chair of the Board rules that there has been a material change of 

circumstances. 

 

 A decision made by a Committee may be overturned by the Board where the 

decision does not comply with the delegated authority, as set out in the Terms 

of Reference, or where the Board deems the decision made by a Committee as 

adversely impacting on the Strategic Direction of the SFRS. 

 

 Where time is of the essence and the above criteria is met, the Chair alone can 

overturn the decision of the Committee.  The Chair must provide full reasoning 

for such a decision to the Board as soon as is reasonably practicable. 

 

VOTING 

 

38 Where there is an Agenda item requiring a decision by the SFRS Board or a 

recommendation by a Committee to take something to the Board, then the 

Chair will seek the views of Members and, wherever possible, reaching a 

consensus.  If a consensus cannot be reached, decisions will be reached on 

the basis of a simple majority, the Chair having a second and casting vote.  

Voting shall be by a show of hands and the minute will record the vote.  At the 

discretion of the Chair, or in the event of a majority of Members present 

objecting to a vote being taken by a show of hands, the vote will be taken by 

roll call. 

 

39 Where an agenda item requiring a decision is not approved by the SFRS 

Board, and the consequences would be prejudicial to the continuity of the 

SFRS operations, alternative proposals should be sought from the Chief Officer 

without delay.  The Chair may adjourn the meeting, or defer the agenda item to 

another meeting to enable the Chief Officer to re-consider the matter.  If, after 

such reconsideration, the Board remains unable to approve the proposal 
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(whether by consensus or simple majority vote) and the matter remains critical 

to SFRS operations, the Chair shall report to Ministers and seek their direction. 

 

DECLARATIONS OF INTEREST 

 

MAKING A DECLARATION 

 

40 In line with the requirements of the Members’ Code of Conduct, individual 

Members must consider, at the earliest stage possible, whether they have an 

interest to declare in relation to any matter that is to be considered.  They 

should consider whether agenda items for meetings raise any issue of 

declaration of interest.  A declaration of interest must be made as soon as 

practicable at a meeting where that interest arises.  If the need for a declaration 

of interest is identified only when a particular matter is being discussed, the 

Member must declare the interest as soon as they realise it is necessary to do 

so.  The oral statement of declaration of interest should identify the item or 

items of business to which it relates.  The statement should begin with the 

words, ‘I declare an interest’.  The statement must be sufficiently informative to 

enable those at the meeting to understand the nature of the interest but need 

not give a detailed description of the interest. 

 

EFFECT OF DECLARATION 

 

41 Declaring a financial interest has the effect of prohibiting any participation in 

discussion and voting; in this circumstance, this individual must play no part in 

the discussion and must leave the meeting room until discussion of the 

particular item is concluded.  A declaration of a non-financial interest involves a 

further exercise of judgement by the Member concerned.  They must consider 

the relationship between the interests that have been declared and the 

particular matter to be considered and relevant individual circumstances 

surrounding the particular matter.  In the final analysis, the objective test is 

whether, in the particular circumstances of the item of business and knowing all 

the relevant facts, a member of the public, acting reasonably, would consider 

that the Member might be influenced by the interest in their role as a Member 

https://www.firescotland.gov.uk/access-to-information/publication-scheme/about-sfrs.aspx
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of SFRS Board and that it would, therefore, be wrong to take part in any 

discussion or decision-making.  If a Member, in conscience, believes that their 

continued presence would not fall foul of this test, then declaring a non-financial 

interest need not preclude their involvement in discussion or voting.  If they are 

not confident about the application of this objective test, they must play no part 

in the discussion and must leave the meeting room until discussion of the 

particular item is concluded. 

 

DISPENSATIONS 

 

42 In very limited circumstances, dispensations can be granted by the Standards 

Commission in relation to the existence of financial and non-financial interests 

which would otherwise prohibit a Member from taking part and voting on 

matters coming before the Board and its Committees.  Applications for 

dispensations will be considered by the Standards Commission and should be 

made as soon as possible, in order to allow proper consideration of the 

application in advance of meetings where dispensation is sought.  A Member 

should not take part in the consideration of the matter in question until the 

application has been granted. 

 

SUSPENSION AND REVISION OF STANDING ORDERS 

 

43 These Standing Orders may only be varied, revoked or added to by the SFRS 

Board and any such alterations will require the consent of the majority of 

Members present at a meeting.  Committees and Sub Committees have no 

power to depart from these Standing Orders. 

 

44 Suspension of Standing Orders at an SFRS Board meeting requires a proposer 

and seconder, and a vote of a majority of the SFRS Board in favour of 

suspension. 
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STANDING COMMITTEES 

 

45 The SFRS will appoint the following Standing Committees: 

 

¶ Audit and Risk Assurance; 

¶ Transformation and Major Projects; 

¶ Service Delivery; 

¶ Staff Governance; and 

¶ Remuneration, Appointments and Nominations Sub-Committee 

 

46 The SFRS Board will determine the Membership and Terms of Reference for 

Committees.  The Standing Orders of the SFRS Board apply to all its 

Committees. 

 

MINUTES OF MEETINGS 

 

47 A minute will be kept of all SFRS Board, Committee and Sub-Committee 

meetings. 

 

48 The minute will record that discussion took place, any points of significance 

raised, and clearly specify any actions and decision if relating to the SFRS 

Board.  Following a Board or Committee meeting, draft minutes will be issued 

no later than 15 working days to the Chair for approval.  The Chair will then 

have 5 working days to approve the minutes following which it will be circulated 

to all those in attendance at the meeting, including the updated Action Log.  

This is, therefore, all to be affected within a total of 20 working days following 

the initial meeting. 

 

49 The minutes of the SFRS Board will be presented to the next ensuing meeting 

of the SFRS Board and shall then be approved, with or without amendment, as 

a correct record of proceedings. 
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50 Minutes of meetings held in Public of Standing Committees will be included on 

the agenda of SFRS Board meetings, even if they have not been approved by 

the Committee.  Any Sub-Committee updates will be given through the relevant 

Committee to the SFRS Board. 

 

SHORT LIFE COMMITTEES AND WORKING GROUPS 

 

51 The SFRS Board may convene short life Committees or Working Groups to 

assist and advise it in undertaking its responsibilities. 

 

52 Any such Committee or Working Group would have its Membership, terms of 

reference and time-limited period determined by the Board. 

 

APPOINTMENT OF CHIEF OFFICER 

 

53 The appointment of the Chief Officer will be made by the SFRS Board, subject 

to the approval of the Scottish Ministers. 

 

RECEIVING VIEWS 

 

54 The SFRS Board (or its Committees or Sub-Committees) may invite 

individuals, bodies or organisations to attend meetings, provide information 

and/or to make representations to it about particular issues.  They may also be 

requested to provide written submissions for consideration in advance of 

meetings.  The Board, on occasion, may agree upon and publish a process for 

seeking input and/or information (including the format and timescales for this 

input or information to be provided) from interested and/or affected parties, in 

advance of it considering particular issues at a meeting. 
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URGENT ISSUES 

 

55 Where time is of the essence, and in order to eradicate or minimise actual or 

reasonably perceived risk to the SFRS, the Chief Officer may take reasonable 

and appropriate action, in relation to any function not delegated to that role, 

reporting same to the Chair of the SFRS Board and then the SFRS Members, 

with full reasoning for the decision as soon as is reasonably practicable after 

the exercise of the function. 

 

ETHICAL STANDARDS 

 

56 The SFRS Board encourages high ethical standards in public life; including the 

promotion and enforcement of the SFRS Members’ Code of Conduct.  Any 

alleged breaches, will be investigated and where a breach is found, sanctions 

may be applied, as detailed within the Members’ Code of Conduct. 

 

 
  

https://www.firescotland.gov.uk/access-to-information/publication-scheme/about-sfrs.aspx
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SCOTTISH FIRE AND RESCUE 
SERVICE BOARD 
 

CORPORATE GOVERNANCE 
 
SCHEME OF DELEGATIONS FOR THE 
SCOTTISH FIRE AND RESCUE SERVICE 

 

 

1. INTRODUCTION 

 

2. RESPONSIBILITIES OF THE SFRS BOARD, CHAIR AND THE CHIEF OFFICER 

 2.1 SFRS Board 

 2.2 SFRS Chair 

 2.3 SFRS Chief Officer 

 

3. MATTERS RESERVED FOR THE BOARD 

 

4. DELEGATED AUTHORITY 

 4.1 Delegations to Standing Committees of the Board 

 4.2 Delegation of General Powers 

 4.3 

 

Delegation to Act as Authorised Signatories 

5. DELEGATION TO SFRS ACCOUNTABLE OFFICER 

 5.1 General Responsibilities 

 5.2 

 

Strategic and Financial Management Responsibilities 

 

6. DELEGATION TO SFRS CHIEF OFFICER 

 6.1 Acquisitions and Disposals 

 6.2 Arms and Badge 

 6.3 Authorisation to Exercise Statutory Powers 

 6.4 Bad Debt and Losses 
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 6.5 Borrowing 

 6.6 Complaints, Comments and Compliments 

 6.7 Consultants 

 6.8 Contracts 

 6.9 Correspondence and Communications 

 6.10 Damage or Loss to Personal Property 

 6.11 Data Protection and Freedom of Information 

 6.12 Senior Appointments 

 6.13 Employment of Staff 

 6.14 Finances and Payments 

 6.15 Fines 

 6.16 Fire Safety (Prevention and Protection) and Fire Investigation 

 6.17 Foreign Travel / Travel Outwith Scotland / Conferences and Seminars 

 6.18 Gifts and Hospitality 

 6.19 Health and Safety 

 6.20 Insurance 

 6.21 Legal 

 6.22 Licences 

 6.23 Local Senior Officers 

 6.24 Loans of Assets 

 6.25 Media and Publications 

 6.26 Objections 

 6.27 Principal Fire and Rescue Functions and Ancillary Functions (Response and Resilience) 

 6.28 Statutory Notices 

 6.29 Urgent Issues 

 6.30 Use of SFRS Premises 

 6.31 Warrant and Identity Cards 

 6.32 Withdrawal or Amendment of Delegation 

 

7. DELEGATIONS TO EMPLOYEES OUTWITH THE STRATEGIC LEADERSHIP TEAM 

 

Appendix 1 - Summary Overview of Delegated Powers 
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1. INTRODUCTION 

 

The Scottish Fire and Rescue Service (‘the SFRS’) is a body corporate established in 

terms of Section 1A of the Fire (Scotland) Act 2005 (‘the 2005 Act’) as amended by 

the Police and Fire Reform (Scotland) Act 2012 (‘the 2012 Act’).  Schedule 1A of the 

2005 Act governs aspects of the body corporate’s constitution and its functions and 

prescribes that the SFRS shall consist of a Chair and not fewer than 10 nor more 

than 14 other Members, each appointed by the Scottish Ministers and collectively 

referred to as ‘the Board’.  The Board, including the Chair, consists of non-executives 

who are appointed in line with the Code of Practice for Ministerial Appointments to 

Public Bodies in Scotland. 

 

By virtue of Paragraph 14 of Schedule 1A of the 2005 Act, the Board may delegate 

any of its functions to the Chief Officer, any of its employees or any Committee or 

sub-Committee it may choose to establish.  The Interpretation and Legislative 

Reform (Scotland) Act 2010 defines ófunctionô as óincluding powers and dutiesô.  The 

responsibilities of the Chief Officer are detailed below and include the responsibility 

for ‘establishing appropriate documented internal delegated authority arrangements’. 

 

This Scheme of Delegations (‘the Scheme’) narrates the powers, duties and levels of 

decision-making authority, both reserved for the Board and delegated by the Board to 

certain SFRS employees, each within their individual capacities as holders of named 

roles (an example of a ‘named role’ being ‘Chief Officer’ or ‘Director of People and 

Organisational Development’).  The delegation by the Board of any of SFRS’s 

functions does not affect the Board’s overall responsibility for the performance of the 

function being delegated, nor its responsibility to carry out the particular function, 

should it choose to do so and notwithstanding any common practice to otherwise 

delegate.  The Board members will, at all times, remain personally and corporately 

accountable for the Board’s actions and decisions and the Board may also be 

accountable for the actions and decisions of any SFRS employee exercising 

delegated authority in conjunction with the Scheme. 

 

All delegations made by the Board in accordance with the Scheme must be in 

compliance with relevant and up-to-date legislation, regulations and governance and 

https://www.ethicalstandards.org.uk/sites/default/files/publications/Code_of_Practice.pdf
https://www.ethicalstandards.org.uk/sites/default/files/publications/Code_of_Practice.pdf
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accountability framework documents, codes of practice and government circulars.  All 

decisions and actions taken by SFRS employees and the Board by way of delegated 

authority powers shall be exercised in accordance with this Scheme and the 

provisions and guidance contained within SFRS’s Financial Regulations and Standing 

Orders for the Regulation of Contracts and must be shown to uphold the principles of 

accountability, consistency, equality, integrity, good governance and transparency, in 

so far as is reasonably practicable. 

 

There is scope to amend or alter the Scheme to ensure compliance with any of 

SFRS’s duties or obligations that may be altered or extended due to legislative 

changes or the development of future guidance in relation to delegated authority.  

Otherwise, the SFRS Chair will make arrangements to review the Scheme at annual 

intervals. 

 

Where a delegated authority requires the prior approval of the Scottish Government 

before it can be exercised, no decision or action shall be taken by any SFRS 

employee or the Board in relation to the particular delegated authority, until such 

times as the prior approval of Scottish Government has been confirmed and received 

in writing by SFRS.  The SFRS Governance and Accountability Framework 

Document details those matters which are reserved to the Scottish Government and 

the delegated authority levels beyond which prior approval is required from the 

Scottish Government. 

 

 

2. RESPONSIBILITIES OF THE SFRS BOARD, CHAIR AND CHIEF OFFICER 

 

The Fire and Rescue Framework for Scotland sets out the strategic priorities for 

SFRS (as determined by the Scottish Ministers) and the SFRS’s Strategic Plan 

describes how SFRS intends to carry out its functions in pursuit of these overarching 

priorities.  The SFRS Governance and Accountability Framework Document sets out 

the broad governance structures within which the SFRS operates and defines key 

roles and responsibilities which underpin the accountability relationships between the 

SFRS, Ministers and the Scottish Parliament. 

 

https://www.gov.scot/publications/scottish-fire-rescue-service-governance-accountability-framework/
https://www.gov.scot/publications/scottish-fire-rescue-service-governance-accountability-framework/
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2.1 SFRS Board 

 

The four main functions of the SFRS Board are to ensure that the SFRS delivers its 

functions in accordance with Minister’s policies and priorities; to provide strategic 

leadership; to ensure financial stewardship; and to hold the Chief Officer and 

Strategic Leadership Team (‘SLT’) to account.  The responsibilities of the SFRS 

Board are set out in detail in paragraph 13 of the SFRS Governance and 

Accountability Framework Document. 

 

2.2 SFRS Chair 

 

The Chair is accountable to the Scottish Ministers for the performance and for the 

strategic leadership of the SFRS Board.  In common with any individual with 

responsibility for devolved functions, the Chair may also be held to account by the 

Scottish Parliament and has general responsibility for ensuring that the public body's 

policies and actions support the Scottish Ministers' wider strategic policies and that 

its affairs are conducted with probity.  The Chair’s responsibilities for leading the 

SFRS Board are set out in detail in paragraph 15 and 16 of the SFRS Governance 

and Accountability Framework Document. 

 

2.3 SFRS Chief Officer 

 

The Chief Officer is the Board's principal adviser on the discharge of the SFRS’s 

functions and is accountable to the Board.  The Chief Officer’s role is to provide 

operational leadership to the SFRS, and ensure that the Board's strategic aims and 

objectives are met and its functions are delivered and targets met through effective 

and properly controlled executive action.  The Chief Officer’s general responsibilities 

include performance management and staffing of the SFRS.  Specific responsibilities 

of the SFRS Chief Officer are detailed in paragraph 18 of the SFRS Governance and 

Accountability Framework Document. 
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3. MATTERS RESERVED FOR THE BOARD 

 

There are certain matters which have no scope for delegation and must be carried 

out by the Board.  The Board and no other SFRS employee or Committee/Sub-

Committee has authority to make decisions in respect of the following reserved 

areas: 

 

¶ developing the Strategic Aims and Objectives of the SFRS and approving the 

Strategic Plan, Annual Operating Plan and Board Annual Forward Plan; 

¶ approval and amendment of: 

o Standing Orders for Meetings of the Board and its Committees; 

o Scheme of Delegations; 

o Financial Regulations; 

o Standing Orders for Regulation of Contracts; 

o Complaints Handling Scheme; 

o Risk Management Strategy; 

o Equality Scheme; 

o Freedom of Information Publication Scheme; 

o Personnel Policies of major significance to SFRS (as determined by 

the Chair in consultation with the Chief Officer); 

o Resource and Capital Budgets, and Annual Report and Accounts; 

o Financial and Performance Monitoring arrangements; 

o Major projects requiring significant capital investment, or major service 

redesign; 

o Anti-Fraud and Corruption Policy; 

o Arrangements for the review of the annual effectiveness of the Board 

and its Committees, and 

o Any other SFRS-wide Corporate Governance related guidance; 

¶ appointing a Chief Officer and the setting of appropriate performance 

objectives for the Chief Officer; 

¶ appointing Chairs and Deputy Chairs of each Committee or sub-Committee 

of the Board (these will be determined by the Chair, in consultation with the 

Board). 

https://www.firescotland.gov.uk/media/1476819/SFRS_Strategic_Plan_2019_22_V1.0.pdf
https://www.firescotland.gov.uk/media/1499321/AnnualOperatingPlan2019_20_.pdf
https://www.firescotland.gov.uk/access-to-information/publication-scheme/about-sfrs.aspx
https://www.firescotland.gov.uk/access-to-information/publication-scheme/about-sfrs.aspx
https://www.firescotland.gov.uk/media/330179/Financial_Regulations.pdf
https://www.firescotland.gov.uk/media/1371646/standingordersregulationcontractsv2.0.pdf
https://ihub.firescotland.gov.uk/download.cfm?doc=docm93jijm4n495.xls&ver=28894
https://www.firescotland.gov.uk/access-to-information/publication-scheme.aspx
https://www.firescotland.gov.uk/access-to-information/publication-scheme/what-we-spend-and-how-we-spend-it.aspx
https://www.firescotland.gov.uk/media/1001899/13_12_19_Anti_Fraud_Policy_Statement.pdf
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¶ establishment and approval of Committees and their Terms of Reference; 

¶ the appointment of a Standards Officer in accordance with any requirements 

set by the Commissioner of Ethical Standards in Public Life in Scotland; and 

¶ review and approve the final specification and the evaluation criteria, as 

drafted by the SLT, and approve the appointment of Internal Auditors in 

cooperation with the Audit and Risk Assurance Committee. 

 

Where the Scheme does not specifically state if powers have been delegated in 

respect of a certain matter, it shall be assumed that responsibility for the particular 

matter lies with the Board in the first instance. 

 

 

4. DELEGATED AUTHORITY 

 

4.1 Delegations to Standing Committees of the Board 

 

The Board has established a number of Committees, each of which possess a 

degree of delegated authority, in respect of the responsibilities within their remit, as 

set out within their Terms of Reference.  Delegated authority will provide each 

Committee with the ability to scrutinise the work of SFRS; make decisions within their 

limits of responsibilities that do not adversely impact on the Strategic Direction of the 

SFRS; make recommendations in respect of how the Board can achieve the aims 

each respective Committee is concerned with; and provide feedback to the Board on 

key performance indicators and whether targets will be met. 

 

The Committees are listed below: 

 

¶ Audit and Risk Assurance; 

¶ Staff Governance; 

¶ Remuneration, Appointments and Nominations (sub-Committee); 

¶ Service Delivery; 

¶ Transformation and Major Projects; and 
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Each Committee will conduct its business in accordance with Terms of Reference 

considered and approved by the Board prior to formation.  There is scope to amend 

or alter any Terms of Reference as so required and, again, Board approval is 

required to do so. 

 

4.2 Delegation of General Powers 

 

In line with Paragraph 14 of Schedule 1A of the 2005 Act, the Board have delegated 

authority to the following SFRS employees: 

 

¶ The Chief Officer; 

¶ The Deputy Chief Officer; 

¶ The Assistant Chief Officers; 

¶ The Director of Strategic Planning, Performance and Communications; 

¶ The Director of People and Organisational Development; and 

¶ The Director of Finance and Contractual Services. 

 

These employees, referred to collectively as the SLT may do anything, subject 

always to their specific delegated authority, considered appropriate for the purposes 

of, or in connection with, the carrying out of the SFRS’s functions. 

 

4.3 Delegation to Act as Authorised Signatories 

 

Any probative document which, if entered into, will create a legally binding 

relationship between SFRS and another party shall (unless otherwise provided for 

herein) be executed for and on behalf of the SFRS by a member of the Board or by 

any one of the members of the SLT who are hereby authorised by the Board to 

execute on the SFRS’s behalf. 

 

In accordance with the Requirements of Writing (Scotland) Act 1995, the signature 

for and on behalf of the SFRS by a Board member or SLT member must be 

witnessed by one person.  This person can be any employee of SFRS and may also 

be another Board member or SLT member.  The Chief Officer and any SLT member 
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may sub-delegate his/her authority to any SFRS employee who holds a role which 

he/she deems it appropriate for authority to be delegated to. 

 

 

5. DELEGATION TO SFRS ACCOUNTABLE OFFICER 

 

5.1 General Responsibilities 

 

The Principal Accountable Officer for the Scottish Administration (the Permanent 

Secretary of the Scottish Government) designates the Chief Officer as the 

Accountable Officer for the SFRS.  The essence of the role of Accountable Officer is 

subject to Section 5 of the Principal Officer’s Memorandum to Accountable Officers of 

Other Public Bodies, a personal responsibility for the propriety and regularity of the 

public finances for the SFRS and ensuring that the resources of the body are used 

economically, efficiently and effectively. 

 

The Accountable Officer must make sure arrangements for delegation promote good 

management and that they are supported by the necessary staff with an appropriate 

balance of skills. 

 

The responsibilities delegated to the SFRS Accountable Officer are set out in detail in 

the Principal Accountable Officer’s Memorandum to Accountable Officers of Other 

Public Bodies. 

 

5.2 Strategic and Financial Management Responsibilities 

 

While the responsibilities of the SFRS Accountable Officer cannot be delegated or 

shared, authority for budgets and associated strategic and financial management 

responsibilities can be delegated to appropriate SFRS employees.  The SFRS 

Accountable Officer, therefore, authorises members of the SLT to undertake the 

following responsibilities: 

 

 

 

https://www.gov.scot/publications/scottish-public-finance-manual/accountability/annex-2-memorandum-to-accountable-officers-other-public-bodies/
https://www.gov.scot/publications/scottish-public-finance-manual/accountability/annex-2-memorandum-to-accountable-officers-other-public-bodies/
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5.2.1 Strategic Management Responsibilities (All members of the SLT) 

 

¶ proposing objectives, priorities, outcomes and performance indicators for the 

organisation which square with the organisation's aims, policy and 

management objectives; 

¶ making plans and ensuring that adequate systems are in place to achieve 

these objectives effectively, efficiently and economically; 

¶ ensuring that adequate systems for internal control and risk management, 

both financial and otherwise, are in place and are monitored and reviewed 

regularly; 

¶ monitoring and reporting of performance to the organisation's management 

board and/or Accountable Officer, and 

¶ ensuring that functions are discharged with due regard to economy, 

efficiency and effectiveness within an overall framework of Best Value. 

 

5.2.2 Financial Management Responsibilities (Director of Finance & Contractual 

Services) 

 

¶ ensuring that proper financial procedures are in place and are followed and 

that these comply with relevant guidance, in particular the Scottish Public 

Finance Manual (SPFM), ensuring that funds and assets are properly 

managed and safeguarded, with checks as appropriate; and 

¶ ensuring that any relevant risks, whether to achievement of business 

objectives, regularity, propriety or value for money, are identified and 

effectively managed. 

 

 

6. DELEGATION TO SFRS CHIEF OFFICER 

 

6.1 Acquisitions and Disposals 

 

The Board authorises the Chief Officer to: 

 

https://www.gov.scot/publications/scottish-public-finance-manual/
https://www.gov.scot/publications/scottish-public-finance-manual/
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¶ acquire and dispose of land and other heritable or moveable property, 

including the compulsory purchase of land, with the authorisation of Scottish 

Ministers, in accordance with the requirements of the SPFM, and with the 

Board’s strategic direction; 

¶ determine and control the apportionment of accommodation for SFRS’s 

employees, standards of furniture, furnishings and equipment within SFRS’s 

premises; 

¶ maintain registers of assets together with records of transactions and values; 

and 

¶ arrange, as appropriate, for the sale of surplus, or disposal of discarded, 

PPE, work equipment and vehicles. 

 

The Chief Officer sub-delegates this authority to the Director of Finance and 

Contractual Services. 

 

6.2 Arms and Badge 

 

The Board authorises the Chief Officer to: 

 

¶ issue guidelines on the use of the SFRS Arms and Badge which is recorded 

in the Public Register of All Arms and Bearings in Scotland; and 

¶ take appropriate action, which may include reporting to the Court of the Lord 

Lyon, in respect of any misuse of the SFRS Arms and Badge. 

 

6.3 Authorisation to Exercise Statutory Powers 

 

The Board authorises the Chief Officer to exercise any discretionary powers available 

to the SFRS. 

 

The Board authorises the Chief Officer to issue and sign any documentation that 

conveys necessary authorisation to employees in roles where legislation requires the 

authorisation in question. 
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6.4 Bad Debt and Losses 

 

The Board authorises the Chief Officer to write off bad debt and/or losses up to and 

including the value of £1,000 and in accordance with the Financial Regulations.  

Cumulative debt must be monitored and, where appropriate, reported to the Audit 

and Risk Assurance Committee and the Board. 

 

The Chief Officer sub-delegates this authority to the Director of Finance and 

Contractual Services. 

 

6.5 Borrowing 

 

The Chief Officer may, subject to obtaining the consent of Scottish Ministers, borrow 

money.  Prior to approaching Scottish Government for any such consent, the Chief 

Officer shall consult with and obtain the Board’s consent to make the approach. 

 

The Chief Officer sub-delegates this function to the Director of Finance and 

Contractual Services, who will also be under the obligation to obtain the necessary 

prior consents. 

 

6.6 Complaints, Comments and Compliments 

 

The Board authorises the Chief Officer to receive and respond on its behalf to 

complaints, comments and compliments, with the exception of any which relate to the 

role of Chief Officer, which will be reserved to the Board. 

 

With the exception of complaints, comments and compliments which relate to the 

Deputy Chief Officer, the Assistant Chief Officers, the Director of Finance and 

Contractual Services, the Director of Strategic Planning, Performance and 

Communications and Director of People and Organisational Development, the Chief 

Officer sub-delegates this authorisation to the Director of Strategic Planning, 

Performance and Communications. 

 

 

https://www.firescotland.gov.uk/media/330179/Financial_Regulations.pdf
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6.7 Consultants 

 

The Board authorises the Chief Officer, the Chief Officer having first consulted and 

received advice from the Director of Finance and Contractual Services and the 

Director of People and Organisational Development, to source and appoint any 

external business and management consultants evidenced as necessary and where 

no existing employee is able to carry out the requirement.  For any such consultancy 

contract with a potential or actual value of or above £100,000, Scottish Government’s 

prior approval shall be sought and obtained in writing and only after the Chief Officer 

has consulted with and obtained the Board’s consent to seek such approval. 

 

6.8 Contracts 

 

The Chief Officer and the Director of Finance and Contractual Services may enter 

into contracts for the supply of goods, works and services on behalf of the SFRS 

subject to adhering to the SFRS’s Standing Orders for the Regulation of Contracts 

and subject to the Director of Finance and Contractual Services confirming that 

appropriate budget provision has been made. 

 

6.9 Correspondence and Communications 

 

The Board authorises the Chief Officer to issue and sign correspondence and 

communications that may be sent in the name of SFRS and which may bear the 

SFRS badge.  Notwithstanding correspondence and communications sent on behalf 

of SFRS in respect of matters restricted under the Scheme, the Chief Officer sub-

delegates this authority to all SLT members who, in turn, further delegate this 

authority under Section 7 of the Scheme.  For the avoidance of doubt, the term 

‘correspondence and communications’ shall include all letters, faxes, emails and 

other forms of electronic communication that may be sent on behalf of SFRS. 

 

6.10 Damage or Loss to Personal Property 

 

The Board authorises the Chief Officer to consider and, if deemed appropriate, 

approve payment of in whole or in part valid and vouched claims from employees for 

https://www.firescotland.gov.uk/media/1371646/standingordersregulationcontractsv2.0.pdf
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damage to, or loss of, personal property in the course of their employment where the 

employee is not at fault and is not otherwise insured. 

 

6.11 Data Protection and Freedom of Information 

 

The Board authorises the Chief Officer to: 

 

¶ make, submit and update the necessary registrations; 

¶ consider and respond to applications made under the Data Protection Act 

2018 and the Freedom of Information (Scotland) Act 2002; 

¶ determine the appropriate person(s) to consider and respond to any reviews 

sought in terms of the said legislation; and 

¶ if necessary and appropriate, enter into any Information Sharing Protocols. 

 

The Chief Officer sub-delegates his authorisation to the Director of Strategic 

Planning, Performance and Communications. 

 

6.12 Senior Appointments 

 

The Board authorises the Chief Officer to appoint members of the SLT, Deputy 

Assistant Chief Officers and Heads of Function.  The Chair of the Board, or their 

representative, will be involved in all SLT appointments.  With all senior 

appointments, the Chief Officer shall engage in prior consultation with the 

Remuneration, Appointments and Nominations Sub Committee with regard to the 

appointment process and shall provide feedback to the Committee in respect of the 

final selections from the process.  For the avoidance of doubt, there shall be no 

further delegation of authority to appoint SLT members, Deputy Assistant Chief 

Officers and Heads of Functions beyond the delegation from the Board to the Chief 

Officer. 

 

6.13 Employment of Staff 

 

With the exception of (1) appointments reserved by statute to the Board, (2) any 

matters requiring the prior approval of Scottish Government, (3) any matters 
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specifically falling within the terms of reference of any SFRS Committee and (4) any 

matters subject to national negotiations at Scottish and UK level, the Board delegates 

its authority under Paragraph 8 (SFRS’s employees) of Schedule 1A of the 2005 Act 

to employ staff to the Chief Officer. 

 

Where appropriate, the Chief Officer sub-delegates the authority to employ staff to 

the Director of People and Organisational Development. 

 

6.14 Finances and Payments 

 

The Board authorises the Chief Officer to maintain and administer the SFRS’s 

financial resources, including the operation of bank account(s) and the receipt and 

making of appropriate payments in accordance with the SPFM and SFRS’s Financial 

Regulations. 

 

The Chief Officer sub-delegates this authority to the Director of Finance and 

Contractual Services. 

 

6.15 Fines 

 

The Board authorises the Chief Officer to consider and, if appropriate, pay or 

contribute to the legal expenses and outlays of defending a SFRS employee charged 

with an offence (for example, an offence in contravention of Road Traffic or Health 

and Safety legislation) whilst acting in the course of their employment, subject to the 

stipulation the employee is not considered to have been on a frolic of their own (i.e. 

the employee’s actions must have been at the material time closely connected with 

their employment).  Scottish Government’s prior written approval is required for any 

such special payments over the value of £1,000. 

 

6.16 Fire Safety (Prevention and Protection) and Fire Investigation 

 

The Board authorises the Chief Officer to carry out its statutory duties and exercise 

its discretionary powers under the 2005 Act and associated subordinate legislation 

made thereunder, together with other legislation relevant to this particular function. 

https://www.firescotland.gov.uk/media/330179/Financial_Regulations.pdf
https://www.firescotland.gov.uk/media/330179/Financial_Regulations.pdf
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The Board authorises the Chief Officer to issue any necessary letters of authorisation 

to employees engaged in Enforcement or Fire Investigation roles. 

 

6.17 Foreign Travel / Travel Outwith Scotland / Conferences and Seminars 

 

The Chief Officer’s foreign travel or travel outwith Scotland must be authorised and 

approved by the Chair. 

 

The Board authorises the Chief Officer to authorise and approve foreign travel or 

travel outwith Scotland and attendance at any relevant conferences or seminars or 

meetings for any SFRS employee who is on SFRS business.  The Chief Officer sub-

delegates this authority to all SLT members. 

 

6.18 Gifts and Hospitality 

 

The Board authorises the Chief Officer to: 

 

¶ accept and provide gifts and hospitality in accordance with the SPFM and 

with SFRS’s Gifts, Hospitality and Interests Policy, which clearly states 

SFRS’s commitment to high standards of ethical behaviour; and 

¶ maintain and publish a register of Gifts, Hospitality and Interests, in 

accordance with SFRS’s Gifts, Hospitality and Interests Policy. 

 

The Chief Officer sub-delegates this authority to Director of Finance and Contractual 

Services. 

 

6.19 Health and Safety 

 

The Board authorises the Chief Officer to carry out its health and safety function.  

The Chief Officer sub-delegates this authority to the Assistant Chief Officer, Director 

of Training, Safety and Assurance. 

 

 

https://www.firescotland.gov.uk/access-to-information/publication-scheme/what-we-spend-and-how-we-spend-it.aspx
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6.20 Insurance 

 

The Board authorises the Chief Officer to take out and maintain appropriate 

insurance cover as required by employees who are employed in a particular 

professional capacity and as required by Landlords or other third parties with whom 

the SFRS is transacting or working in partnership where commercial insurance is a 

stipulation and whether or not the SFRS is for all other matters self-insured. 

 

In the event that the SFRS is permitted by Scottish Government to take out insurance 

cover for all or part of its functions, then the Board authorises the Chief Officer to 

take out and maintain appropriate insurance cover. 

 

The Chief Officer sub-delegates this authority to the Director of Finance and 

Contractual Services. 

 

6.21 Legal 

 

The Board authorises the Chief Officer to: 

 

¶ lodge caveats if deemed necessary; 

¶ accept service of all types of legal claims and legal documents; 

¶ process employer’s liability, public liability, motor vehicle and other such 

claims; 

¶ initiate, enter, defend or withdraw from legal proceedings (judicial and quasi-

judicial); 

¶ negotiate settlement of claims or legal proceedings in accordance with the 

Scottish Public Finance Manual (SPFM); 

¶ settle all claims in accordance with the Scottish Public Finance Manual 

(particularly under the “Settlement Agreements, Severance, Early Retirement 

and Redundancy Terms” Section) and all other applicable Guidance.  All 

such settlements, for any amount, must therefore be referred to SG before 

being considered or offered.  Claims not specifically covered by the Scottish 

Public Finance Manual or other applicable Guidance are authorised, without 

https://www.gov.scot/publications/scottish-public-finance-manual/accountability/annex-2-memorandum-to-accountable-officers-other-public-bodies/
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prior Scottish Government approval and without reference to the Chair and 

the Board, up to and including the value of £25,000; 

¶ engage in arbitration or mediation; 

¶ enter compromise agreements; 

¶ sign legal documents binding or releasing the SFRS; 

¶ prepare and submit reports to the Crown Office and Procurator Fiscal Service 

in relation to offences identified in the course of the SFRS carrying out its 

functions, and 

¶ engage Solicitors, Solicitor Advocates and Counsel to provide advice, 

opinions and representation. 

 

The Chief Officer sub-delegates his authority to negotiate settlement of claims or 

legal proceedings to the Director of Finance and Contractual Services and the 

remainder of this authority to the Director of Strategic Planning, Performance and 

Communications. 

 

6.22 Licences 

 

The Board authorises the Chief Officer to obtain any necessary licences, including 

but not limited to software licences, required to enable the SFRS to carry out its 

functions. 

 

The Chief Officer sub-delegates this authorisation to members of the SLT, as 

appropriate. 

 

6.23 Local Senior Officers 

 

The Chief Officer shall designate an SFRS employee to the role of Local Senior 

Officer (LSO) for each local authority and the LSO shall carry out the delegated 

functions narrated at Section 41J (2) of the 2005 Act. 
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6.24 Loans of Assets 

 

The Board authorise the Chief Officer to provide on temporary or short-term loan 

assets which are not operationally sensitive, confidential or would breach the Data 

Protection principles to reputable third parties for research purposes, public exhibition 

or wider public benefit.  The loan may be upon such terms and conditions as the 

Chief Officer deems appropriate and may include a requirement for security and 

insurance cover. 

 

6.25 Media and Publications 

 

The Board authorises the Chief Officer to formulate and issue on its behalf media 

releases and responses and to consider requests from media organisations to record 

sound and/or images of the SFRS for public transmission. 

 

The Chief Officer sub-delegates this authorisation to the Director of Strategic 

Planning, Performance and Communications. 

 

The Board authorises the Chief Officer to draft, for its consideration, publications 

required by legislation or Scottish Government and, once subsequently approved by 

the Board, to issue same on its behalf in accordance with any such requirement. 

 

6.26 Objections 

 

The Board authorises the Chief Officer to lodge any objections to planning 

applications, building warrants, road traffic orders and any similar statutory 

procedures to which the SFRS may be a competent objector and to engage in the 

objection process, incurring any necessary costs associated therewith and to 

withdraw any objection, if deemed appropriate. 
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6.27 Principal Fire and Rescue Functions and Ancillary Functions 

(Response and Resilience) 

 

The Board authorise the Chief Officer to carry out its statutory duties and exercise its 

discretionary powers under the 2005 Act, and associated subordinate legislation 

made thereunder, together with other legislation relevant to this function. 

 

6.28 Statutory Notices 

 

The Board hereby authorises the Chief Officer to draft, sign and serve statutory 

notices on its behalf, including Prohibition Notices, Enforcement Notices and 

Alterations Notices under Sections 63, 64 and 65 respectively of the 2005 Act and, if 

necessary, to withdraw such Notices. 

 

The Chief Officer sub-delegates this authority to the Deputy Chief Officer and the 

Assistant Chief Officers. 

 

6.29 Urgent Issues 

 

Where time is of the essence and in order to eradicate or minimise actual or 

reasonably perceived risk to the SFRS, the Chief Officer may take reasonable and 

appropriate action in relation to any function not delegated to the Chief Officer role.  

The Chief Officer must thereafter report same to the Chair of the SFRS with full 

reasoning for the decision as soon is reasonably practicable after the exercise of the 

function. 

 

6.30 Use of SFRS Premises 

 

The Board authorise the Chief Officer to permit third parties to use SFRS premises 

for purposes he deems appropriate and upon such terms and conditions as he shall 

determine reasonable in the circumstances. 

 

The Chief Officer sub-delegates this authority to members of the SLT. 
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6.31 Warrant and Identity Cards 

 

The Board authorises the Chief Officer to issue warrant cards to its employees for the 

purpose of enabling the employees to both be identified and to exercise the powers 

and carry out the duties appropriate to the roles held by the employees.  There shall 

be no requirement for such warrant cards to be signed for or on behalf of the SFRS 

and the Chief Officer requires employees to return warrant cards upon termination of 

employment with SFRS. 

 

There shall be reserved to the Chair of the Board the power to issue identity cards to 

the Board members for the purpose of enabling the Board members to be identified 

and the Chair shall have the power to require the Board members to return the 

identity cards upon termination of their appointment with SFRS. 

 

6.32 Withdrawal or Amendment of Delegation 

 

The Chief Officer may amend, extend, qualify or withdraw any sub-delegation which 

he has previously authorised and shall notify the relevant employees of same as 

soon as is reasonably practicable. 

 

 

7. DELEGATIONS TO EMPLOYEES OUTWITH THE STRATEGIC 

LEADERSHIP TEAM 

 

Functions delegated to the Chief Officer and any other member of the SLT (namely, 

the Deputy Chief Officer, the Assistant Chief Officers, the Director of People and 

Organisational Development, the Director of Finance and Contractual Services and 

the Director of Strategic Planning, Performance and Communications) may be further 

delegated to any SFRS employee, providing that employee holds a role which 

operates under the control and direction of the particular SLT member delegating and 

the delegation is in accordance with the Scheme. 
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In exercising a function delegated from either the Chief Officer or a member of the 

SLT, the employee in receipt of the delegated authority shall take account at all times 

of any appropriate Scottish Government, general SFRS or specific departmental 

practices and procedures, together with any managerial instruction given or guidance 

notes issued. 

 

Prior to exercising a delegation, checks shall be made to ensure that financial 

provision for any outlays and/or ongoing costs is available. 

 

Each member of the SLT shall be responsible for maintaining an up-to-date record of 

sub-delegations to the various roles within their Directorates. 
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Appendix 1 

Summary Overview of Delegated Powers 

(* Note each member of the SLT shall be responsible for maintaining an up-to-date record of any further sub-delegations to the various roles within their Directorates.) 

 

FUNCTION DELEGATED BY THE BOARD TO SUB-DELEGATED DIRECTOR RESPONSIBLE ACTUAL POST HOLDER 

Delegations to Standing 

Committees of the Board 

Committees of the Board in 

accordance with their Terms of 

Reference 

No   

Delegation of General 

Powers 
Strategic Leadership Team Yes N/A N/A 

Delegation to Act as 

Authorised Signatories 
Strategic Leadership Team Yes N/A 

Any SFRS employee who 

holds a role which he/she 

deems it appropriate for 

authority to be delegated to 

Strategic and Financial 

Management 

Responsibilities 

 

Chief Officer  

(Accountable Officer) 
No 

Accountable Officer, (although not 

delegating, authorises members of the 

SLT to undertake these responsibilities). 
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Acquisitions and 

Disposals 
Chief Officer Yes 

Finance and Contractual 

Services 
Head of Asset Management 

Arms and Badge Chief Officer No   

Authorisation to Exercise 

Statutory Powers 

 

Chief Officer No   

Bad Debt and Losses Chief Officer Yes 
Finance and Contractual 

Services 
Head of Finance 

Borrowing Chief Officer Yes 

Finance and Contractual 

Services, however under the 

obligation to obtain the 

necessary prior consents 

Head of Finance 

Complaints, Comments 

and Compliments 
Chief Officer Yes 

Strategic Planning, 

Performance and 

Communications. 

Head of Communications 

and Engagement 

Consultants Chief Officer No   

Contracts 
Chief Officer and the Director of 

Finance and Contractual Services 
No   

Correspondence and 

Communications 
Chief Officer Yes 

All members of the Strategic 

Leadership Team 

Further delegation permitted 

under Section 7 of the 

Scheme. 

Damage or Loss to 

Personal Property 
Chief Officer No   
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Data Protection and 

Freedom of Information 
Chief Officer Yes 

Strategic Planning, 

Performance and 

Communications. 

Head of Corporate 

Governance and Head of 

Communications and 

Engagement 

Senior Appointments 

Chief Officer (with the Chair of the 

Board involved in all SLT 

appointments and  consultation with 

RANSC for all senior appointments) 

No   

Employment of Staff Chief Officer Yes 

Director of People and 

Organisational Development, 

where appropriate 

Head of Human Resource 

and Organisational 

Development. 

Finances and Payments Chief Officer Yes 
Finance and Contractual 

Services 
Head of Finance 

Fines Chief Officer No   

Fire Safety (Prevention 

and Protection) and Fire 

Investigation 

Chief Officer No   

Foreign Travel / Travel 

Outwith Scotland / 

Conferences and 

Seminars 

Chief Officer Yes 
All members of the Strategic 

Leadership Team 

Further delegation permitted 

under Section 7 of the 

Scheme. 

Gifts and Hospitality Chief Officer Yes 
Finance and Contractual 

Services 
Head of Finance 

Health and Safety Chief Officer Yes 
Director of Training, Safety and 

Assurance. 

Head of Health, Safety and 

Wellbeing 
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Insurance Chief Officer Yes 
Finance and Contractual 

Services 
Head of Finance 

Legal Chief Officer Yes 

Director of Finance and 

Contractual Services (negotiate 

settlement of claims or legal 

proceedings), remainder to the 

Strategic Planning, 

Performance and 

Communications. 

Head of Finance and Head 

of Corporate Governance  

 

Licences 

 
Chief Officer Yes 

All members of the Strategic 

Leadership Team 

Further delegation permitted 

under Section 7 of the 

Scheme. 

Local Senior Officers Chief Officer Yes All Local Senior Officers  

Loans of Assets Chief Officer No   

Media and Publications Chief Officer Yes 

Strategic Planning, 

Performance and 

Communications. 

Head of Communications 

and Engagement 

 

Objections Chief Officer No   

Principal Fire and Rescue 

Functions and Ancillary 

Functions (Response and 

Resilience) 

Chief Officer No   

Statutory Notices Chief Officer Yes 
Deputy Chief Officer and 

Assistant Chief Officers 
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Urgent Issues Chief Officer No   

Use of SFRS Premises Chief Officer Yes 
All members of the Strategic 

Leadership Team 

Further delegation permitted 

under Section 7 of the 

Scheme. 

Warrant and Identity 

Cards 

Chief Officer (Note: Chair of the Board 

reserved power to issue identity cards to 

Board Members) 
No   

Withdrawal or 

Amendment of 

Delegation 

Chief Officer No   
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SCOTTISH FIRE AND RESCUE 
SERVICE BOARD 
 
CORPORATE GOVERNANCE 
 
MEMBERS’ CODE OF CONDUCT 

 

1. INTRODUCTION TO THE CODE OF CONDUCT 

 1.1 Appointments to the Boards of Public Bodies 

 1.2 Guidance on the Code of Conduct 

 1.3 

 

Enforcement 

2. 

 

KEY PRINCIPLES OF THE CODE OF CONDUCT 

3. GENERAL CONDUCT 

 3.1 Conduct at Meetings 

 3.2 Relationship with Board Members and Employees of Public Bodies 

 3.3 Remuneration, Allowances and Expenses 

 3.4 Gifts and Hospitality 

 3.5 Confidentiality Requirements 

 3.6 Use of Public Body Facilities 

 3.7 Appointment to Partner Organisations 

 3.8 

 

Dealings with SFRS 

4. REGISTRATION OF INTERESTS 

 4.1 Category One: Remuneration 

 4.2 Category Two: Related Undertakings 

 4.3 Category Three: Contracts 

 4.4 Category Four: Houses, Land and Buildings 

 4.5 Category Five: Interest in Shares and Securities 

 4.6 Category Six: Gifts and Hospitality 

 4.7 

 

Category Seven: Non-Financial Interests 
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5. DECLARATION OF INTERESTS 

 5.1 General 

 5.2 Interests which Require Declaration 

 5.3 Your Financial Interests 

 5.4 Your Non-Financial Interests 

 5.5 The Financial Interests of Other Persons 

 5.6 The Non-Financial Interests of Other Persons 

 5.7 Making a Declaration 

 5.8 Frequent Declarations of Interest 

 5.9 

 

Dispensations 

6. LOBBYING AND ACCESS TO MEMBERS OF PUBLIC BODIES 

 6.1 Introduction 

 6.2 

 

Rules and Guidance 

 

 

 

APPENDIX A - SANCTIONS AVAILABLE TO THE STANDARDS 

COMMISSION FOR BREACH OF CODE 

 

 

APPENDIX B - DEFINITIONS 

 APPENDIX C – STANDARDS OFFICER ROLE 
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1. INTRODUCTION TO THE CODE OF CONDUCT 

 

The Scottish public has a high expectation of those who serve on the boards of 

public bodies and the way in which they should conduct themselves in undertaking 

their duties.  You must meet those expectations by ensuring that your conduct is 

above reproach. 

 

The Ethical Standards in Public Life etc. (Scotland) Act 2000, ‘the Act’, provides for 

Codes of Conduct for local authority councillors and members of relevant public 

bodies; imposes on councils and relevant public bodies a duty to help their members 

to comply with the relevant code and establishes a Standards Commission for 

Scotland, ‘The Standards Commission’, to oversee the new framework and deal with 

alleged breaches of the codes. 

 

The Act requires the Scottish Ministers to lay before Parliament a Code of Conduct 

for Councillors and a Model Code for Members of Devolved Public Bodies.  The 

Model Code for members was first introduced in 2002 and has now been revised in 

December 2013, following consultation and the approval of the Scottish Parliament.  

These revisions will make it consistent with the relevant parts of the Code of Conduct 

for Councillors, which was revised in 2010, following the approval of the Scottish 

Parliament. 

 

As a member of the Scottish Fire and Rescue Service (SFRS), ‘the Board’, it is your 

responsibility to make sure that you are familiar with, and that your actions comply 

with, the provisions of this Code of Conduct which has now been made by the Board. 

 

1.1 Appointments to the Boards of Public Bodies 

 

Public bodies in Scotland are required to deliver effective services to meet the needs 

of an increasingly diverse population.  In addition, the Scottish Government’s equality 

outcome on public appointments is to ensure that Ministerial appointments are more 

diverse than at present.  In order to meet both of these aims, a board should ideally 

be drawn from varied backgrounds with a wide spectrum of characteristics, 

knowledge and experience.  It is crucial to the success of the SFRS that they attract 
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the best people for the job and therefore it is essential that the Board’s appointments 

process should encourage as many suitable people to apply for positions and be free 

from unnecessary barriers.  You should therefore be aware of the varied roles and 

functions of the public body on which you serve and of wider diversity and equality 

issues.  You should also take steps to familiarise yourself with the appointment 

process that your public body will have agreed with the Scottish Government’s Public 

Appointment Centre of Expertise. 

 

You should also familiarise yourself with how the public body’s policy operates in 

relation to succession planning, which should ensure the public body has a strategy 

to make sure they have the staff in place with the skills, knowledge and experience 

necessary to fulfil their role economically, efficiently and effectively. 

 

1.2 Guidance on the Code of Conduct 

 

You must observe the rules of conduct contained in this Code.  It is your personal 

responsibility to comply with these and review regularly, and at least annually, your 

personal circumstances with this in mind, particularly when your circumstances 

change.  You must not at any time advocate or encourage any action contrary to the 

Code of Conduct. 

 

The Code has been developed in line with the key principles listed in Section 2 and 

provides additional information on how the principles should be interpreted and 

applied in practice.  The Standards Commission may also issue guidance.  No Code 

can provide for all circumstances and, if you are uncertain about how the rules apply, 

you should seek advice from the SFRS.  You may also choose to consult your own 

legal advisers and, on detailed financial and commercial matters, seek advice from 

other relevant professionals. 

 

You should familiarise yourself with the Scottish Government publication, ‘On Board 

– a guide for board members of public bodies in Scotland’.  This publication will 

provide you with information to help you in your role as a member of the SFRS and 

can be viewed on the Scottish Government website. 
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1.3 Enforcement 

 

Part 2 of the Ethical Standards in Public Life etc. (Scotland) Act 2000 sets out the 

provisions for dealing with alleged breaches of this Code of Conduct and, where 

appropriate, the sanctions that will be applied if the Standards Commission finds that 

there has been a breach of the Code.  Those sanctions are outlined in Appendix A.  

Further to this, the Director of Strategic Planning, Peformance and Communications 

will fufil the role as Standards Officer within the SFRS who will be responsible for the 

areas as outlined within Appendix C. 

 

 

2. KEY PRINCIPLES OF THE CODE OF CONDUCT 

 

The general principles upon which this Code is based should be used for guidance 

and interpretation only.  These general principles 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 public body of which 

you are a member and in accordance with the core functions and duties of that body. 

 

Selflessness 

You have a duty to take decisions solely in terms of 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 and in a way that is consistent with the 

functions of the public body when carrying out public business, including making 
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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 must 

ensure that the public body 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 

public body and its members in conducting public business. 

 

Respect 

You must respect fellow members of the Board and employees of the SFRS and the 

role they play, treating them with courtesy at all times.  Similarly, you must respect 

members of the public when performing duties as a member of the public body. 

 

You should apply the principles of this Code to your dealings with fellow members of 

the SFRS, its employees and other stakeholders.  Similarly, you should also observe 

the principles of this Code in dealings with the public when performing duties as a 

member of the SFRS. 
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3. GENERAL CONDUCT 

 

The rules of good conduct in this section must be observed in all situations where 

you act as a member of the SFRS. 

 

3.1 Conduct at Meetings 

 

You must respect the chair, your colleagues and employees of the SFRS in 

meetings.  You must comply with rulings from the chair in the conduct of the business 

of these meetings. 

 

3.2 Relationship with Board Members and Employees of the Public Body 

(including those employed by contractors providing services) 

 

You will treat your fellow Board members and any staff employed by the SFRS with 

courtesy and respect.  It is expected that fellow Board members and employees will 

show you the same consideration in return.  It is good practice for employers to 

provide examples of what is unacceptable behaviour in their organisation.  Public 

bodies should promote a safe, healthy and fair working environment for all.  As a 

Board member, you should be familiar with the policies of the public body in relation 

to bullying and harassment in the workplace and also lead by exemplary behaviour. 

 

3.3 Remuneration, Allowances and Expenses 

 

You must comply with any rules of the SFRS regarding remuneration, allowances 

and expenses. 

 

3.4 Gifts and Hospitality 

 

You must not accept any offer by way of gift or hospitality which could give rise to 

real or substantive personal gain or a reasonable suspicion of influence on your part 

to show favour, or disadvantage, to any individual or organisation.  You should also 

consider whether there may be any reasonable perception that any gift received by 
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your spouse or cohabitee or by any company in which you have a controlling interest, 

or by a partnership of which you are a partner, can or would influence your 

judgement.  The term ‘gift’ includes benefits such as relief from indebtedness, loan 

concessions or provision of services at a cost below that generally charged to 

members of the public. 

 

You must never ask for gifts or hospitality. 

 

You are personally responsible for all decisions connected with the offer or 

acceptance of gifts or hospitality offered to you and for avoiding the risk of damage to 

public confidence in the SFRS.  As a general guide, it is usually appropriate to refuse 

offers except: 

 

a) Isolated gifts of a trivial character, the value of which must not exceed £50; 

b) Normal hospitality associated with your duties and which would reasonably be 

regarded as appropriate; or 

c) Gifts received on behalf of the SFRS. 

 

You must not accept any offer of a gift or hospitality from any individual or 

organisation which stands to gain or benefit from a decision the SFRS may be 

involved in determining, or who is seeking to do business with your organisation, and 

which a person might reasonably consider could have a bearing on your judgement.  

If you are making a visit in your capacity as a member of your public body then, as a 

general rule, you should ensure that the SFRS pays for the cost of the visit. 

 

You must not accept repeated hospitality or repeated gifts from the same source. 

 

Members should familiarise themselves with the terms of the Bribery Act 2010 which 

provides for offences of bribing another person and offences relating to being bribed. 

 

3.5 Confidentiality Requirements 

 

There may be times when you will be required to treat discussions, documents or 

other information relating to the work of the SFRS in a confidential manner.  You will 
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often receive information of a private nature which is not yet public or which perhaps 

would not be intended to be public.  You must always respect the confidential nature 

of such information and comply with the requirement to keep such information 

private. 

 

It is unacceptable to disclose any information to which you have privileged access, 

for example, derived from a confidential document, either orally or in writing.  In the 

case of other documents and information, you are requested to exercise your 

judgement as to what should or should not be made available to outside bodies or 

individuals.  In any event, such information should never be used for the purposes of 

personal or financial gain or for political purposes or used in such a way as to bring 

the SFRS into disrepute. 

 

3.6 Use of Public Body Facilities 

 

Members of public bodies must not misuse facilities, equipment, stationery, 

telephony, computer, information technology equipment and services or use them for 

party political or campaigning activities.  Use of such equipment and services, etc. 

must be in accordance with the SFRS’s policy and rules on their usage.  Care must 

also be exercised when using social media networks not to compromise your position 

as a member of the SFRS. 

 

3.7 Appointment to Partner Organisations 

 

You may be appointed, or nominated by the SFRS, as a member of another body or 

organisation.  If so, you are bound by the rules of conduct of these organisations and 

should observe the rules of this Code in carrying out the duties of that body. 

 

Members who become directors of companies as nominees of the SFRS will assume 

personal responsibilities under the Companies Acts.  It is possible that conflicts of 

interest can arise for such members between the company and the SFRS.  It is your 

responsibility to take advice on your responsibilities to the SFRS and to the company. 

This will include questions of declarations of interest. 
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3.8 Dealings with SFRS 

 

You may inevitably have dealings on a personal level with SFRS of which you are a 

member.  You must not seek preferential treatment for yourself, your family, friends, 

colleagues or employees because of your position as a member or as a member of a 

body to which you are appointed by SFRS and you must avoid any action which 

could lead members of the public to believe that preferential treatment is being 

sought. 

 

 

4. REGISTRATION OF INTERESTS 

 

The following paragraphs set out the kinds of interests, financial and otherwise, 

which you have to register.  These are called ‘Registerable Interests’.  You must, at 

all times, ensure that these interests are registered, when you are appointed and 

whenever your circumstances change in such a way as to require change or an 

addition to your entry in the SFRS’s Register.  It is your duty to ensure any changes 

in circumstances are reported within one month of them changing. 

 

The Regulations, as amended, describe the detail and timescale for registering 

interests.  It is your personal responsibility to comply with these regulations and you 

should review regularly, and at least once a year, your personal circumstances.  

Appendix B contains key definitions and explanatory notes to help you decide what is 

required when registering your interests under any particular category.  The interests 

which require to be registered are those set out in the following paragraphs and 

relate to you.  It is not necessary to register the interests of your spouse or cohabitee. 

 

4.1 Category One: Remuneration 

 

You have a Registerable Interest where you receive remuneration by virtue of being: 

 

¶ Employed; 

¶ Self-employed; 

¶ The holder of an office; 
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¶ A director of an undertaking; 

¶ A partner in a firm; 

¶ Undertaking a trade, profession or vocation or any other work. 

 

In relation to the above, the amount of remuneration does not require to be registered 

and remuneration received as a member does not have to be registered. 

 

If a position is not remunerated, it does not need to be registered under this category.  

However, unremunerated directorships may need to be registered under category 

two, ‘Related Undertakings’. 

 

If you receive any allowances in relation to membership of any organisation, the fact 

that you receive such an allowance must be registered. 

 

When registering employment, you must give the name of the employer, the nature 

of its business and the nature of the post held in the organisation. 

 

When registering self-employment, you must provide the name and give details of 

the nature of the business.  When registering an interest in a partnership, you must 

give the name of the partnership and the nature of its business. 

 

Where you undertake a trade, profession or vocation, or any other work, the detail to 

be given is the nature of the work and its regularity.  For example, if you write for a 

newspaper, you must give the name of the publication and the frequency of articles 

for which you are paid. 

 

When registering a directorship, it is necessary to provide the registered name of the 

undertaking in which the directorship is held and the nature of its business. 

 

Registration of a pension is not required, as this falls outside the scope of the 

category. 
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4.2 Category Two: Related Undertakings 

 

You must register any directorships held which are themselves not remunerated but 

where the company (or other undertaking) in question is a subsidiary of, or a parent 

of, a company (or other undertaking) in which you hold a remunerated directorship. 

 

You must register the name of the subsidiary or parent company or other undertaking 

and the nature of its business and its relationship to the company or other 

undertaking in which you are a director and from which you receive remuneration. 

 

The situations to which the above paragraphs apply are as follows: 

 

¶ You are a director of a board of an undertaking and receive remuneration 

declared under category one; and 

¶ You are a director of a parent or subsidiary undertaking but do not receive 

remuneration in that capacity. 

 

4.3 Category Three: Contracts 

 

You have a registerable interest where you (or a firm in which you are a partner, or 

an undertaking in which you are a director or in which you have shares of a value as 

described in section 4.5 below) have made a contract with the SFRS of which you 

are a member: 

 

¶ Under which goods or services are to be provided, or works are to be 

executed; and 

¶ Which has not been fully discharged. 

 

You must register a description of the contract, including its duration, but excluding 

the consideration. 
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4.4 Category Four: Houses, Land and Buildings 

 

You have a registerable interest where you own or have any other right or interest in 

houses, land and buildings, which may be significant to, of relevance to, or bear 

upon, the work and operation of the SFRS. 

 

The test to be applied when considering appropriateness of registration is to ask 

whether a member of the public acting reasonably might consider any interests in 

houses, land and buildings could potentially affect your responsibilities to the SFRS 

and to the public, or could influence your actions, speeches or decision making. 

 

4.5 Category Five: Interest in Shares and Securities 

 

You have a registerable interest where you have an interest in shares comprised in 

the share capital of a company or other body which may be significant to, of 

relevance to, or bear upon, the work and operation of (a) the SFRS and (b) the 

nominal value of the shares is: 

 

¶ Greater than 1% of the issued share capital of the company or other body; or 

¶ Greater than £25,000. 

 

Where you are required to register the interest, you should provide the registered 

name of the company in which you hold shares; the amount or value of the shares 

does not have to be registered. 

 

4.6 Category Six: Gifts and Hospitality 

 

You must register the details of any gifts or hospitality received within your current 

term of office.  This record will be available for public inspection.  It is not however 

necessary to record any gifts or hospitality, as described in section 3.4 (a) to (c) of 

this Code. 
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4.7 Category Seven: Non–Financial Interests 

 

You may also have a registerable interest if you have non-financial interests which 

may be significant to, of relevance to, or bear upon, the work and operation of the 

SFRS.  It is important that relevant interests such as membership or holding office in 

other public bodies, clubs, societies and organisations such as trades unions and 

voluntary organisations, are registered and described. 

 

In the context of non-financial interests, the test to be applied when considering 

appropriateness of registration is to ask whether a member of the public might 

reasonably think that any non-financial interest could potentially affect your 

responsibilities to the SFRS and to the public, or could influence your actions, 

speeches or decision-making. 

 

 

5. DECLARATION OF INTERESTS 

 

5.1 General 

 

The key principles of the Code, especially those in relation to integrity, honesty and 

openness, are given further practical effect by the requirement for you to declare 

certain interests in proceedings of the SFRS.  Together with the rules on registration 

of interests, this ensures transparency of your interests which might influence, or be 

thought to influence, your actions. 

 

SFRS inevitably has dealings with a wide variety of organisations and individuals and 

this Code indicates the circumstances in which a business or personal interest must 

be declared.  Public confidence in the SFRS and its members depends on it being 

clearly understood that decisions are taken in the public interest and not for any other 

reason. 

 

In considering whether to make a declaration in any proceedings, you must consider 

not only whether you will be influenced but whether anybody else would think that 

you might be influenced by the interest. 
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You must, however, always comply with the objective test (‘the objective test’) which 

is whether a member of the public, with knowledge of the relevant facts, would 

reasonably regard the interest as so significant that it is likely to prejudice your 

discussion or decision making in your role as a member of the SFRS. 

 

If you feel that, in the context of the matter being considered, your involvement is 

neither capable of being viewed as more significant than that of an ordinary member 

of the public, nor likely to be perceived by the public as wrong, you may continue to 

attend the meeting and participate in both discussion and voting.  The relevant 

interest must however be declared.  It is your responsibility to judge whether an 

interest is sufficiently relevant to particular proceedings to require a declaration and 

you are advised to err on the side of caution.  If a Board member is unsure as to 

whether a conflict of interest exits, they should seek advice from the Board chair. 

 

As a member of the SFRS, you might serve on other bodies.  In relation to service on 

the boards and management committees of limited liability companies, public bodies, 

societies and other organisations, you must decide, in the particular circumstances 

surrounding any matter, whether to declare an interest.  Only if you believe that, in 

the particular circumstances, the nature of the interest is so remote or without 

significance, should it not be declared.  You must always remember the public 

interest points towards transparency and, in particular, a possible divergence of 

interest between the SFRS and another body.  Keep particularly in mind the advice in 

section 3.7 of this Code about your legal responsibilities to any limited company of 

which you are a director.  

 

5.2 Interests which Require Declaration 

 

Interests which require to be declared if known to you may be financial or non-

financial.  They may or may not cover interests which are registerable under the 

terms of this Code.  Most of the interests to be declared will be your personal 

interests but, on occasion, you will have to consider whether the interests of other 

persons require you to make a declaration.  The sections which follow deal with (a) 
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your financial interests, (b) your non-financial interests and (c) the interests, financial 

and non-financial, of other persons. 

 

You will also have other private and personal interests and may serve, or be 

associated with, bodies, societies and organisations as a result of your private and 

personal interests and not because of your role as a member of the SFRS.  In the 

context of any particular matter, you will need to decide whether to declare an 

interest.  You should declare an interest unless you believe that, in the particular 

circumstances, the interest is too remote or without significance.  In reaching a view 

on whether the objective test applies to the interest, you should consider whether 

your interest (whether taking the form of association or the holding of office) would be 

seen by a member of the public acting reasonably in a different light because it is the 

interest of a person who is a member of the SFRS as opposed to the interest of an 

ordinary member of the public. 

 

5.3 Your Financial Interests 

 

You must declare, if it is known to you, any financial interest (including any financial 

interest which is registerable under any of the categories prescribed in section 4 of 

this Code).  If, under section 4 of this Code, you have registered an interest: 

 

a) As a member of a local authority; or 

b) As a member of a devolved public body 

 

you do not, for that reason alone, have to declare that interest. 

 

There is no need to declare an interest which is so remote or insignificant that it could 

not reasonably be taken to fall within the objective test. 

 

You must withdraw from the meeting room until discussion of the relevant item where 

you have a declarable interest is concluded.  There is no need to withdraw in the 

case of an interest which is so remote or insignificant that it could not reasonably be 

taken to fall within the objective test. 
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5.4 Your Non-Financial Interests 

 

You must declare, if it is known to you, any non-financial interest if: 

 

a) That interest has been registered under category seven (Non- Financial 

Interests) of section 4.7 of the Code; or 

b) That interest would fall within the terms of the objective test. 

 

There is no need to declare an interest which is so remote or insignificant that it could 

not reasonably be taken to fall within the objective test. 

 

You must withdraw from the meeting room until discussion of the relevant item where 

you have a declarable interest is concluded.  There is no need to withdraw in the 

case of an interest which is so remote or insignificant that it could not reasonably be 

taken to fall within the objective test. 

 

5.5 The Financial Interests of Other Persons 

 

The Code requires only your financial interests to be registered.  You also, however, 

have to consider whether you should declare any financial interest of certain other 

persons. 

 

You must declare if it is known to you any financial interest of: 

 

a) A spouse, a civil partner or a co-habitee; 

b) A close relative, close friend or close associate; 

c) An employer or a partner in a firm; 

d) A body (or subsidiary or parent of a body) of which you are a remunerated 

member or director; 

e) A person from whom you have received a registerable gift or registerable 

hospitality; 

f) A person from whom you have received registerable expenses. 
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There is no need to declare an interest if it is so remote or insignificant that it could 

not reasonably be taken to fall within the objective test. 

 

You must withdraw from the meeting room until discussion of and voting on the 

relevant item where you have a declarable interest is concluded.  There is no need to 

withdraw in the case of an interest which is so remote or insignificant that it could not 

reasonably be taken to fall within the objective test. 

 

This Code does not attempt the task of defining ‘relative’ or ‘friend’ or ‘associate’.  

Not only is such a task fraught with difficulty but is also unlikely that such definitions 

would reflect the intention of this part of the Code.  The key principle is the need for 

transparency in regard to any interest which might (regardless of the precise 

description of relationship) be objectively regarded by a member of the public, acting 

reasonably, as potentially affecting your responsibilities as a member of the SFRS 

and, as such, would be covered by the objective test. 

 

5.6 The Non-Financial Interests of Other Persons 

 

You must declare, if it is known to you, any non-financial interest of: 

 

a) A spouse, a civil partner or a co-habitee; 

b) A close relative, close friend or close associate; 

c) An employer or a partner in a firm; 

d) A body (or subsidiary or parent of a body) of which you are a remunerated 

member or director; 

e) A person from whom you have received a registerable gift or registerable 

hospitality; 

f) A person from whom you have received registerable election expenses. 

 

There is no need to declare the interest if it is so remote or insignificant that it could 

not reasonably be taken to fall within the objective test. 

 

There is only a need to withdraw from the meeting if the interest is clear and 

substantial. 
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5.7 Making a Declaration 

 

You must consider, at the earliest stage possible, whether you have an interest to 

declare in relation to any matter which is to be considered.  You should consider 

whether agendas for meetings raise any issue of declaration of interest.  Your 

declaration of interest must be made as soon as practicable at a meeting where that 

interest arises.  If you do identify the need for a declaration of interest only when a 

particular matter is being discussed, you must declare the interest as soon as you 

realise it is necessary. 

 

The oral statement of declaration of interest should identify the item or items of 

business to which it relates.  The statement should begin with the words, ‘I declare 

an interest’.  The statement must be sufficiently informative to enable those at the 

meeting to understand the nature of your interest but need not give a detailed 

description of the interest. 

 

5.8 Frequent Declarations of Interest 

 

Public confidence in the SFRS can be damaged by perception that decisions taken 

by that Board are substantially influenced by factors other than the public interest.  If 

you would have to declare interests frequently at meetings in respect of your role as 

a Board member, you should not accept a role or appointment with that attendant 

consequence.  If members are frequently declaring interests at meetings, then they 

should consider whether they can carry out their role effectively and discuss with 

their chair.  Similarly, if any appointment or nomination to another body would give 

rise to objective concern because of your existing personal involvement or affiliations, 

you should not accept the appointment or nomination. 

 

5.9 Dispensations 

 

In some very limited circumstances, dispensations can be granted by the Standards 

Commission in relation to the existence of financial and non-financial interests which 
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would otherwise prohibit you from taking part and voting on matters coming before 

the SFRS Board and its committees. 

 

Applications for dispensations will be considered by the Standards Commission and 

should be made as soon as possible, in order to allow proper consideration of the 

application in advance of meetings where dispensation is sought.  You should not 

take part in the consideration of the matter in question until the application has been 

granted. 

 

6. LOBBYING AND ACCESS TO MEMBERS OF PUBLIC BODIES 

 

6.1 Introduction 

 

In order for the SFRS to fulfil its commitment to being open and accessible, it needs 

to encourage participation by organisations and individuals in the decision-making 

process.  Clearly however, the desire to involve the public and other interest groups 

in the decision-making process must take account of the need to ensure 

transparency and probity in the way in which the SFRS conducts its business. 

 

You will need to be able to consider evidence and arguments advanced by a wide 

range of organisations and individuals in order to perform your duties effectively.  

Some of these organisations and individuals will make their views known directly to 

individual members.  The rules in this Code set out how you should conduct yourself 

in your contacts with those who would seek to influence you.  They are designed to 

encourage proper interaction between members of public bodies, those they 

represent and interest groups. 

 

6.2 Rules and Guidance 

 

You must not, in relation to contact with any person or organisation who lobbies, do 

anything which contravenes this Code or any other relevant rule of the SFRS or any 

statutory provision. 
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You must not, in relation to contact with any person or organisation who lobbies, act 

in any way which could bring discredit upon the SFRS. 

 

The public must be assured that no person or organisation will gain better access to, 

or treatment by, you as a result of employing a company or individual to lobby on a 

fee basis on their behalf.  You must not, therefore, offer or accord any preferential 

access or treatment to those lobbying on a fee basis on behalf of clients compared 

with that which you accord any other person or organisation who lobbies or 

approaches you.  Nor should those lobbying on a fee basis on behalf of clients be 

given to understand that preferential access or treatment, compared to that accorded 

to any other person or organisation, might be forthcoming from another member of 

the SFRS. 

 

Before taking any action as a result of being lobbied, you should seek to satisfy 

yourself about the identity of the person or organisation that is lobbying and the 

motive for lobbying.  You may choose to act in response to a person or organisation 

lobbying on a fee basis on behalf of clients but it is important that you know the basis 

on which you are being lobbied in order to ensure that any action taken in connection 

with the lobbyist complies with the standards set out in this Code. 

 

You should not accept any paid work: 

 

a) Which would involve you lobbying on behalf of any person or organisation or 

any clients of a person or organisation; 

b) To provide services as a strategist, adviser or consultant, for example, 

advising on how to influence the SFRS and its members.  This does not 

prohibit you from being remunerated for activity which may arise because of, 

or relate to, membership of the SFRS, such as journalism or broadcasting, or 

involvement in representative or presentational work, such as participation in 

delegations, conferences or other events. 

 

If you have concerns about the approach or methods used by any person or 

organisation in their contacts with you, you must seek the guidance of the SFRS. 

 



NOT PROTECTIVELY MARKED 
 

SFRSB/CorpGov/AnnualGovernanceReview   Page 77 of 160   Version 2.1  16/04/2020 

Appendix A 

 

SANCTIONS AVAILABLE TO THE STANDARDS COMMISSION 

FOR BREACH OF THE CODE 

 

a) Censure – the Commission may reprimand the member but otherwise take no 

action against them. 

 

b) Suspension – of the member for a maximum period of one year from attending 

one or more, but not all, of the following: 

 

i. All meetings of the SFRS; 

ii. All meetings of one or more committees or sub-committees of the 

SFRS; 

iii. All meetings of any other public body on which that member is a 

representative or nominee of the SFRS. 

 

c) Suspension – for a period not exceeding one year, of the member’s 

entitlement to attend all of the meetings referred to in (b) above. 

 

d) Disqualification – removing the member from membership of the SFRS for a 

period of no more than five years. 

 

Where a member has been suspended, the Standards Commission may direct that 

any remuneration or allowance received from membership of the SFRS be reduced, 

or not paid. 

 

Where the Standards Commission disqualifies a member of the SFRS, it may go on 

to impose the following further sanctions: 

 

e) Where the member of a public body is also a councillor, the Standards 

Commission may disqualify that member (for a period of no more than five 

years) from being nominated for election as, or from being elected, a 

councillor.  Disqualification of a councillor has the effect of disqualifying that 
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member from the SFRS and terminating membership of any committee, sub-

committee, joint committee, joint board or any other body on which that 

member sits as a representative of their local authority. 

 

f) Direct that the member be removed from membership, and disqualified in 

respect of membership, of any other devolved public body (provided the 

members’ code applicable to that body is then in force) and may disqualify that 

person from office as the Water Industry Commissioner. 

 

Full details of the sanctions are set out in Section 19 of the Act. 
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Appendix B 

DEFINITIONS 

 

‘Chair’ includes Board Convener or any person discharging similar functions under 

alternative decision making structures. 

 

‘Code’ code of conduct for members of devolved public bodies. 

 

‘Cohabitee’ includes a person, whether of the opposite sex or not, who is living with 

you in a relationship similar to that of husband and wife. 

 

‘Group of companies’ has the same meaning as "group" in section 474 of the 

Companies Act 2006, namely a parent undertaking and its subsidiary undertakings. 

 

‘Parent Undertaking’ is an undertaking in relation to another undertaking, a 

subsidiary undertaking, if a) it holds a majority of the rights in the undertaking; or b) it 

is a member of the undertaking and has the right to appoint or remove a majority of 

its board of directors; or c) it has the right to exercise a dominant influence over the 

undertaking (i) by virtue of provisions contained in the undertaking’s memorandum or 

articles or (ii) by virtue of a control contract; or d) it is a councillor of the undertaking 

and controls alone, pursuant to an agreement with other shareholders or councillors, 

a majority of the rights in the undertaking. 

 

‘A person’ means a single individual or legal person and includes a group of 

companies. 

 

‘Any person’ includes individuals, incorporated and unincorporated bodies, trade 

unions, charities and voluntary organisations. 

 

‘Public body’ means a devolved public body listed in Schedule 3 of the Ethical 

Standards in Public Life etc. (Scotland) Act 2000, as amended. 

 

‘Related Undertaking’ is a parent or subsidiary company of a principal undertaking 

of which you are also a director.  You will receive remuneration for the principal 
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undertaking though you will not receive remuneration as director of the related 

undertaking. 

 

‘Remuneration’ includes any salary, wage, share of profits, fee, expenses, other 

monetary benefit or benefit in kind.  This would include, for example, the provision of 

a company car or travelling expenses by an employer. 

 

‘Spouse’ does not include a former spouse or a spouse who is living separately and 

apart from you. 

 

‘Undertaking’ means: 

a) A body corporate or partnership; or 

b) An unincorporated association carrying on a trade or business, with or without 

a view to a profit. 
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Appendix C 

 

THE STANDARDS OFFICER ROLE WITHIN SFRS: 

 

¶ Will be the Director of Strategic Planning Performance and Communication. 

¶ Will be responsible for ensuring that appropriate training is given to Board 

Members on the Ethical Standards Framework, the Members’ Code of 

Conduct and the guidance issued by the Standards Commission on the Model 

Code of Conduct.  This includes ensuring training is provided on induction and 

also on a regular basis thereafter. 

¶ Will contribute to the promotion and maintenance of high standards of conduct 

by providing advice and support to members on the interpretation and 

application of the Code of Conduct. 

¶ Under Scottish Statutory Instrument 2003/135, the Standards Officer is 

responsible for ensuring the body keeps a Register of Interests.  The 

Standards Officer should ensure the Members’ Register of Interests in 

maintained and that a reminder to update entries on the Register of Interests 

is issued to Members at least once a year. 

¶ Will be responsible for ensuring the Members’ Register of Gifts and Hospitality 

is maintained.  The Standards Officer should ensure that a reminder to update 

entries on the Register of Gifts and Hospitality is issued to Members at least 

once a year and that Members are aware of the duty to report any change in 

their circumstances within one month. 

¶ Will ensure the body has in place a consistent approach to obtaining and 

recording declarations of interest at the start of its meetings. 

¶ May have an investigatory role if local resolution is attempted in respect of 

complaints or concerns made about a Member’s conduct. 

¶ Will also ensure that officers are aware of / familiar with the requirements of 

the Member’s Code of Conduct. 

¶ May be required to report to the Board from time to time on matters relating to 

the Ethical Standards Framework that may require review.  The Standards 

Officer should report any concerns about compliance with the Code of 

Conduct to the Chair of the Board and Chief Officer. 
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¶ May provide support to the body’s Governance or Standards Committee, if 

such a Committee has been established. 

 

The Standards Commission: 

 

¶ Will be the principal liaison officer between the body and the Standards 

Commission and may assist the Standards Commission whenever necessary 

in connection with any complaints against a Member of the body and in all 

matters relevant to the Ethical Standards Framework. 

¶ Will be the point of contact for the Standards Commission and should advise 

the Standards Commission if they are leaving their post. 

¶ May attend any events arranged by the Standards Commission in order to be 

kept up to date with all relevant developments in respect of the Ethical 

Standards Framework and to help keep the Standards Commission abreast of 

any issues or tends that emerge. 

¶ Will familiarise themselves with the content of the Standards Commission’s 

professional briefings and should ensure these are circulated to Members. The 

Standards Officer should also regularly review the Standards Commission’s 

decisions and advise Members of any relevant learning points that have arisen 

at recent Hearings. 

¶ Will respond to any relevant Standards Commission’s consultations including 

any consultations in respect of proposed revisions to its guidance. 

 

The Commissioner for Ethical Standards Public Life in Scotland (CESPLS): 

 

¶ Will be the principal liaison officer between the body and the CESPLS and 

should assist the CESPLS whenever necessary in connection with the 

investigation of complaints against a Member of the body.  This includes 

providing information and evidence as requested and making arrangements 

for interviewing of any officers or other Members if CESPLS requires them as 

witnesses. 

¶ If local resolution in respect of complaints or concerns made about a 

Member’s conduct is deemed inappropriate in the circumstances or is 
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unsuccessful, the Standards Officer may be responsible for reporting any 

alleged breach of the Code of Conduct to the CESPLS. 

 

Other Standards Officers: 

 

¶ Will try to develop relationships with other Standards Officers to share 

knowledge, experience and information about best practice and to see 

whether any joint training sessions for Members can be arranged. 
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APPENDIX E 
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APPENDIX F 

 

 

 

 

 

 

 

 

BOARD AND BUSINESS SUPPORT 

 

GUIDANCE ON PREPARING CORPORATE LEVEL PAPERS 

 

(WRITING PAPERS FOR THE BOARD, ITS COMMITTEES 

AND EXECUTIVE LEVEL MEETINGS) 

 

 

 

Original Author/Role GM Rab Middlemiss, Board Support Team 

Date of Risk Assessment (if applicable) N/A 

Date of Equality Impact Assessment March 2020  

Date of Impact Assessment (commenced) December2019 

Date of Impact Assessment (concluded) March2020 

Quality Control (name and date) Richard Whetton, Head of Corporate 
Governance – March 2020 

Authorised (name and date) Mark McAteer, Director of Strategic 
Planning, Performance and 
Communications – March 2020 

Last reviewed/amended (name and date) Marion Lang / GC Alasdair Cameron, 
Board Support Team – March 2020 

Date for Next Review March 2021 
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STRATEGIC PLANNING, 
PERFORMANCE AND 
COMMUNICATIONS 
 
BOARD AND BUSINESS 
SUPPORT 
 
GUIDANCE ON PREPARING 
CORPORATE LEVEL PAPERS 

 

 

 

 

 

1. PREPARATION AND MANAGEMENT OF REPORTS 

 

2. ASSOCIATED DOCUMENTS / REFERENCES 

 

3. APPENDIX A – GUIDANCE NOTES FOR COMPLETING THE REPORT 

 

4. APPENDIX B – STANDARD TEMPLATE 
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1. PREPARATION AND MANAGEMENT OF REPORTS 

 

Reports must be: 

 

¶ MAXIMUM 5 PAGES with links to Appendices and where required attached 

¶ Approved by the sponsoring Director before submission 

¶ Prepared and laid out in accordance with guidance given in Appendix A 

¶ Submitted in line with the deadlines set by the relevant Board/Business 

Support Team 

¶ Submitted on the standard template, Appendix B 

¶ Sufficient in detail to enable informed decisions to be made 

¶ Written in Plain English - Tips on How to Write in Plain English 

 

Consideration should be given to the level of detail required by the reader, bearing 

in mind the differing roles of the Board/Committees, who require more brief high 

level strategic detail and the Executive Level Meetings where more detailed 

information may be needed. 

 

Basic style rules to apply: 

 

¶ Avoid personal pronouns – ‘I’, ‘we’, ‘you’, etc.  Refer to the position/body being 

referred to. 

¶ Acronyms – provide the full text and acronym in brackets in the first instance 

and thereafter the acronym. 

¶ Personal names – Names of individuals should have the relevant title, e.g. 

Chief Officer, Ms, Mr, etc.  Generally, the use of personal names should be 

avoided, except when stating whom the paper was prepared by, sponsored 

by and presented by. 

¶ Font – Arial 11 point is used for all text. 

¶ Use the active voice (e.g. ‘The Board decided’ rather than ‘it was decided’) 

and put statements in positive form as it makes the meaning clearer (e.g. ‘it 

was possible’ rather than ‘it would not have been impossible’). 

¶ Use simple concrete language and fewer words. 

http://www.plainenglish.co.uk/files/howto.pdf
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¶ Stick to the same tense and keep it simple. 

¶ Use shorter sentences and avoid joining sentences together with ands and 

buts. 

 

Report Classifications for Executive or Non-Executive Boards/Committees/Groups 

or Forums :- 

 

For Information Only -  To inform of something relevant that would be beneficial 

to present formally.  Limited questions and time will be 

spent on these items. 

 

For Scrutiny - To enable scrutiny of a paper being presented and to 

allow for questions as required to seek assurance. No 

decision is required but advice and guidance can be 

given as appropriate. 

 

For Recommendation - To enable scrutiny of a paper and then for it to be 

passed, following the correct Governance route as 

appropriate, ‘For Decision’ 

 

For Decision - To enable a final Decision to be made, ensuring a paper 

has followed the necessary Governance routes. 

 

Note:  Further guidance and support can be obtained from the Board and Business 

Support Teams. 

 

2. ASSOCIATED DOCUMENTS / REFERENCES 

 

¶ Standard Template for Corporate Level Papers 

¶ SFRS Website – Board Section 

¶ Standing Orders for Meetings of the Board, its Committees and Sub-

Committees 

¶ Plain English Campaign, How to Write in Plain English 

https://ihub.firescotland.gov.uk/download.cfm?doc=docm93jijm4n9411.pdf&ver=44140
http://www.firescotland.gov.uk/about-us/sfrs-board.aspx
https://www.firescotland.gov.uk/media/437120/standingordersmeetingsboardv5.0.pdf
https://www.firescotland.gov.uk/media/437120/standingordersmeetingsboardv5.0.pdf
http://www.plainenglish.co.uk/files/howto.pdf
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Appendix A - GUIDANCE NOTES FOR COMPLETING THE REPORT 

 

 

Report No:  

Agenda Item:  

Report to: INSERT NAME OF MEETING 

Meeting Date: INSERT MEETING DATE 

Report Title: INSERT TITLE OF REPORT 

Report 
Classification: 

For Information Only 
 
For Scrutiny 
 
For Recommendation 
 
For Decision 

Board/Committee Meetings ONLY 
For Reports to be held in Private 

Specify rationale below referring to 
Board Standing Order 9 

A B C D E F G 

1 Purpose (MAX 5 LINES) 

1.1 
 

¶ What the report is about and aiming to achieve 

¶ Why the report is being submitted 

¶ A clear and detailed statement of the proposal 
 

2 Background (MAX ½ PAGE) 

2.1 
 

Context and matters to be covered including: 

¶ Previous SMT/SLT and/or Board/Committee consideration of the issues 

¶ Relevant external context that brings the issue before the meeting forum  
(e.g. legislation, government policy, etc.) 

¶ Relevant SFRS policies, delegations, strategic directions or precedents 

¶ Background and relevant history of the issue(s) 
 

3 Main Report/Detail (MAX 1½ PAGES) 

3.1 
 

Provide suitable and sufficient information in relation to the report classification, 
items to consider include: 

¶ Brief summary of current position 

¶ The arguments and reasons behind any proposal 

¶ The objective and expected outcomes 

¶ The costs and benefits 

¶ Where there is a financial implication refer to the Appraisal and Evaluation 
section of the Scottish Public Finance Manual (SPFM).  More detailed 
guidance is also found in Her Majestyôs Treasury (HMT) Guidance (The 
Green Book), which has been adopted by the Scottish Government and 
applies to the SFRS 

¶ The views of relevant stakeholders or interested parties 

¶ The implications of any decision and/or the risk that might be involved 

¶ The alignment with strategic and budget frameworks 
 

SCOTTISH FIRE AND RESCUE SERVICE  

Insert Name of Meeting  

https://www.firescotland.gov.uk/media/437120/standingordersmeetingsboardv5.0.pdf
http://www.gov.scot/Topics/Government/Finance/spfm/appraisal
http://www.gov.scot/Topics/Government/Finance/spfm/appraisal
https://www.gov.uk/government/publications/the-green-book-appraisal-and-evaluation-in-central-governent
https://www.gov.uk/government/publications/the-green-book-appraisal-and-evaluation-in-central-governent


NOT PROTECTIVELY MARKED 
 

SFRSB/CorpGov/AnnualGovernanceReview   Page 90 of 160   Version 2.1  16/04/2020 

4 Recommendation (MAX ½ PAGE) 

4.1 
 
 

Outline what approval you are seeking, the preferred option and why this was 
chosen.   

5 Key Strategic Implications 

Where issues are complex refer to the Directorate/Function (highlighted in brackets) 
for advice and note that this has been done. 

Only mark “Non-applicable” as an exception. 

Additional sections can be added at the end of this section if appropriate 

5.1 
5.1.1 
 

Financial (MAX 3 LINES) (Finance and Contractual Services) 
Financial investment required to deliver the proposal.  Consider the wider financial 
strategy of SFRS. 
 

5.2 
5.2.1 
 

Environmental & Sustainability (MAX 3 LINES) (Finance and Contractual 
Services) 
Environmental/sustainability implications.   
 

5.3 
5.3.1 
 

Workforce (MAX 3 LINES) (People and Organisational Development) 
Employee implications. 
 

5.4 
5.4.1 
 

Health & Safety (MAX 3 LINES) (Health, Safety and Wellbeing) 
Health and safety implications.   
 

5.5 
5.5.1 
 

Training (MAX 3 LINES) (Training and Employee Development) 
Any training implications identified. 

5.6 
5.6.1 
 

Timing (MAX 3 LINES) 
Timing for implementation and any internal and/or external deadlines. 
 

5.7 
5.7.1 
 

Performance (MAX 3 LINES) (SPPC) 
Measures, linked to strategy, used to monitor performance. 
 

5.8 
5.8.1 
 

Communications & Engagement (MAX 3 LINES) (Communications and 
Engagement) 
Outline the level of communication and engagement that has taken place and/or may 
take place with relevant internal and external stakeholders.   
 

5.9 
5.9.1 
 

Legal (MAX 3 LINES) (Legal Services) 
Legal implications should be detailed in this section after careful consideration and 
seeking specific legal opinion as appropriate. 
 

5.10 
5.10.1 
 

Information Governance (MAX 3 LINES) (Information Governance Section) 
Refer to General Data Protection Regulations Guidance (GDPR) on the iHUB and 
where appropriate complete a Data Protection Impact Assessment (DPIA) to assess 
potential GDPR Implications. If not applicable state reasons.  
 
Please note it is the responsibility of the author to ensure no personal/sensitive 
information is provided. If the report contains personal or sensitive information refer 
to guidance and/or consult with the Information Governance Manager.  
 

  

https://ihub.firescotland.gov.uk/general-data-protection-regulations-gdpr
https://ihub.firescotland.gov.uk/general-data-protection-regulations-gdpr
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5.11 
5.11.1 
 

Risk (MAX 3 LINES) (Risk and Audit) 
In particular for reports requiring recommendation or decision, note the significant 
risks associated, please state clearly whether there is potential risk to the 
organisations reputation.   
 
 If risks are held within the Strategic/Directorate risk register note this and update the 
directorate risk register accordingly.  
 

5.12 
5.12.1 
 

Equalities (MAX 3 LINES) (Equality ,Diversity and Human Rights) 
It is important to assess if there is a requirement to complete an Equality and Human 
Rights Impact Assessment (EIA). Guidance is available from the Equality and 
Diversity team. There is a legal requirement to consider the equality and human 
rights implications of proposed decisions and for decision makers to take this 
information into account before making a decision on any proposed policy, practice, 
planning activity, initiative or corporate decision that has a direct or indirect impact 
on people.  
 
Within this section of the report you must outline if an EIA has been carried out and 
list the relevant General Equality Duties and protected characteristics potentially 
affected by the proposal. eg. óThis proposal is deemed likely to have a positive impact 
on the grounds of Promoting Equality of Opportunity and is particularly relevant to 
the protected characteristics of age and disability.ô  
 
If you determine that an EIA is not required you must outline why the proposal is not 
relevant to the General Equality Duty, e.g. óproposal outlined in this report has no 
impact on people, either employees or service recipients directly or indirectly and is 
thus deemed not relevant to the General Equality Duty and this has been verified 
with the Equality and Diversity Team.ô   
 
Where an EIA has been progressed it should accompany this report. 

6 Core Brief (MAX 5 LINES) 

6.1 
 

For Board and SLT Reports only provide a very brief overview of the report.  This 
overview will be used to prepare the Board/SLT Core Brief e.g.: 
ñThe Director of Strategic Planning, Performance and Communications asked SLT 
to approve a proposal for preparing and presenting Corporate level reports.  The 
proposal will ensure there is consistency in the preparation, submission, layout and 
content of reports presented at Corporate meetings of the Service (ie, Board, SLT 
and SMT).ò   
A further sentence is then added post-meeting by the relevant Business Support 
Team to outline the Board or SLT discussion/decision. 

7 Appendices/Further Reading 

7.1 
 

Denoted by a letter and the respective title (e.g., Appendix A ï Proposed Report 
Template). Links to further reading should be added, where applicable (eg, further 
reading ï Scottish Public Finance Manual (SPFM), Finance Guidance Notes: 
http://www.gov.scot/Topics/Government/Finance/spfm/GuidanceNotes ) 

Prepared by: Insert title / role of person who prepared report 

Sponsored by: Insert title / role of Director who sponsored report 

Presented by: Insert title / role of person who will present the report 

  

https://ihub.firescotland.gov.uk/equality-and-diversity/
https://ihub.firescotland.gov.uk/equality-and-diversity/
http://www.gov.scot/Topics/Government/Finance/spfm/GuidanceNotes
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Links to Strategy and Corporate Values (MAX 3 LINES) 

Demonstrate a clear link to the SFRSôs strategic priorities.  As a minimum, reports should in 
some way be supporting the outcomes and strategic objectives stemming from the Strategic 
Plan. 

Governance Route for Report Meeting Date 
Report Classification/ 
Comments 

To ensure effective corporate 
governance discuss with line 
manager/sponsors the most 
appropriate route to be followed for this 
report 

Date report went 
to or is planned to 
go to committee 

If applicable, detail outcome, 
relevant brief details/ key 
amendments made to the 
report, e.g: 

¶ SMT ï GDPR Implication 
highlighted/added 5.10.2. 

¶ SLT ï Recommendation -
TMPC for decision. 
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Appendix B – STANDARD TEMPLATE 

 

Report No:  

Agenda Item:  

Report to:  

Meeting Date:  

Report Title:  

Report 
Classification: 

For Information Only 
 
For Scrutiny 
 
For Recommendation 
 
For Decision 

Board/Committee Meetings ONLY 
For Reports to be held in Private 

Specify rationale below referring to 
Board Standing Order 9 

A B C D E F G 

1 Purpose  

1.1 
 

 

2 Background  

2.1 
 

 

3 Main Report/Detail  

3.1 
 

 

4 Recommendation 

4.1 
 

 

5 Key Strategic Implications 

5.1 
5.1.1 
 

Financial 
 

5.2 
5.2.1 
 

Environmental & Sustainability  
 

5.3 
5.3.1 
 

Workforce 
 

5.4 
5.4.1 
 

Health & Safety  
 

5.5 
5.5.1 
 

Training  
 

5.6 
5.6.1 
 

Timing  
 

  

SCOTTISH FIRE AND RESCUE SERVICE  

Insert Name of Meeting  

https://www.firescotland.gov.uk/media/437120/standingordersmeetingsboardv5.0.pdf
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5.7 
5.7.1 
 

Performance  
 

5.8 
5.8.1 
 

Communications & Engagement  
 

5.9 
5.9.1 
 

Legal  
 

5.10 
5.10.1 
 

Information Governance  
DPIA completed Yes/No. If not applicable state reasons.  

5.11 
5.11.1 
 

Risk  
 

5.12 
5.12.1 
 

Equalities  
EIA completed Yes/No. If not applicable state reasons. 

6 Core Brief  

6.1 
 

 

7 Appendices/Further Reading 

7.1 
 

 

Prepared by:  

Sponsored by:  

Presented by:  

Links to Strategy and Corporate Values  

 
 

Governance Route for Report Meeting Date 
Report Classification/ 
Comments 
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APPENDIX G 

 

 

 

 

 

 

 

 

 

 

SCOTTISH FIRE AND RESCUE SERVICE BOARD 

 

CORPORATE GOVERNANCE 

 

TERMS OF REFERENCE FOR THE AUDIT AND RISK 

ASSURANCE COMMITTEE 

 

 

 

 

 

 

 

Original Author/Role Neil Pirie 

Date of Risk Assessment (if applicable) N/A 

Date of Equality Impact Assessment March 2019  

Date of Impact Assessment (commenced) December 2019 

Date of Impact Assessment (concluded) March 2020 

Quality Control (name and date) Brian Baverstock, Board Member – 
March 2020 

Authorised (name and date) Kirsty Darwent, Chair of the Board –  
March 2020 

Last reviewed/amended (name and date) GC Alasdair Cameron – March 2020 

Date for Next Review March 2021 
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SCOTTISH FIRE AND 
RESCUE SERVICE BOARD 
 
CORPORATE GOVERNANCE 
 
TERMS OF REFERENCE FOR THE 
AUDIT AND RISK ASSURANCE 
COMMITTEE 

 

 

1. INTRODUCTION 

 

2. MEMBERSHIP 

 

3. REPORTING 

 

4. RESPONSIBILITIES 

 

5. RIGHTS 

 

6. ACCESS 

 

7. MEETINGS 

 

8. RELATIONSHIP TO OTHER COMMITTEES 

 

9. INFORMATION REQUIREMENTS 

 

 APPENDIX 1 – COMMITTEE MEMBERSHIP 

 

 APPENDIX 2 – LIST OF INFORMATION REQUIREMENTS 
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1. INTRODUCTION 

 

1.1 The Scottish Fire and Rescue Service (SFRS) have established a Committee of the 

Board, known as the Audit and Risk Assurance Committee (“the Committee”). 

 

1.2 The overall purpose of the Committee is to provide independent assurance to the 

Board and the Accountable Officer on the adequacy and effectiveness of the 

policies, procedures and systems relating to internal controls, risk management and 

governance.  Central to this role is the Committee’s assessment of the 

comprehensiveness, reliability and integrity of assurances it receives. 

 

1.3 The Committee is authorised by the Board to make decisions within their limits of 

responsibilities under these Terms of Reference. 

 

1.4 Along with all staff, the Board and its Committees have a key part to play  

embedding and living ‘Our Values’, developed as a result of staff views on what 

they value most about working within SFRS.  We all have a responsibility to ensure 

we continually promote them in everything we do. 

 

 

2. MEMBERSHIP 

 

2.1 The Committee will comprise five members appointed by the Board, including a 

Chair and Deputy Chair.  The Committee will be supported by the Accountable 

Officer and other staff, as appropriate to the agenda. 

 

2.2 The Board is to ensure that the Chair and Members have the relevant expertise, 

experience, training, development and support. 

 

2.3 The Committee may invite representatives of related partner organisations, as 

appropriate, to Committee meetings to assist with the work of the Committee. 

 

2.4 The composition and effectiveness of the Committee will be reviewed annually by 

the Board.  A full list of the membership is detailed in Appendix 1. 

  

https://www.firescotland.gov.uk/media/1225253/sfrs_values_framework.pdf
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3. REPORTING 

 

3.1 Minutes of the meetings of the Committee will be submitted to meetings of the 

Board.  The Committee may submit special reports to the Board as required. 

 

3.2 The Committee will provide the Board and Accountable Officer with an Annual 

Report, timed to support finalisation of the accounts and the Annual Governance 

Statement, summarising its conclusions from the work it has conducted throughout 

the reporting year. 

 

 

4. RESPONSIBILITIES 

 

4.1 The primary responsibility of the Committee is to effectively scrutinise, challenge 

and ensure continuous improvement, while also advising and supporting the Board 

and Accountable Officer on the appropriateness of the: 

 

¶ Strategic processes for risk management, the control environment and governance; 

¶ Annual governance statement and effectiveness of the internal control environment; 

¶ Accounting policies, the accounts, and the annual report for the organisation, 

including the process for the review of the accounts prior to submission for audit, 

levels of error identified, and management’s letter of representation to the external 

auditors; 

¶ Planned activity and results of both internal and external audit; 

¶ Adequacy of management response to issues identified by audit activity, including 

external audit’s management letter/report; 

¶ Adequacy of management response to risks identified through the strategic risk 

register pertinent to the business of the Committee; 

¶ Assurance that other committees are undertaking scrutiny of risk as appropriate 

through an overview of which risks are being scrutinised by each Committee, 

receiving a progress update on request against aligned Strategic Risks for all the 

Committees as captured within the Strategic Risk Register; 

¶ Assurances relating to the corporate governance requirements for the organisation; 
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¶ Proposals for tendering for either internal audit services or for purchase of non-audit 

services from contractors who provide audit services; and 

¶ Anti-fraud and corruption policies, whistleblowing processes and arrangements for 

special investigations. 

 

4.2 The broad areas of responsibility give the Committee scope to continually monitor 

and review Audit and Risk Assurance related matters as deemed necessary. 

 

4.3 The Committee will also periodically review its own effectiveness and report the 

results of that review to the Board and Accountable Officer. 

 

4.4 All Committees must endeavour to avoid duplication of work of other Committees by 

focusing on specific delegated areas of responsibility.  Overall co-ordination of work 

is overseen by the Integrated Governance Forum – section 8.2. 

 

 

5. RIGHTS 

 

5.1 The Committee is authorised by the Board to make decisions within their limits of 

responsibilities under these Terms of Reference, as detailed within Section 4.1.  

This however is subject to ensuring that any decision made does not adversely 

impact on the Strategic Direction of the SFRS, which will continue to be subject to 

SFRS Board scrutiny and governance arrangements. 

 

5.2 The Committee may: 

 

¶ Scrutinise the delegated areas of responsibility referred to in Section 4 above; 

¶ Invite additional members for a limited period to provide specialist assistance.  

However, where there is associated expense, this must have prior approval from 

the Chair of the Board and Accountable Officer; 

¶ Procure specialist advice at the expense of the organisation, subject to budgets 

agreed by the Chair of the Board and Accountable Officer; 

¶ Approve previous Committee minutes at the next Committee meeting; 
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¶ Hold private workshop sessions as required for development purposes and to 

accommodate organisational input and support. 

 

 

6. ACCESS 

 

6.1 Members of Strategic Leadership Team, Internal Audit and External Audit will have 

free and confidential access to the Chair of the Audit and Risk Assurance 

Committee. 

 

 

7. MEETINGS 

 

7.1 The procedures for meetings are: 

 

¶ To meet formally and in public at least on a quarterly basis; 

¶ To consider and agree, in line with the Standing Orders, whether any item on the 

Agenda needs to be considered in private; 

¶ For the Chair of the Committee, in consultation with Members, may request an 

additional meeting if considered necessary; 

¶ A minimum of 3 Committee members will be present for the meetings to be deemed 

quorate; 

¶ In the absence of the Chair, the Deputy Chair will assume the responsibilities of the 

Chair. In both their absence and in agreement with the remaining three Committee 

members present any one member is authorised to assume the role of Chair for the 

duration of the meeting; 

¶ The Committee may ask any other officials of the organisation to attend, to assist it 

with its discussions on any particular matter; 

¶ The Committee may ask any or all of those who normally attend, but who are not 

Members, to withdraw to facilitate open and frank discussion of particular matters; 

¶ The Board or Accountable Officer may ask the Committee to convene further 

meetings to discuss particular issues on which they want the Committee’s advice. 
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8. RELATIONSHIP TO OTHER COMMITTEES 

 

8.1 The Committee will have strategic relationships with these Committees: 

 

¶ Service Delivery; 

¶ Staff Governance; 

¶ Transformation and Major Projects. 

 

8.2 The Integrated Governance Forum will review and co-ordinate intended outcomes 

between Committees, to prevent duplication and ensure alignment of business, 

capturing any common themes across all Committees. 

 

 

9. INFORMATION REQUIREMENTS 

 

9.1 A list of suggested minimum requirements for the inputs which should be provided 

to the Committee is contained within Appendix 2. 
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APPENDIX 1 - COMMITTEE MEMBERSHIP 

 

Members 

 

¶ 5 Board members. 

 

Others in attendance 

 

¶ Chief Officer - Accountable Officer; 

¶ Deputy Chief Officer (In absence of the Accountable Officer); 

¶ Director of Finance and Contractual Services; 

¶ Internal Audit; 

¶ External Audit; 

¶ Board Support; 

¶ Other representation, as appropriate and by invite. 
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APPENDIX 2 - LIST OF INFORMATION REQUIREMENTS 

 

For each meeting, the Audit and Risk Assurance Committee will be provided with: 

¶ A report, summarising any significant changes to the organisation’s Strategic Risk 

Register; 

¶ A progress report from the Head of Internal Audit summarising: 

o Work performed (and a comparison with work planned); 

o Key issues emerging from Internal Audit work; 

o Management response to audit recommendations; 

o Significant changes to the audit plan; and 

o Any resourcing issues affecting the delivery of Internal Audit objectives. 

¶ A progress report from the External Audit representative, summarising work done 

and emerging findings. 

 

As and when appropriate, the Committee will also be provided with: 

¶  business update reports from the Accountable Officer; 

¶  the Charter / Terms of Reference of the Internal Audit provider; 

¶  the Internal Audit Strategy; 

¶  the annual Internal Audit Plan; 

¶  the Head of Internal Audit's Annual Opinion and Report; 

¶  quality assurance reports on the Internal Audit function; 

¶  the draft accounts of the organisation; 

¶  the draft governance statement; 

¶  a report on any changes to accounting policies; 

¶  External Audit's management letter/report and letter of representation; 

¶  a report on any proposals to tender for audit functions; 

¶  a report on co-operation between Internal and External Audit; 

¶  a report on the Counter Fraud and Bribery arrangements and performance; 

¶  reports from other sources within the “three lines of assurance” integrated 

assurance framework (e.g. Best Value self-assessment Reviews, Gateway 

Reviews, Health Check Reviews, ICT Assurance Reviews, Digital 1st Service 

Standard Reviews, Procurement Capability Reviews, Procurement Key Stage 

Reviews). 
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SCOTTISH FIRE AND RESCUE SERVICE BOARD 

 

CORPORATE GOVERNANCE 

 

TERMS OF REFERENCE FOR THE SERVICE DELIVERY 

COMMITTEE 

 

 

 

 

 

 

Original Author/Role GM Rab Middlemiss 

Date of Risk Assessment (if applicable) N/A 

Date of Equality Impact Assessment March 2020  

Date of Impact Assessment (commenced) December 2019 

Date of Impact Assessment (concluded) March 2020 

Quality Control (name and date) Nick Barr, Board Member – March 
2020 

Authorised (name and date) Kirsty Darwent, Chair of the Board - 
March 2020 

Last reviewed/amended (name and date) GC Alasdair Cameron - March 2020 

Date of Next Review March 2021 
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1. INTRODUCTION 

 

1.1 The Scottish Fire and Rescue Service (SFRS) have established a Committee of the 

Board, known as the Service Delivery Committee (“the Committee”). 

 

1.2 The overall purpose of the Committee is to scrutinise and challenge the safety, 

quality and performance of service delivery across Scotland, providing assurance to 

the Board. 

 

1.3 The Committee is authorised by the Board to make decisions within their limits of 

responsibilities under these Terms of Reference. 

 

1.4 Along with all staff, the Board and its Committees have a key part to play  

embedding and living ‘Our Values’, developed as a result of staff views on what 

they value most about working within SFRS.  We all have a responsibility to ensure 

we continually promote them in everything we do. 

 

 

2. MEMBERSHIP 

 

2.1 The Committee will comprise five members appointed by the Board, including a 

Chair and Deputy Chair.  The Committee will be supported by the Deputy Chief 

Officer, Director of Service Delivery and other staff, as appropriate to the agenda. 

 

2.2 The Committee may invite representatives of related partner organisations, as 

appropriate, to Committee meetings to assist with the work of the Committee. 

 

2.3 The composition and effectiveness of the Committee will be reviewed annually by 

the Board.  A full list of the membership is detailed in Appendix 1. 

  

https://www.firescotland.gov.uk/media/1225253/sfrs_values_framework.pdf
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3. REPORTING 

 

3.1 Minutes of the meetings of the Committee will be submitted to meetings of the 

Board.  The Committee may submit special reports to the Board as required. 

 

 

4. RESPONSIBILITIES 

 

4.1 The primary responsibility of the Committee is to effectively scrutinise, challenge 

and ensure continuous improvement in relation to:  

 

¶ Safety and risk reduction; 

¶ Quality assurance, benchmarking and standards; 

¶ Performance and outcomes; 

¶ Horizon scanning. 

 

4.2 The broad areas of responsibility give the Committee scope to continually monitor 

and review Service Delivery related matters as deemed necessary. 

 

4.3 All Committees must endeavour to avoid duplication of work of other Committees by 

focusing on specific delegated areas of responsibility.  Overall co-ordination of work 

is overseen by the Integrated Governance Committee – Section 8.2. 

 

 

5. RIGHTS 

 

5.1 The Committee is authorised by the Board to make decisions within their limits of 

responsibilities under these Terms of Reference as detailed within Section 4.1.  This 

however is subject to ensuring that any decision made does not adversely impact 

on the Strategic Direction of the SFRS, which will continue to be subject to SFRS 

Board scrutiny and governance arrangements. 
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5.2 The Committee may: 

 

¶ Scrutinise the delegated areas of responsibility referred to in Section 4 above; 

¶ Invite additional members for a limited period to provide specialist assistance.  

However, where there is associated expense, this must have prior approval from 

the Chair of the Board and Accountable Officer; 

¶ Procure specialist advice at the expense of the organisation, subject to budgets 

agreed by the Chair of the Board and Accountable Officer; 

¶ Approve previous Committee minutes at the next Committee meeting; 

¶ Hold private workshop sessions as required for development purposes and to 

accommodate organisational input and support. 

 

 

6. ACCESS 

 

6.1 Members of the Strategic Leadership Team, as required, will have free and 

confidential access to the Chair of the Committee. 

 

 

7. MEETINGS 

 

7.1 The procedures for meetings of the Committee are: 

 

¶ To meet formally and in public at least on a quarterly basis; 

¶ To consider and agree, in line with the Standing Orders, whether any item on the 

Agenda needs to be considered in private; 

¶ For the Chair of the Committee, in consultation with Members, to request an 

additional meeting if considered necessary; 

¶ A minimum of 3 Committee members will be present for the meetings to be deemed 

quorate; 

¶ In the absence of the Chair, the Deputy Chair will assume the responsibilities of the 

Chair.  In both their absence and in agreement with the remaining three Committee 

members present, any one member is authorised to assume the role of Chair for the 

duration of the meeting.  
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8. RELATIONSHIP TO OTHER COMMITTEES 

 

8.1 The Committee will have strategic relationships with these Committees: 

 

¶ Transformation and Major Projects; 

¶ Staff Governance; 

¶ Audit and Risk Assurance. 

 

8.2 The Integrated Governance Forum will assist by reviewing and co-ordinating 

intended outcomes between Committees to prevent duplication and ensure 

alignment of business, while capturing any common themes across all Committees. 

 

 

9. INFORMATION REQUIREMENTS 

 

9.1 All relevant documentation for the Committee must be provided as per the schedule 

for their meetings. 
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APPENDIX 1 - COMMITTEE MEMBERSHIP 

 

Members 

 

¶ 5 Board members; 

¶ Chair of Board (Ex-officio Member). 

 

Others in attendance 

 

¶ Deputy Chief Officer; 

¶ Director of Service Delivery; 

¶ Director of Strategic Planning, Performance and Communications; 

¶ Her Majesty’s Fire Service Inspectorate; 

¶ Board Support; 

¶ Other representation, as appropriate and by invite. 
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SCOTTISH FIRE AND RESCUE SERVICE BOARD 

 

CORPORATE GOVERNANCE 

 

TERMS OF REFERENCE FOR THE TRANSFORMATION AND 

MAJOR PROJECTS COMMITTEE 

 

 

 

 

 

Original Author/Role GM Rab Middlemiss 

Date of Risk Assessment (if applicable) N/A 

Date of Equality Impact Assessment March 2020  

Date of Impact Assessment (commenced) December 2019 

Date of Impact Assessment (concluded) March 2020 

Quality Control (name and date) Fiona Thorburn, Board Member – 
February 2020 

Authorised (name and date) Kirsty Darwent, Chair of Board – March 
2020 

Last reviewed/amended (name and date) GC Alasdair Cameron – February 2020 

Date for Next Review March 2021 
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1. PURPOSE 

 

1.1 The Scottish Fire and Rescue Service (SFRS) Board have established a Committee 

of the Board, known as the Transformation and Major Projects Committee (“the 

Committee”). 

 

1.2 The overall purpose of the Committee will be to scrutinise, challenge and ensure the 

progress of change and any under pinning plans, programmes and major projects 

across the Service, providing assurance that the future strategic direction (as set 

out and approved by the SFRS Board) of the Service is being delivered. 

 

1.3 The Committee is authorised by the Board to make decisions within their limits of 

responsibilities under these Terms of Reference. 

 

1.4 Along with all staff, the Board and its Committees have a key part to play 

embedding and living ‘Our Values’, which were developed as a result of what all our 

staff said they value most about working within SFRS.  We all have a responsibility 

to ensure we continually promote them in everything we do. 

 

 

2. MEMBERSHIP 

 

2.1 The Committee will comprise of five Board Members appointed by the Board, one of 

whom will be appointed as Chair, and another as Deputy Chair of the Committee.  

The Committee will be supported by the Deputy Chief Officer, Director of Service 

Development and the Programme Manager, as well as other officials of the SFRS 

staff, as appropriate to the agenda. 

 

2.2 The Committee has the authority to invite representatives of related partner 

organisations and/or bodies, as appropriate, to Committee meetings to assist with 

their work. 

 

2.3 The composition and effectiveness of the Committee will be reviewed annually by 

the Board.  A full list of the membership is detailed in Appendix 1.  

https://www.firescotland.gov.uk/media/1225253/sfrs_values_framework.pdf
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3. REPORTING 

 

3.1 Minutes of the meetings of the Committee will be submitted to meetings of the 

Board.  The Committee may submit special reports to the Board as required. 

  

3.2 Reporting arrangements are shown within Appendix 3. 

 

4. RESPONSIBILITIES 

 

4.1 The primary responsibility of the Committee is to, effectively scrutinise, challenge 

and ensure continuous improvement in relation to: 

 

¶ The design, development and delivery stages of change strategies, programmes 

and major projects (including equality implications) being introduced into the 

Service, both authorising (as delegated by the Board within the Scheme of 

Delegations Section 3.) and ensuring alignment with the SFRS’s Strategic Plan and 

Futures Vision as agreed by the SFRS Board.  

¶ The underpinning plans to deliver against this change including associated benefits 

tracking. 

¶ Performance reporting associated with individual projects falling within the scope of 

any change strategies and monitoring that they remain within budget. Ensuring 

continued scrutiny after their closure is confirmed with the relevant Committee of the 

Board.  In particular, where benefits are known to be realised over a longer period 

of time. 

¶ Associated risks and challenges, escalating as appropriate, to the Audit and Risk 

Committee and SFRS Board Appendix 2 (Specific to Programmes and Projects); 

¶ Effectiveness of the Service’s communication and engagement with stakeholders 

on change initiatives. 

 

4.2 These areas of responsibility give the Committee scope to continually monitor and 

review related matters as deemed necessary to the Committee’s overall purpose, 

reporting to the SFRS Board. 
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4.3 All Committees must endeavour to avoid duplication of work of other Committees by 

focusing on specific delegated areas of responsibility.  Overall co-ordination of work 

is overseen by the Integrated Governance Forum – Section 8.2. 

 

5. RIGHTS 

 

5.1 The Committee is authorised by the Board to make decisions within their limits of 

responsibilities under these Terms of Reference as detailed within Section 4.1.  This 

however is subject to ensuring that any decision made does not adversely impact 

on the Strategic Direction of the SFRS, which will continue to be subject to SFRS 

Board scrutiny and governance arrangement and must always be deferred back to 

the Board. 

 

5.2 The Committee may: 

 

¶ Scrutinise and authorise the delegated areas of responsibility referred to in Section 

4 above; 

¶ Invite additional members for a limited period to provide specialist assistance, 

however where there is associated expense this must have prior approval from the 

Chair of the Board and Accountable Officer; 

¶ Procure specialist advice at the expense of the organisation, subject to budgets 

agreed by the Chair of the Board in conjunction with the Accountable Officer; 

¶ Approve their previous Committee minutes at the next Committee meeting; 

¶ Hold private workshop sessions as required for development purposes and to 

accommodate organisational input and support. 

 

 

6. ACCESS 

 

6.1 Members of the Strategic Leadership Team, as required, will have free and 

confidential access to the Chair of the Committee. 
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7. MEETINGS 

 

7.1 The procedures for meetings of the Committee are: 

 

¶ To meet formally and in public at least on a quarterly basis; 

¶ To consider and agree, in line with the Standing Orders, whether any item on the 

Agenda needs to be considered in private; 

¶ For the Chair of the Committee, in consultation with Members, to request an 

additional meeting, if considered necessary; 

¶ A minimum of 3 Committee members will be present for the meetings to be deemed 

quorate; 

¶ In the absence of the Chair, the Deputy Chair will assume the responsibilities of the 

Chair.  In both their absence and in agreement with the remaining three Committee 

members present, any one member is authorised to assume the role of Chair for the 

duration of the meeting. 

 

8. RELATIONSHIP TO OTHER COMMITTEES 

 

8.1 The Committee will have strategic relationships with these Committees: 

 

¶ Service Delivery; 

¶ Staff Governance; 

¶ Audit and Risk Assurance. 

 

8.2 The Integrated Governance Forum will assist by reviewing and co-ordinating 

intended outcomes between Committees, to prevent duplication and ensure 

alignment of business, while capturing any common themes.  

 

8.3 Risk Management reporting will be a standing item on all agendas and will be 

escalated, by exception, to the Audit and Risk Assurance Committee. 
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. INFORMATION REQUIREMENTS 

 

9.1 All relevant documentation for the Committee must be provided as per the schedule 

for their meetings.    
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APPENDIX 1 - COMMITTEE MEMBERSHIP 

 

Members 

 

¶ 5 Board members; 

¶ Chair of Board (Ex-officio Member). 

 

Others in attendance 

 

¶ Deputy Chief Officer; 

¶ Director of Service Development; 

¶ Programme Manager; 

¶ Board Support; 

¶ Other representation, as appropriate and by invite. 
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APPENDIX 2 – SPECIFIC MANAGEMENT OF PROGRAMME / PROJECT RISKS AND 

ISSUES 

 

Programme and project issues deemed to be significant will be reviewed by the 

Transformation and Major Projects Committee and may, by exception, be escalated to 

the Board.  Such issues should be simultaneously escalated to the Audit and Risk 

Assurance Committee, for articulation on the Corporate Risk Register.  Escalated 

programme risks will be inserted on the Corporate Risk Register for review by the Audit 

and Risk Assurance Committee.  The Audit and Risk Assurance Committee will escalate 

risks, as appropriate, to the Board for consideration.  Diagram 1 illustrates the process 

that will be followed by the Transformation and Major Projects Committee in relation to 

the reviewing of programme and project risks and issues: 
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Diagram 1 

 

 

APPENDIX 3 - REPORTING ARRANGEMENTS 

 

An overview that demonstrates the Governance of the direction and support in place, 

together with the lines of reporting and assurance. 
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SCOTTISH FIRE AND RESCUE SERVICE BOARD 

 

CORPORATE GOVERNANCE 

 

TERMS OF REFERENCE FOR THE STAFF GOVERNANCE 

COMMITTEE 

 

 

 

 

 

 

  

Original Author/Role Diane Vincent 

Date of Risk Assessment (if applicable) N/A 

Date of Equality Impact Assessment March 2020  

Date of Impact Assessment (commenced) December 2019 

Date of Impact Assessment (concluded) March 2020 

Quality Control (name and date) Primrose Stark, Board Member – 
March 2020 

Authorised (name and date) Kirsty Darwent, Chair of the Board– 
March 2020 

Last reviewed/amended (name and date) GC Alasdair Cameron - March 2020 

Date for Next Review March 2021 
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1. INTRODUCTION 

 

6.1 The Scottish Fire and Rescue Service (SFRS) have established a Committee of the 

Board, known as the Staff Governance Committee (“the Committee”). 

 

6.2 The overall purpose of the Committee is to oversee and scrutinise while providing 

strategic advice and direction on matters affecting employees, ensuring that staffing 

and remuneration arrangements are affordable and support the strategic aims of the 

SFRS. 

 

6.3 The Committee is authorised by the Board to make decisions within their limits of 

responsibilities under these Terms of Reference. 

 

6.4 Along with all staff, the Board and its Committees have a key part to play  

embedding and living ‘Our Values’, developed as a result of staff views on what 

they value most about working within SFRS.  We all have a responsibility to ensure 

we continually promote them in everything we do. 

 

 

2. MEMBERSHIP 

 

2.1 The Committee will comprise five Board members including a Chair and Deputy 

Chair.  The Committee will be supported by the Director of People and 

Organisational Development, Director of Training, Safety and (Operational) 

Assurance, Service Delivery Representative and other members of SFRS staff, as 

appropriate to the agenda. 

 

2.2 The Committee may invite representatives of related partner organisations, as 

appropriate, to Committee meetings to assist with the work of the Committee. 

 

2.3 The composition and effectiveness of the Committee will be reviewed annually by 

the Board.  A full list of the membership is detailed in Appendix 1. 

 

  

https://www.firescotland.gov.uk/media/1225253/sfrs_values_framework.pdf
file:///C:/Users/alasdair.cameron/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/DSR8HKPS/ToRSGCV7.0%20(Working).docx%23Appendix_1
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3. REPORTING 

 

3.1 Minutes of the meetings of the Committee will be submitted to meetings of the 

Board.  The Committee may submit special reports to the Board as required. 

 

 

4. RESPONSIBILITIES 

 

4.1 The primary responsibilities of the Committee is to effectively scrutinise, challenge 

and ensure continuous improvement in relation to: 

 

¶ Strategic matters relating to the employment of SFRS staff on behalf of the Board 

and the Accountable Officer, 

¶ People and Organisational Development, Training, Health and Safety policies and 

provide strategic guidance on the approaches being taken; 

¶ SFRS’s commitment to the overall equalities agenda and organisational values; 

¶ Performance of SFRS against the Strategic Plan objective, towards complying with 

relevant statutory obligations as an employer, including its Public-Sector Equality 

Duty; 

¶ Strategic Leadership Team’s (SLT) performance, specifically in relation to staff 

governance, workforce plans, health, safety & wellbeing, learning & development; 

¶ Adequacy of management response to risks identified through the strategic risk 

register pertinent to the business of the Committee. 

 

 

4.2 Undertake any other staffing related review or activity, as requested by the Board; 

 

4.3 Nominate up to 2 representatives to attend as members and report back on the 

Employee Partnership Forum; 

 

4.4 In addition, the Staff Governance Committee will form a Sub-Committee, known as 

the Remuneration, Appointment and Negotiations Sub-Committee, which has its 

own Terms of Reference. 
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4.5 The areas of responsibility give the Committee scope to continually monitor and 

review Staff Governance related matters as deemed necessary. 

 

4.6 All Committees must endeavour to avoid duplication of work of other Committees by 

focusing on specific delegated areas of responsibility.  Overall co-ordination of work 

is overseen by the Integrated Governance Forum – Section 8.2. 

 

 

5. RIGHTS 

 

5.1 The Committee is authorised by the Board to make decisions within their limits of 

responsibilities under these Terms of Reference as detailed within Section 4.1.  This 

however is subject to ensuring that any decision made does not adversely impact 

on the Strategic Direction of the SFRS, which will continue to be subject to SFRS 

Board scrutiny and governance arrangements. 

 

5.2 The Committee may: 

 

¶ Scrutinise the delegated areas of responsibility referred to in Section 4 above; 

¶ Invite additional members for a limited period to provide specialist assistance.  

However, where there is associated expense, this must have prior approval from 

the Chair of the Board and Accountable Officer; 

¶ Procure specialist advice at the expense of the organisation, subject to budgets 

agreed by the Chair of the Board and Accountable Officer; 

¶ Approve previous Committee minutes at the next Committee meeting; 

¶ Hold private workshop sessions, as required, for development purposes and to 

accommodate organisational input and support; 

¶ Seek guidance and, where appropriate, refer matters to the Partnership Advisory 

Group. 

 

5.3 The Committee is authorised by the Board and the Accountable Officer to provide 

strategic guidance and, where necessary, advise the Board on matters relating to 

the employment of staff. 

 

  

file:///C:/Users/alasdair.cameron/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/DSR8HKPS/ToRSGCV7.0%20(Working).docx%23section8_2
file:///C:/Users/alasdair.cameron/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/DSR8HKPS/ToRSGCV7.0%20(Working).docx%23section4_1
file:///C:/Users/alasdair.cameron/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/DSR8HKPS/ToRSGCV7.0%20(Working).docx%23Responsibilities
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6. ACCESS 

 

6.1 Members of the SLT, as required, will have free and confidential access to the Chair 

of the Committee. 

 

 

7. MEETINGS 

 

The procedures for meetings of the Committee are: 

 

¶ To meet formally and in public at least on a quarterly basis; 

¶ To consider and agree, in line with the Standing Orders, whether any item on the 

Agenda needs to be considered in private; 

¶ For the Chair of the Committee, in consultation with Members, to request an 

additional meeting if considered necessary; 

¶ A minimum of 3 Committee members will be present for the meetings to be deemed 

quorate; 

¶ In the absence of the Chair, the Deputy Chair will assume the responsibilities of the 

Chair.  In both their absence and in agreement with the remaining three Committee 

members present, any one member is authorised to assume the role of Chair for the 

duration of the meeting. 

 

 

8. RELATIONSHIP TO OTHER COMMITTEES 

 

8.1 The Committee will have strategic relationships with these Committees: 

 

¶ Service Delivery; 

¶ Transformation and Major Projects; 

¶ Audit and Risk Assurance, 

 

8.2 The Integrated Governance Forum will assist by reviewing and co-ordinating 

intended outcomes between Committees to prevent duplication and ensure 

alignment of business, while capturing any common themes across all Committees.  
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9. INFORMATION REQUIREMENTS 

 

9.1 All relevant documentation for the Committee must be provided as per the schedule 

for their meetings - see also Appendix 2. 

 

file:///C:/Users/alasdair.cameron/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/DSR8HKPS/ToRSGCV7.0%20(Working).docx%23Appendix_2
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APPENDIX 1 - COMMITTEE MEMBERSHIP 

 

Members 

 

¶ 5 Board members; 

¶ Chair of Board (Ex-officio Member). 

 

Others in attendance 

 

¶ Director of People and Organisational Development; 

¶ Director of Training, Safety and (Operational) Assurance; 

¶ Service Delivery Representative (Deputy Assistant Chief Officer to rotate Area’s each meeting) 

¶ Board Support; 

¶ Other representation, as appropriate and by invite. 
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APPENDIX 2 - LIST OF INFORMATION REQUIREMENTS 

 

As and when appropriate, the Staff Governance Committee be provided with: 

 

¶ Information and proposals pertaining to SFRS pay and reward arrangements; 

¶ Proposals for key strategies and policy frameworks (i.e. agree principles of); 

¶ A summary of employment tribunal cases/claims; 

¶ Results of employee surveys; 

¶ Workforce profiles (equalities indices); 

¶ Workforce planning reports; 

¶ Quarterly Performance Report. 
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SCOTTISH FIRE AND RESCUE SERVICE BOARD 

 

CORPORATE GOVERNANCE 

 

TERMS OF REFERENCE FOR THE REMUNERATION, 

APPOINTMENTS AND NOMINATIONS SUB-COMMITTEE 

 

 

 

 

 

 

Original Author/Role GM Roy Dunsire 

Date of Risk Assessment (if applicable) N/A 

Date of Equality Impact Assessment March 2020  

Date of Impact Assessment (commenced) December 2019 

Date of Impact Assessment (concluded) March 2020 

Quality Control (name and date) Primrose Stark, Board Member – 
March 2020 

Authorised (name and date) Kirsty Darwent, Chair of the Board – 
March 2020 

Last reviewed/amended (name and date) GC Alasdair Cameron – March 2020 

Date for Next Review March 2021 
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SERVICE BOARD 
 

CORPORATE GOVERNANCE 
 
TERMS OF REFERENCE FOR THE 
REMUNERATION, APPOINTMENTS 
AND NOMINATIONS SUB-COMMITTEE 

 

 

1. 

 

INTRODUCTION 

2. 

 

MEMBERSHIP 

3. 

 

REPORTING 

4. 

 

RESPONSIBILITIES 

5. 

 

RIGHTS 

6. 

 

ACCESS 

7. 

 

MEETINGS 

8. 

 

INFORMATION REQUIREMENTS 

 APPENDIX 1 – SUB-COMMITTEE MEMBERSHIP 
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1. INTRODUCTION 

 

1.1 The Scottish Fire and Rescue Service (SFRS) Board have established a Sub-

Committee of the Staff Governance Committee, known as the Remuneration, 

Appointments and Nominations Sub-Committee (“the Sub-Committee”). 

 

1.2 The overall purpose of the Sub-Committee is to offer guidance, support and 

recommendations to the Board and Chief Officer, in relation to matters of 

remuneration, appointments, nominations and negotiations, reporting through the 

Chair of the Staff Governance Committee. 

 

1.3 As necessary and within the agreed parameters set by the Board, the Sub-

Committee will engage in matters of negotiation in respect of SFRS terms and 

conditions. 

 

1.4 Along with all staff, the Board and its Committees have a key part to play  

embedding and living ‘Our Values’, developed as a result of staff views on what 

they value most about working within SFRS.  We all have a responsibility to ensure 

we continually promote them in everything we do. 

 

 

2. MEMBERSHIP 

 

2.1 The Sub-Committee will comprise four members, two of which must be members of 

the Staff Governance Committee appointed by the Board, with any one of the four 

members appointed as a Chair and a Deputy Chair.  The Sub-Committee will be 

supported by the Chief Officer and Director of People and Organisational 

Development and other staff as appropriate to the agenda. 

 

2.2 The composition and effectiveness of the Sub-Committee will be reviewed annually 

by the Board.  A full list of the membership is detailed in Appendix 1. 

 

 

  

https://www.firescotland.gov.uk/media/1225253/sfrs_values_framework.pdf
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3. REPORTING 

 

3.1 The Sub-Committee will formally report to the Staff Governance Committee after 

each meeting.  The key items of business of the Sub-Committee will subsequently 

be reflected within the minutes of the Staff Governance Committee.  Relevant 

decisions where appropriate will be reported at a Private meeting of the Staff 

Governance Committee or Board.  By the nature of its business, the Sub-

Committee will, from time to time, receive and consider confidential information 

about SFRS personnel.  The Sub-Committee is authorised to report fully on its 

activities to the extent that it can, but maintaining absolute care not to breach 

confidentiality or data protection legislation. 

 

 

4. RESPONSIBILITIES 

 

Remuneration Role 

 

4.1 The primary responsibilities in respect of remuneration are to: 

 

¶ Ensure that remuneration arrangements support the strategic aims of the SFRS; 

¶ Make recommendations with regard to the SFRS pay and reward framework and 

remuneration processes; 

¶ In collaboration with the Chair of the Board, exercise oversight of the objectives set 

for the Chief Officer and review the arrangements for their performance appraisal, 

as well as reviewing the performance appraisals of the Strategic Leadership Team 

(SLT), by countersigning; 

¶ In collaboration with the Chair of the Board, make recommendations to the Board 

regarding remuneration policy, in respect of the SLT and members of Senior 

Management Team, and keep these under review; 

¶ Ensure that remuneration arrangements enable the recruitment, motivation and 

retention of employees, while complying with Scottish Government regulatory and 

governance requirements; 

¶ Select, appoint and determine terms of reference for independent remuneration 

consultants to advise on remuneration policy and levels of remuneration; 
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¶ Work with the Audit and Risk Assurance Committee to ensure that risk and risk 

appetite are properly considered in recommending the remuneration policy; 

¶ Ensure the adequacy of management response to risks identified through the 

strategic risk register pertinent to the business of the Sub-Committee. 

 

Appointments and Nominations Role 

 

4.2 The primary responsibilities in respect of appointments and nominations are to: 

 

¶ Advise the Board on the appointment process for the Chief Officer; 

¶ Support the independence of the appointment process and succession planning 

arrangements for members of the SLT, Deputy Assistant Chief Officers (DACO) and 

Heads of Function (HoF); 

¶ Support the Chair of the Board and Public appointments process in relation to 

succession planning; 

¶ Consider nominations for honours and awards for SFRS staff. 

 

Negotiation Role: 

 

4.3 The primary responsibilities in respect of negotiations are to: 

 

¶ Take account of national negotiations and collective bargaining machinery for SFRS 

Staff; 

¶ With the agreement of the Board, the Sub-Committee may undertake formal 

negotiations with representative bodies on changes to employee terms and 

conditions. This will be reported by the Sub-Committee Chair through the Staff 

Governance Chair at Private Committee and Board meetings. 

¶ Ensure the following default positions for when negotiations are referred back to the 

Sub-Committee are considered appropriately and the necessary action taken:- 

 

ü Novel 

ü Contentious 

ü Reputational or Political 

ü Precedence 
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ü Significant Cost 

 

5. RIGHTS 

 

5.1 The Sub-Committee will report through the Chair of the Staff Governance 

Committee. 

 

5.2 The Sub-Committee may: 

 

¶ Scrutinise the delegated areas of responsibility referred to in Section 4 above; 

¶ Invite additional members for a limited period to provide specialist assistance.  

However, where there is associated expense, this must have prior approval from 

the Chair of the Board and Chief Officer (Accountable Officer); 

¶ Procure specialist advice at the expense of the organisation, subject to budgets 

agreed by the Chair of the Board and Chief Officer (Accountable Officer); 

¶ Approve previous Sub-Committee minutes at the next Sub-Committee meeting; 

¶ Hold private workshop sessions, as required, for development purposes and to 

accommodate organisational input and support. 

 

 

6. ACCESS 

 

6.1 Members of the SLT, as required, will have free and confidential access to the Chair 

of the Sub-Committee. 

 

 

7. MEETINGS 

 

7.1 The procedures for meetings of the Sub-Committee are: 

 

¶ To meet formally and in private at least on a quarterly basis; 

¶ Sub-Committee meetings will be held in Private; 

¶ For the Chair of the Sub-Committee, in consultation with members, to request an 

additional meeting if considered necessary; 
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¶ A minimum of 2 Sub-Committee members will be present for the meetings to be 

deemed quorate; 

¶ In the absence of the Chair, the Deputy Chair will assume the responsibilities of the 

Chair.  In both their absence and in agreement with the remaining Sub-Committee 

members present, any one member is authorised to assume the role of Chair for the 

duration of the meeting. 

 

 

8. INFORMATION REQUIREMENTS 

 

8.1 All relevant documentation for the Committee must be provided as per the schedule 

for their meetings. 
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APPENDIX 1 - SUB-COMMITTEE MEMBERSHIP 

 

Members 

 

¶ 4 Board members; 

¶ Chair of Board (Ex-officio Member). 

 

Others in attendance 

 

¶ Chief Officer or approved substitute; 

¶ Director of People and Organisational Development or approved substitute; 

¶ Board Support; 

¶ Other representation, as appropriate and by invite. 
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SCOTTISH FIRE AND RESCUE SERVICE BOARD 

 

CORPORATE GOVERNANCE 

 

TERMS OF REFERENCE FOR THE INTEGRATED 

GOVERNANCE FORUM 

 

 

 

 

 

 

Original Author/Role GM Rab Middlemiss 

Date of Risk Assessment (if applicable) N/A 

Date of Equality Impact Assessment March 2020 

Date of Impact Assessment (commenced) December 2019 

Date of Impact Assessment (concluded) March 2020 

Quality Control (name and date) Richard Whetton, Head of Corporate 
Governance – March 2020 

Authorised (name and date) Kirsty Darwent, Chair of the Board - 
March 2020 

Last reviewed/amended (name and date) GC Alasdair Cameron – March 2020 

Date for Next Review March 2021 
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SCOTTISH FIRE AND RESCUE 
SERVICE BOARD 
 

CORPORATE GOVERNANCE 
 
TERMS OF REFERENCE FOR THE 
INTEGRATED GOVERNANCE FORUM 

 

 

1. INTRODUCTION 

 

2. MEMBERSHIP 

 

3. REPORTING 

 

4. RESPONSIBILITIES 

 

5. RIGHTS 

 

6. ACCESS 

 

7. MEETINGS 

 

8. RELATIONSHIP TO OTHER COMMITTEES 

 

9. INFORMATION REQUIREMENTS 

 

 APPENDIX 1 – FORUM MEMBERSHIP 
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1. INTRODUCTION 

 

6.5 The Scottish Fire and Rescue Service (SFRS) has established a Forum of the 

Board, known as the Integrated Governance Forum (“the Forum”). 

 

6.6 The overall purpose of the Forum is to provide Board and Committee Chairs an 

opportunity to bring together key themes across the SFRS Committees.  

 

6.7 The Forum will therefore assist in providing assurance to the SFRS Board that 

areas identified are being adequately captured and discussed reducing duplication 

and ensuring a joined-up approach to corporate Governance. 

 

6.8 Along with all staff, the Board and its Committees have a key part to play 

embedding and living ‘Our Values’, developed as a result of staff views on what 

they value most about working within SFRS.  We all have a responsibility to ensure 

we continually promote them in everything we do. 

 

 

2. MEMBERSHIP 

 

2.1 The Forum shall be established by the full SFRS Board and be composed of the 

Chair and Deputy Chair of the Board, together with the Chairs of all other 

Committees.  The Chair of the Forum will be the Chair of the SFRS Board.  The 

Forum will be supported by the Chief Officer and other members of SFRS staff, as 

appropriate to the agenda. 

 

2.2 The Chair of each Committee in their absence can send their Deputy Chair to 

represent them. 

 

2.3      The composition and effectiveness of the Forum will be reviewed annually by the 

Board.  A full list of the membership is detailed in Appendix 1. 

 

 

  

https://www.firescotland.gov.uk/media/1225253/sfrs_values_framework.pdf
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3. REPORTING 

 

3.1 Minutes of the meetings of the Forum will be held by the Board Support Team and 

circulated to the Board for information.  The Forum may submit special reports to 

the Board as required. 

 

4. RESPONSIBILITIES 

 

4.1 The Forum is intended to provide Board and Committee Chairs an opportunity to 

ensure key themes are discussed thereby ensuring an integrated approach across 

the Governance within SFRS.  Specifically, it will: 

 

¶ Discuss, consider and co-ordinate both specific and common themes and/or issues 

relating to Governance that have implications for the Board’s Committees; 

¶ Take a forward and outward looking approach towards good Governance and best 

practice making any recommendations to the Board; 

¶ Review actions taken by the organisation on recommendations made by the 

Committees or the SFRS Board on all Governance matters, together with any 

recommendations made, for example, by Audit Scotland or Her Majesty’s Fire 

Service Inspectorate (HMFSI); 

¶ Assist thereby identifying which Committee is best placed to monitor the specific 

SFRS action plans in response to any inspections/audits recommendations, 

together with scrutiny of any external reports; 

¶ Consider Scottish Government Public Body updates and any implications for the 

SFRS; 

¶ Consider the SFRS compliance with relevant and any new legislation and 

performance against national standards regarding Governance; 

 

4.2 The areas of responsibility give the Forum scope to continually monitor and review 

Integrated Governance related matters as deemed necessary. 
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4.3 All Committees must endeavour to avoid duplication of work of other Committees by 

focusing on specific delegated areas of responsibility.  Overall co-ordination of work 

will be overseen by the Integrated Governance Forum to assist with this objective. - 

Section 8.2. 

 

5. RIGHTS 

 

5.2 The Forum is not authorised by the Board to make decisions.  

 

5.2 The Forum may: 

 

¶ Scrutinise the delegated areas of responsibility referred to in Section 4 above; 

¶ Invite additional members for a limited period to provide specialist assistance.  

However, where there is associated expense, this must have prior approval from 

the Chair of the Board and Accountable Officer; 

¶ Procure specialist advice at the expense of the organisation, subject to budgets 

agreed by the Chair of the Board and Accountable Officer; 

¶ Approve previous Forum minutes at the next Forum meeting; 

¶ Hold private workshop sessions as required for development purposes and to 

accommodate organisational input and support; 

 

6. ACCESS 

 

6.1 Members of the Strategic Leadership Team, as required, will have free and 

confidential access to the Chair of the Forum. 

 

7. MEETINGS 

 

7.2 The procedures for meetings of the Forum are: 

 

¶ To meet formally and in private at least on a six monthly basis, meetings however 

can be convened at the decision of the Chair at any time as required; 

¶ Conduct all business, in line with the Standing Orders; 



NOT PROTECTIVELY MARKED 
 

SFRSB/CorpGov/AnnualGovernanceReview   Page 144 of 160   Version 2.1  16/04/2020 

¶ A minimum of 3 Forum members will be present for the meetings to be deemed 

quorate; 

¶ In the absence of the Chair, the Deputy Chair will assume the responsibilities of the 

Chair. In both their absence and in agreement with the remaining Forum members 

present any one member is authorised to assume the role of Chair for the duration 

of the meeting. 

 

 

8. RELATIONSHIP TO COMMITTEES 

 

8.1 The Integrated Governance Forum will have strategic relationships with all other 

Committees of the Board: 

 

¶ Audit and Risk Assurance; 

¶ Service Delivery; 

¶ Transformation and Major Projects; 

¶ Staff Governance; and 

¶ Remuneration, Appointments and Nominations (Sub-Committee). 

 

8.2 The Integrated Governance Forum will review and co-ordinate intended outcomes 

between Committees to prevent duplication and ensure alignment of business, 

while capturing any common themes across all Committees. 

 

 

9. INFORMATION REQUIREMENTS 

 

9.1 All relevant documentation for the Forum must be provided as per the schedule for 

their meetings. 
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APPENDIX 1 – FORUM MEMBERSHIP 

 

Members 

 

¶ Chair of Board (Chair); 

¶ Deputy Chair of Board; 

¶ Chair of Audit and Risk Assurance Committee; 

¶ Chair of Service Delivery Committee; 

¶ Chair of Transformation and Major Projects Committee; 

¶ Chair of Staff Governance Committee; 

¶ Chair of Remuneration, Appointments and Nominations Sub-Committee. 

 

Others in attendance 

 

¶ Chief Officer or approved substitute; 

¶ Head of Corporate Governance 

¶ Board Support; 

¶ Other representation, as appropriate and by invite. 
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APPENDIX H 

Equality & Human Rights Impact Assessment Recording Form 
Scottish Fire and Rescue Service 

 

 
 

PART 1 
BASIC INFORMATION 
 

Directorate/Team/Function  Name: Chief Officer’s Business Team/Board Support 
Team 

E&D Officer  Name: Elaine Gerrard 

Title  
(of function/policy to be 
assessed e.g. name of policy, 
title of training course) 
 

Collective title of EIA:  
SFRS Corporate Governance Arrangements 2020  
Covering:  
Governance and Accountability Framework;  
Annual Governance Statement Policy,  
Scheme of Delegation;  
Standing Orders for meetings of the Board and its 
Committees and Sub-Committees;  
Terms of Reference for the Audit & Risk Assurance 
Committee;  
Terms of Reference for the Integrated Governance 
Forum;  
Terms of Reference for the Transformation & Major 
Projects Committee;  
Terms of Reference for the Service Delivery Committee; 
Terms of Reference for Staff Governance Committee, 
Terms of Reference for Remuneration Appointments 
and Nominations Sub-Committee,  
Board Support provisions;  
Code of Conduct for Board Members,  
Terms of Reference Employee Partnership Forum 

Date Assessment Commenced 28 March 2020 (Last review) 

 
The purpose of the following set of questions is to provide a summary of the function/policy. 

Briefly describe the aims, 
objectives and purpose of the 
function/policy 
 

¶ Governance and Accountability Framework: sets out 
the non-statutory governance arrangements for the 
Scottish Fire and Rescue Service (SFRS) specifying 
key roles and responsibilities. This document is a 
Scottish Government document but is being included 
in recognition of its significance in setting Board 
processes. 
 

¶ Annual Governance Statement: Under the Police and 
Fire Reform (Scotland) Act 2012, the Scottish Fire 
and Rescue Service (SFRS) is required to prepare 
financial statements for each financial period and on 
the basis determined by the Scottish Ministers. This 
policy provides the relevant SFRS Directorate 
Management Teams detail of the process and 
requirements for preparing their Certificates of 
Assurance to support the Chief Officer’s Annual 
Governance Statement (AGS) as set out in the 
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Public Finance and Accountability (Scotland) Act 
2000 (PFA Act). 
 

¶ Scheme of Delegation: sets out the arrangements for 
levels of responsibility and authority in making 
decisions on behalf of the SFRS. 
 

¶ Standing Orders for meetings of the Board and its 
Committees and Sub-Committees: sets out the 
general principles for conducting Board business and 
administration arrangements. 
 

¶ Terms of Reference for the Audit & Risk Assurance 
Committee: combined sets out the establishment of 
the Audit & Risk Assurance Committee, its 
membership and appointment process, scope of 
activity including risk management, accounting 
processes and anti-fraud arrangements, and 
decision making within their limits of responsibilities.  
 

¶ Terms of Reference for the Integrated Governance 
Forum: sets out the terms of reference of the forum 
to provide assurance to the SFRS Board that issues 
identified in specific governance Committees are 
discussed across the Board thereby ensuring joined 
up corporate governance, role as a non-decision 
making body. 
 

¶ Terms of Reference for the Transformation & Major 
Projects Committee: sets out the terms of reference 
of the committee to oversee and scrutinise the 
progress of change strategies and any underpinning 
plans, programmes and major projects across the 
service, and to provide assurance that the future 
strategic direction (as set out and approved by the 
SFRS Board) of the Service is being delivered, 
decision making within their limits of responsibilities.  
 

¶ Terms of Reference for the Service Delivery 
Committee: sets out the terms of reference of the 
committee to scrutinise and challenge the safety, 
quality and performance of service delivery across 
Scotland, providing assurance to the Board, with 
decision making within their limits of responsibilities.  
 

¶ Terms of Reference for Staff Governance 
Committee: sets out the terms of reference of the 
committee to oversee and scrutinise while providing 
strategic advice and direction on matters affecting 
employees and to ensure that staffing and 
remuneration arrangements support the strategic 
aims and ethos of the SFRS and are affordable, with 
decision making within their limits of responsibilities. 
 

¶ Terms of Reference for Remuneration Appointments 
and Nominations Sub-Committee: sets out the terms 
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of reference of the committee to offer guidance, 
support and recommendations to the Board and 
Chief Officer, in relation to matters of remuneration, 
appointments, nominations and negotiations, 
reporting through the Chair of the Staff Governance 
Committee, role as a non-decision making body . 
 

¶ Board Support sets out the establishment of a Board 
Support Team indicating roles and responsibilities 
and setting out the principles for corporate 
administration of Board/committee business and 
meetings.  
 

¶ Code of Conduct for Board Members: sets out the 
standards expected of Board member behaviour as 
required by The Ethical Standards in Public Life etc 
(Scotland) Act 2000 and as enforced by the 
Standards Commission.  
 

¶ Terms of Reference for the Employee Partnership 
Forum: is a national arrangement which provides a 
platform to discuss and review matters affecting our 
employees and to ensure that overall staffing 
arrangements support the strategic aims and ethos 
of the SFRS, role as a non-decision making forum.  
 
Collectively these policy documents, code and Board 
papers set out the general operating arrangements 
for the Board and the SFRS to conduct its business 
in an effective, efficient, accountable and transparent 
manner.  

Are there any associated 
objectives of the 
function/policy (please 
explain)? 
 

The Board (non-executives) and SFRS Strategic 
Leadership Team (executives) and support personnel 
operate in an environment conducive to good decision 
making and effective scrutiny. 

Does this function/policy link 
with any other function/ 
policy? If Yes, please list and 
describe relationship. 

Police and Fire Reform Scotland Act  
Fire and Rescue Framework 
Strategic Plan 
Annual Operating Plan 
SFRS Governance & Accountability Framework 
Annual Governance Statement 
 

Who is intended to benefit 
from the function/policy and 
in what way? 
 

All communities throughout Scotland with an opportunity 
to participate in public life, transparent and accountable 
public service provision. 
Scottish Government – through an accountable Board 
SFRS Board – through clear processes for administering 
Board business  
SFRS SLT personnel – through clear processes for 
administering Board business 

What outcomes are wanted 
from this function/policy? 
 

Efficient and effective management of Board and SFRS 
proceedings and to ensure open and transparent working 
ensuring scrutiny can be conducted appropriately. 
Accountable Board members who in turn hold SFRS 
personnel to account. 
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What factors/forces could 
contribute/detract from the 
outcomes? 
 

Detract – failure to ensure that the overall process of 
Board governance is fully followed and easily understood 
by all relevant Board members and SFRS personnel. 

Who are the main 
stakeholders in relation to the 
function/policy? 
 

SFRS Board  
SFRS Strategic Leadership Team 
Chief Officers Business Team/Board Support Team 

Who implements the policy 
and who is responsible for 
the function/policy? 
 

SFRS Board Chair and Committee Chair, Accountable 
Officer (Chief Officer) and Chief Officer’s Business 
Team/Board Support Team  
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PART 2 
ESTABLISHING RELEVANCE –IMPACT ASSESSMENT 
 

¶ This section is designed to determine the relevance of the function/policy to equality.  

¶ This section also fulfils our duty to consider the impact of our activities in relation to Human 
Rights. 

¶ Initial screening will provide an audit trail of the justification for those functions not deemed 
relevant for equality impact assessment. 

¶ Throughout the process the evidence and justification behind your decision is more 
important   

 

Q1. The function/policy will or is likely to influence SFRs ability to.... 
 

a) Eliminate discrimination, victimisation, harassment or other unlawful conduct that is 
prohibited under the Equality Act 2010 and/or; 

b) Advance equality of opportunity between people who share a characteristic and those who 
do not and/or; 

c) Foster good relations between people who share a relevant protected characteristic and 
those who do not. 

 
 

Please tick as appropriate. 
 

Yes/ 
Potential 

No Don’t 
Know/Don’t 
Have 
Enough 
Evidence 

Age    

Caring responsibilities    

Disability    

Gender reassignment    

Marriage and civil partnership  
(answer this only in relation to  
point a above) 

   

Pregnancy and maternity     

Race    

Religion and belief    

Sex (gender)    

Sexual Orientation    

Social and economic disadvantage    

 
If you have selected ‘No’ for any or all of the characteristics above please provide 
supporting evidence or justification for your answers.  
 
AND, 
 
If you have identified any potential links to other functions/policies please comment on the 
relationship and relevance to equality. 
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Q2. Is the function/policy relevant to the Human Rights Act 1998? 
 

 
 
 
 
 
If you have selected ‘No’ please provide supporting evidence or justification for your 
answers 
 
AND, 
 
If you have identified any potential links to other functions/policies please comment on the 
relationship and relevance to Human Rights. 
 

  
 
 

 
 
Concluding Part 2 

Outcome of Establishing Relevance Please 
Tick 

Next Steps 

There is no relevance to Equality or the 
Human Rights Act 1998 

 
 

 

Proceed to Part 4 Monitoring 

There is relevance to some or all of the 
Equality characteristics and/or the Human 
Rights Act 1998 

 
 

Proceed to Part 3 Impact 
Assessment 

It is unclear if there is relevance to some or 
all of the Equality characteristics and/or the 
Human Rights Act 1998 

 
 

Proceed to Part 3 Impact 
Assessment 

 

Yes No Don’t Know 
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PART 3 
IMPACT ASSESSMENT 
 
Describe and reference: 

¶ relevant issues 

¶ evidence gathered and used 

¶ any relevant resolutions to problems 

¶ assessment and analysis  

¶ decision about implementation 

¶ justification for decision 

¶ potential issues that will require future review 
 
 

Characteristic  

Age The suite of documents covered by this assessment do not relate to the 
decisions made by the Board or SFRS personnel which may potentially 
impact on the grounds of age.  
 
Relevance to age relates entirely to the accessibility of Board 
proceedings. Older people are more likely than younger people to 
experience physical or sensory impairment that may affect their ability to 
access materials and/or attend a Board meeting as a member of the 
public. Issues of accessibility are referenced in the Summary and 
Conclusion section below. 
 
There is anecdotal evidence that younger people are less likely to 
participate in public life than older people and this may mean that fewer 
young people will attend Board meetings or interact with Board 
members. The methods used to promote Board meetings and Board 
business is referenced in the Summary and Conclusion section below. 
 
 

Caring 
Responsibilities 

The suite of documents covered by this assessment do not relate to the 
decisions made by the Board or SFRS personnel which may potentially 
impact on the grounds of caring responsibilities or care experience.  
 
Relevance to caring responsibilities relates entirely to the accessibility of 
Board proceedings. Issues of accessibility and other methods of 
participation are referenced in the Summary and Conclusion section 
below. 
 
 

Disability The suite of documents covered by this assessment do not relate to the 
decisions made by the Board or SFRS personnel which may potentially 
impact on the grounds of disability.  
 
Relevance to disability relates entirely to the accessibility of Board 
proceedings and materials. Issues of accessibility and other methods of 
participation are referenced in the Summary and Conclusion section 
below. 
 

Gender 
reassignment 

The suite of documents covered by this assessment do not relate to the 
decisions made by the Board or SFRS personnel which may potentially 
impact on the grounds of gender.  
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There is no evidence that indicates that men or women are more/less 
likely to participate in public life or engage with public bodies arising 
from the status of their gender.  
 
Women in the broader population are more likely to be the primary carer 
for a dependent and this may affect ability to attend meetings. Issues of 
accessibility and other methods of participation are referenced in the 
Summary and Conclusion section below. 
 
 

Marriage and 
Civil 
Partnership 

The suite of documents covered by this assessment do not relate to the 
decisions made by the Board or SFRS personnel which may potentially 
impact on the grounds of marriage or civil partnership status.  
 
The requirement to disclose the interests of a partner/spouse in the 
Code of Conduct may require individuals to disclose their marital civil 
partnership status.  
 
 

Pregnancy and 
maternity 

The suite of documents covered by this assessment do not relate to the 
decisions made by the Board or SFRS personnel which may potentially 
impact on the grounds of pregnancy and maternity.  
 
As with caring responsibilities relevance to pregnancy and maternity 
relates entirely to the accessibility of Board proceedings. Issues of 
accessibility and other methods of participation are referenced in the 
Summary and Conclusion section below. 
 

Race The suite of documents covered by this assessment do not relate to the 
decisions made by the Board or SFRS personnel which may potentially 
impact on the grounds of race, ethnicity and/or nationality.  
 
Relevance to ethnicity relates entirely to the accessibility of Board 
proceedings and materials. Issues of accessibility and other methods of 
participation are referenced in the Summary and Conclusion section 
below. 
 
There is no evidence that indicates that participation in public life or 
engagement with public bodies arises from issues of race, ethnicity or 
nationality. There is a possibility that new migrants to Scotland will be 
less likely to participate than established communities as they are less 
informed about public bodies and the role public engagement. The 
Summary and Conclusion section references the importance of broad 
advertising and interacting with stakeholder groups.   
 
 

Religion and 
Belief 

As with race comments above. 

Sex (gender) As with caring responsibilities and pregnancy and maternity comments 
above. 

Sexual 
Orientation 

The suite of documents covered by this assessment do not relate to the 
decisions made by the Board or SFRS personnel which may potentially 
impact on the grounds of sexual orientation.  
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The requirement to disclose the interests of a partner/spouse in the 
Code of Conduct may require individuals to disclose their sexual 
orientation.  

Social and 
economic 
disadvantage 

The suite of documents covered by this assessment do not relate to the 
decisions made by the Board or SFRS personnel which may potentially 
impact on the grounds of social or economic disadvantage.  
 
Relevance to social or economic disadvantage relates entirely to the 
accessibility of Board proceedings and materials. Issues of accessibility 
and other methods of participation are referenced in the Summary and 
Conclusion section below. 
 
There is a possibility that individuals who are socially or economically 
disadvantaged are less likely to participate as they are less informed 
about public bodies and lack the means to engage through attendance 
at meetings or to engage in a manner meaningful to them. 
The Summary and Conclusion section references the importance of 
broad advertising and interacting with stakeholder groups.   
 

Human Rights 
 

The suite of documents covered by this assessment do not relate to the 
decisions made by the Board or SFRS personnel which may potentially 
impact on the Human Rights. 
 
The Code of Conduct may have some relevance to the Human Rights 
Act article 8 Right to Respect for Private and Family Life. This is 
referenced in the Summary and Conclusion section below.  
 
It is not viewed there is any relevance to Protocol 1 Article 1 Protection 
of Property as the Code does not prohibit the use or retention of 
property it only seeks the disclosure of potential conflict of interest with 
the view to preserving the integrity of Board decisions and proceedings. 
 

Impact on 
People in 
General not 
covered by 
specific 
characteristics 

The suite of documents covered by this assessment do not relate to the 
decisions made by the Board or SFRS personnel which may potentially 
impact on people.  
 
Some people may be less able to attend Board meetings and less able 
to participate in public life because of their geographic location. Issues of 
accessibility and other methods of participation are referenced in the 
Summary and Conclusion section below. 
 
 

 

Summary and Conclusion of Impact Assessment 

Collectively these documents provide the operating arrangements for the Board of the 
SFRS. There is limited relevance to equality and some, albeit limited, opportunity to make a 
positive impact in relation to the general equality duty across the protected characteristics as 
it relates to these governance and operating arrangements. It will be the proposals and 
recommendations submitted to the Board which makes use of these arrangements that will 
potentially be relevant to equality and human rights rather than the arrangements to be 
followed. 
 
There are, nevertheless, some specific areas of activity where there is a direct relevance to 
equality arising from this suite of documents. 
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Relevant documents: Membership & Operating Arrangements and Terms of Reference to 
each Committee 
Issue: Accessibility of Board agendas, reports, papers and other communication (public) 
Board papers are made available to the public through the SFRS website. This is viewed as 
a proportionate means of making written materials accessible to individuals with a sensory 
impairment, who may have difficulty reading arising from a learning difficulty or other 
condition such as dyslexia, or for whom English is not their first language. The website is 
compatible with a range of supportive technologies such as text readers, contrast control 
and font size adjustments. The website is compatible with Google translate which will 
facilitate translation of information into a number of other languages. It is recognised that 
some individuals may require additional measures to meet the requirements of their disability 
and such requests will be considered on a case by case basis for a reasonable adjustment 
to be implemented. The translation of Board papers into alternative languages would be 
prohibitively expensive for the SFRS to fulfill individual requests and it would be an expense 
that would be disproportionately high compared to the impact achieved for the individual - 
instead the Board Support Team will consider each request for alternate language provision 
with a view to ensuring that all of Scotland’s communities can access the significant issues 
pertaining to SFRS and Board business.  
 
It should be noted that this section relates only to the materials produced to support the 
administration of Board proceedings and not to any SFRS material such as community 
engagement materials which may have to be provided in alternate formats and/or 
languages. 
 
The SFRS and Board have an ambition to provide materials in easy to understand language 
and format. It is, however, noted that the business of the Board may at times be complex 
and will not lend itself to simplification without loss of meaning. The Board and the SFRS 
recognise the importance of focusing on key and significant messages and documents that 
will contribute towards improved community safety as well as transparency and 
accountability of the SFRS. 
 
 
Issue: Accessibility of Board agendas, reports, papers and other communication (Board 
members and SFRS personnel) 
In addition to those points highlighted above for the public there are specific arrangements in 
place to aid Board members and SFRS personnel. Board members are emailed Board 
papers and other communications and can therefore make use of assistive technologies 
referenced above. Other requests for alternate formats of materials can be accommodated 
on request such as large print versions of documents.  
 
SFRS personnel can access materials via the intranet and/or SFRS website and can utilise 
assistive technologies. Other requirements for personnel to enable them to perform their job 
will be considered on a case by case basis for a reasonable adjustment on the grounds of 
disability. 
 
Issue: Accessibility of Board meetings (public) 
There is an opportunity to make a positive impact across all protected characteristics by 
allowing public access to Board proceedings. The hosting of Board meetings at venues 
across Scotland provide an opportunity for many more people to attend than if the location 
was isolated to HQ, Cambuslang.  
 
There is a further opportunity to make a positive impact through the participation in other 
stakeholder engagement activities that are to be programmed to coincide with Board 
meetings. This has the potential to allow access to Board members for a range of local 
community groups that might not otherwise be considered a stakeholder/partner providing 
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that the Board extends their engagement activities out-with the scope of recognised partner 
agencies such as Community Planning Partnerships. 
 
The accessibility of Board meetings is only as good as the ability of the Board, SFRS and 
Board Support Team to enable the participation of members of the public. Enabling 
participation includes: 

¶ Picking venues for the Board proceedings that are well served by public transport   

¶ Making use of venues that have good disability access provisions such as adequate 
designated parking, induction loop hearing assistance, wheelchair access, suitable 
and varied seating and well maintained premises clear of unnecessary clutter and 
obstruction 

¶ Extend the promotion of attendance at Board meetings beyond those controlled 
centrally by the Board Support Team (e.g. website notification) to a local level to be 
supported by Board Support Team and local SFRS personnel Promoting the Board 
meetings through local press release and notices in community, religious centres and 
other public buildings 

 
Board meetings are currently scheduled to take place on Thursday mornings/early 
afternoon. This does not conflict with known religious observance days and as such the 
timing of Board meetings does not pose a barrier to attendance. It is unlikely that the 
scheduling of Board meetings will bring the date of meeting into conflict with significant 
religious festivals, nevertheless, the Board Support Team will maintain a review of the Board 
schedule to prevent repeated conflict of dates affecting any particular faith group. 
 
It is not the intention of the Board/SFRS to provide food or drink to members of the public 
attending the Board meeting and as such no consideration on these grounds needs to be 
given to meeting cultural/religious requirements.  
 
It is recognised that there may be some individuals who would wish to attend a Board 
meeting but are unable to do so despite the measures referenced above. Attendance may 
not be possible because of geographic location, other responsibilities such as work 
commitments or caring for a dependent, cost or distance of travel or physical impairment 
severely affecting mobility. While attendance at Board meetings may not be possible the 
Board and SFRS seek to enable participation through the use of other methods such as 
direct feedback using online comments process.  
 
Issue: Accessibility of Board meetings (Board members and SFRS personnel)  
In addition to those points highlighted above for the public there are specific arrangements in 
place to aid Board members and SFRS personnel. The Board Support Team will ensure that 
those venues used for Board meetings have arrangements in place to provide catering that 
would meet requests based on the grounds of cultural or religious observance.  
 
 
Code of Conduct 
The Code is enforced by an external body but has an impact on the Board members. Overall 
the Code is likely to have a neutral effect on the grounds of protected characteristics by 
seeking to maintain a standard of behaviour that is consistent across similar organisations 
and has the objective of promoting integrity, honesty and fairness in the proceedings of the 
Board. There is a possibility for a negative impact on the grounds of marriage/civil 
partnership and/or sexual orientation. The requirement to disclose conflict of interest of 
partners/spouses may require individual members of the Board to release information they 
consider private and would otherwise not wish to disclose. Similarly, the disclosure of the 
interests of a same sex partner may result in the disclosure of sexual orientation which the 
individual may wish to keep private. Nevertheless, the requirement to ensure that public 
bodies and their representatives remain accountable and transparent in the pursuit of robust 
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and fair public activities outweighs any consideration of protection of privacy within the 
context of disclosing a partner’s interests. 
 
The Code of Conduct provides an opportunity to make a positive impact on the grounds of 
age, gender, disability, sexual orientation, religion and belief, social and economic 
disadvantage and gender identity by supporting the Scottish Government’s ambitions to 
improve the representation on public boards from these groups. This has a relationship to all 
elements of the general equality duty. 
 

 
 
Concluding Part 3 

Impact Assessment Please 
Tick 

Next Steps 

There is no relevance to Equality or the 
Human Rights Act 1998 

 
 

 

Proceed to Part 4 Monitoring 

There is relevance to some or all of the 
Equality characteristics and/or the Human 
Rights Act 1998 and relevant actions are 
recorded above in Summary and 
Conclusion 

 
 

Proceed to Part 4 Monitoring 
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PART 4 
MONITORING & REVIEW 
 
¶ The purpose of this section is to show how you will monitor the impact of the 

function/policy.  

¶ The reason for monitoring is to determine if the actual impact of the function/policy is the 
same as the expected and intended impact. 

¶ A statement on monitoring is required for all functions/policies regardless of whether there 
is any relevance to Equality or the Human Rights Act. 

¶ The extent of your answer will depend upon the scope of the function/policy to impact on 
Equality and Human Rights issues. 

 
 
If you have provided evidence or justification for believing there is no relevance to Equality or the 
Human Rights Act in Section 2 Establishing Relevance or Section 3 Impact Assessment:  
 
Q1 How do you intend to monitor and review the function/policy? 

 This will be revised as part of the annual review conducted around June/July ensuring 
arrangements for reviewing the effectiveness of the Board. 

 
If you have provided evidence or justification for believing there is relevance to Equality or the 
Human Rights Act: 
 
Q2 What will be monitored? 
 

The Board and the Board Support Team will periodically review the processes for governance and 
administering Board business. 
 
In relation to equality this will include: 
1. Accessibility and suitability of meeting venues (access and catering provisions) 
2. Requests for alternate formats of written information on grounds of disability and language 
3. Range of community groups attending or participating in Board proceedings 
 
The purpose of the monitoring is to:  

¶ Identify trends and patterns of requests made and action taken relating to disability access and 
non-English language provision 

¶ Illustrate the steps taken by the SFRS to enable all of Scotland’s communities to be involved  
This will mean that the processes for monitoring will themselves be reviewed and refined over time.    
 
Note:- An equality impact assessment will be developed relating to the appraisal process for Board 
members and a separate monitoring system for that process put in place. 
 

 
Q3 How will monitoring take place? 
 

1. Create an EIA folder on Board Support Team SharePoint site to capture and store monitoring 
processes. 
2. Develop and provide a checklist guide to potential venue owners of requirements based on 
needs. 
3. Log requests for alternate formats and action taken. 
4. Log requests for assistance at Board/Committee meetings and action taken. 
5. Log the places Board/Committee meeting notices have been distributed, log any requests for 
attendance at meetings and/or note any issues arising during proceedings relating to equality. 
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6. Log the range of stakeholder/community groups involved in the ancillary activities taking place 
alongside Board meetings. 
7. Compliments, comments and feedback on Board proceedings 
 
This range of measures may be refined where it is determined that there is no on-going need to 
capture this information. 
 

 
Q4 What is the frequency of monitoring? 
 

For each Board/Committee meeting subject to the provision that this range of measures may be 
refined where it is determined that there is no on-going need to capture this information. 
 
 

 
Q5 How will monitoring information be used? 
 

The information will be used to: 
 

¶ Illustrate the steps taken to involve all of Scotland’s communities and demonstrate the 
measures involved in ensuring the Board is actively pursuing a policy of openness, 
transparency and accountability  

¶ To inform Board proceedings to ensure that people are enabled to participate and that 
processes are accessible to all stakeholders. 
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PART 5 
APPROVAL 
 

 
This Equality and Human Rights Impact Assessment was completed by: 
 
 

 
Name 
 

Elaine Gerrard, Diversity Manager 

 
Date 
 

 
March 2020 

 
 
This Equality and Human Rights Impact Assessment was reviewed by: 
 

 
Name 
 

 
Heather Greig 

 
Directorate/ 
Function 

 
Strategic Planning, Performance and Communications, Board 
Support Team 

 
Date 
 

 
March 2020 

 
 
  
 

 

 

 

 


