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Councillor Role Descriptions

Councillors come from all walks of life bringing a rich variety of experience into their role of representing local
communities. Given the variety of backgrounds, councillors will naturally fulfil this role in slightly different ways.

This document provides a set of role descriptions for elected members in Bath and North East Somerset Council. It
has been written to provide clarity for councillors about their roles and responsibilities. It will also help officers,
partner organisations and the public better understand what is expected of a councillor and of members with
specific roles.

Role descriptions are provided for the following:

e Councillor

e Cabinet member

e Leader of the Council

o Deputy leader of the Council

e  Chair of the Council

e Chair of a Policy Development and Scrutiny Panel

o Member of a Policy Development and Scrutiny Panel
e Chair of a Regulatory Committee

e Member of a Regulatory Committee

The role descriptions are underpinned by the Council’s six values. Whilst change is inevitable, our values should act
as a constant over the coming years. These strongly influence what we do, how we approach our work and the type
of Council we want to be. Overall, our six values give the guidance and clarity that we all commit to a common code
of practice and demonstrate these qualities when carrying out our roles and responsibilities as councillors and
officers. We believe our collective aspirations and positive action will help us to successfully achieve our vision.

The core values of Bath and North East Somerset Council and Bath and North East Somerset Clinical Commissioning
Group are:
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Accountable
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Curious Acting with Outcomes driven

We ask questions Integrity We create solutions
and listen to understand We are transparent and and deliver
and improve build trusting relationships

We do our best for each
other and the people of Bath
& North East Somerset

We all take responsibility
for our actions

This set of role descriptions have been agreed by... on...
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Role Description for All Councillors

1. Accountabilities

To full Council
To the electorate of their ward
To their political group (if applicable)

2. Roles and activities
a) Representing and supporting citizens and communities

Communicate and engage with local constituents and groups

Undertake casework and act as an advocate in resolving concerns or grievances

Understand the shape and feel of the local area, including its local assets, needs and inequalities in fields
such as housing, health and wellbeing, employment, education, transport, care, and community
cohesion

Liaise with the Council and partner organisations to ensure that the needs of the local communities are
identified, understood and supported

Represent and sensibly champion the interests and needs of local residents and communities within the
Council and other agencies

Communicate using all types of media, ensuring adherence to corporate guidance for internet and social
media usage, and taking into account different needs of different audiences

To be vigilant and do everything possible to protect adults and children at risk from abuse

Promote tolerance and cohesion in local communities

b) Working across the ward strengthening partnerships with citizens and others

Maintain and develop networks with a wide range of agencies, officers, fellow councillors and local
communities to deliver better outcomes for local people

Help foster new relationships between local people, communities and agencies to encourage local
development and to find new solutions to local issues

Liaise effectively with Parish Councils in the ward

Enable local people and communities to find the tools and support to self-organise

Honestly manage the expectations that local residents and communities may have of the Council

c) Linking the Council and citizens

Be a channel of communication to local residents and communities on Council strategies, policies,
services and procedures

Farticipate in decisions and activities reserved for the full Council, eg, setting budgets and strategic
policy framework seeking to mitigate the impact of austerity on citizens

Translate for communities a shift in the role of the Council, and in the relationship between the Council
and citizens

Have an awareness of the complexity of the system in which the council operates and be able to explain
this to citizens

Understand the remit and limitations of officer roles, and work with officers in a co-productive and
solution focused way that seeks to avoid blame, as set out in the Councillor/Officer protocol;
http://moderngov/documents/s51518/1%20-%20Protocol%200n%20Councillor-Officer%20Relations.pdf
Recognize and adapt to changing roles and be flexible in ways of working with officers

Critically analyse complex data and information and make it accessible for citizens

d) Representing the council

Work with partners and outside bodies as a representative of the Council

Understand and communicate the vision and changing direction of the Council with local people,
communities and partner organisations in your ward

Act in a way that is consistent with overarching policy, principles and direction of the Council
Help others feel pride in the purpose of the organisation

Be a member of and contribute to the local Area Forum
http://intranet/sites/default/files/SiteFiles/Connecting%20Communities%20%282%29.pdf
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e) Governance and decision making

Inform the debate at full Council meetings and contribute to the formation and scrutiny of the Council’s
policies, budget, strategies and service delivery

Participate in informed and balanced decision making on committees and panels to which the councillor
might be appointed, helping to ensure that decision making is consistent with local needs and takes
account of inequalities in outcomes between communities

Read all paperwork before attending meetings

Take corporate responsibility for the protection of vulnerable children and adults

Act within the budgetary framework of the council

Promote and ensure efficiency and effectiveness in the provision of council services

3. Personal and role development

Develop and maintain a working knowledge of the Council’s policies and practices in order to make well
informed decisions at meetings

Take personal responsibility for your personal development to build understanding, knowledge and skills
to ensure that the role is undertaken effectively

Review and complete the self-reflection sections within the LGA Political Skills Framework to identify
strengths and areas for development

Participate in member development opportunities made available to Councillors

Complete core and mandatory training and development, and member induction, within recommended
timescales. This will include attending sessions and completing e-learning

Demonstrate and embed the core values within all communications and interactions with colleagues,
officers and the community

Actively participate in a skills audit to determine individual and group needs and areas of strength and
development

Promote the policies, activities and decisions of the Council to residents, stakeholders, partners and the
media recognising at all times the requirement to act in a manner consistent with the Nolan Principles of
public life and the Council’s Code of Conduct http://moderngov/documents/s51521/2%20-
%20C0de%200f%20Conduct%20and%20Interest%20rules.pdf in a way which does not bring the Council
or administration into disrepute through inappropriate actions, pronouncements or language

Declare any potential conflict of interest (when a member’s personal or business interests affects their
ability to act fairly in the best interests of residents)
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Role Description for Cabinet Members

This role description identifies the responsibilities specific to the role of Cabinet member and should be read in
conjunction with the role description of all councillors.

1. Accountabilities
= Tothe Leader
= To the Cabinet (through collective responsibility)
= To Full Council

2. Roles and Activities
a) Acting as Portfolio Holder

= Take prime responsibility for the delivery of manifesto commitments and political priorities relating to
the portfolio area

=  Give political direction to officers working within the portfolio (through the Directors)

=  Provide strategic policy direction and political and community leadership to the portfolio

=  Be accountable for choices and performance in the portfolio

= Have an overview of the performance management, efficiency and effectiveness of the portfolio

= Attend Policy Development and Scrutiny Panel meetings if requested in connection with any issues
associated with the portfolio, and consider scrutiny reports as required

= Work with colleague Cabinet Members on shared policy and project developments

= Deal with outside bodies in relation to portfolio responsibilities

= Deal with the media on issues relating to the portfolio

= Make executive decisions within the Portfolio (except for those executive decisions reserved to the
Cabinet Members serving on the Health & Care Board)

b) Acting as Cabinet Member
=  Participate effectively as a Cabinet Member, taking joint responsibility and being collectively accountable
for decisions made and actions taken
= Promote the principles of collective responsibility and to work within these as a Cabinet Member
= Recognise and contribute to issues which cut across portfolios or are issues of collective responsibility
= Understand and communicate policy and Council positions to residents, media, and other stakeholders
= Promote the ‘Residents First’ ethos

3. Personal and role development
= As for ‘All Councillors’ plus:
=  Ensure up to date knowledge of portfolio-related developments and policies at national and local level
= Attend relevant briefings for your portfolio area as required
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Role Description for the Leader of the Council

This role description identifies the responsibilities specific to the role of Leader of the Council and should be read in
conjunction with the role descriptions of all councillors and of cabinet members.

1. Accountabilities

To full Council
To the public

2. Roles and Activities
a) Leadership and direction

Provide strategic political leadership and direction for the Council, and be the Council’s principal political
spokesperson

Lead the formation of the Council’s vision for the area of Bath and North East Somerset that reflects the
needs, assets and inequalities of the area; and the financial context facing the local authority

Provide leadership in building a political consensus around Council policies

Lead in developing the Council’s partnerships with local communities, businesses, voluntary sector,
health sector, education, and other local and national organisations

Represent the Council in sub-regional, regional and national bodies as appropriate

Lead on the development of the Council’s strategic budget and policy framework and lead on decision
making on cross-cutting issues

Provide strong, clear leadership in the co-ordination of policies, strategies and service delivery

Develop and maintain good relationships with the Chief Executive and other senior officers to aid the
delivery of effective services

Ensure effective liaison with other political groups within the Council

Ensure that you role model the council values and encourage all cabinet members to embed in their work
and behaviour and lead by example

b) Cabinet

Appoint the Cabinet and designate appropriate portfolios

Appoint the Deputy Leader

Lead and chair the Cabinet, effectively manage its forward work programme, and ensure its overall
effectiveness

Ensure that the work of the Cabinet meets national policy objectives

Work with other portfolio holders to ensure effective delivery of services within their portfolios against
the policies of the Council and ensure the delivery of the Cabinet’s responsibilities

Ensure that the Cabinet manages the business of the Council within the financial limits set by the Council
Ensure effective communication and explanation of all Cabinet’s decisions and recommendations to
Council and the public

3. Personal and role development

As for ‘All councillors’
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Role Description for the Deputy Leader of the Council

This role description identifies the responsibilities specific to the role of Deputy Leader of the Council and should be
read in conjunction with the role descriptions for the Leader of the Council and for all councillors.

1. Accountabilities
= To full Council
= To the public
= To the Leader of the Council

2. Roles and Activities

= Assist and work with the Leader of the Council to provide effective political leadership and strategic
direction for the council

= Assist and work with the Leader of the Council in delivering their responsibilities to the Council as set out
within the Leader’s Role Profile

= Deputise for the Leader of the Cabinet in their absence from Council and Cabinet meetings

= |nthe absence of the Leader of the Council, carry out the requirements of their Role Profile so far as
legally possible and permissible

= Carry out other such duties and undertake portfolio responsibility as delegated by the Leader of the
Council

3. Personal and role development
= Asfor ‘All councillors’
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Role Description for the Chair of the Council

The role description as set out below is in addition to the Chair’s role as a Councillor, and should be read in addition
to this role description.

1. Accountabilities
=  Full Council

2. Role Purpose and Activity
a) Acting as a symbol of the Council’s democratic authority
=  Be the principal spokesperson representing the Council on civic and ceremonial occasions, as outlined in
the Chair’s Civic Handbook
=  Be politically impartial and uphold the democratic values of the Council
= Act as an ambassador for the Council

b) Chairing Council meetings
=  Chair Council meetings impartially and ensure its business is carried out efficiently and in line with the
Constitution
=  Ensure that matters of concern to local communities can be debated by their ward Councillors

c) Governance, ethical standards and relationships
= Ensure the Constitution is adhered to and, if necessary, to rule on the interpretation of the Constitution
= Work with officers to keep the Constitution under review to ensure it is relevant to the Council’s needs
= Offer support and advice to Members of the Council
=  Promote and support good governance of the Council and its affairs
=  Provide community leadership and promote active citizenship, fostering community pride and promoting
public involvement in the Council’s activities
= Promote and support open and transparent government

d) Work programming
= Ensure the Council works to an annual work programme to meet its legal obligations (e.g. setting the

budget and the Council Tax and making appointments)

3. Personal and role development
= Asfor ‘All councillors’
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Role Description for a Chair of a Policy Development and Scrutiny Panel

The chairs of Policy, Development and Scrutiny panels ensure that the scrutiny process is conducted robustly and
with equity of treatment for the many parties and interests involved. This role description identifies the
responsibilities specific to the role of the chair of such a panel and should be read in conjunction with the role
description for all councillors.

1. Accountabilities

To full Council
To the public
To the Policy Development and Scrutiny (PDS) panel

2. Roles and Activities
a) Leadership and direction

Regularly attend the Chairs and Vice Chairs meetings

Promote the role of PDS panels within the Council

Promote the role of PDS panels to the public and other agencies, helping them to understand and engage
with the scrutiny function

Provide confident and effective chairing of the relevant PDS panel to ensure effective contributions from
each member and clear decision making

Co-ordinate the activities of the PDS panel and take a lead role in its work

Contribute effectively to the scrutiny process by ensuring the questioning of the relevant Cabinet
Member/Officer on the development and performance of policy and strategy

Demonstrate an objective and evidence-based approach to scrutiny, ensuring that scrutiny enquiries are
methodologically sound, and consider a wide range of evidence and perspectives

Lead joint scrutiny activities with other authorities or organisations when required

Develop a constructive relationship with the relevant Cabinet portfolio holders

Develop a constructive relationship with the corporate directors/ directors/heads of service in the areas
that the PDS panel scrutinises

Promote transparency and opportunities for public engagement in scrutiny

Ensure the council values and behaviours are demonstrated and lead by example

b) Managing the work programme

Lead the development of a balanced annual work programme for the PDS panel and ensure its delivery
Ensure that the work programme is manageable and the workload delegated and prioritised to focus on
the areas of most benefit or greatest risk to the organisation and public, and framed within a realistic
understanding of the financial context of the Council

Work with Officers to commission research to deliver the panel’s work programme

Liaise with officers on the content of the agenda

Work closely with PDS staff to drive continual improvements in the PDS process

Report on progress against the work programme to Council and others as appropriate

c) Effective meeting management

Plan and set agendas containing clear objectives and outcomes for the meetings

Manage the progress of business at meetings, ensuring that meeting objectives are met, the Code of
Conduct, standing orders and other constitutional requirements are adhered to, and that all participants
have an opportunity to make appropriate contributions

3. Personal and role development

As for ‘All councillors’
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Role Description for Members of Policy and Development Scrutiny Panels

This role description identifies the responsibilities specific to the role of Policy and Development Scrutiny Panel
member and should be read in conjunction with the role description for all councillors.

1. Accountabilities
= To full Council
= To the public
= To the Chair of the Policy and Development Scrutiny (PDS) panel

2. Roles and Activities
a) Understanding the nature of the PDS panel
=  Be familiar with the purpose of the PDS panel, and relevant policies and plans

b) Participating in meetings and making decisions
= Attend the PDS panel meetings
=  Contribute effectively to the scrutiny process by ensuring the questioning of the relevant Cabinet
Member/Officer on the development and performance of policy and strategy
= Demonstrate an objective and evidence-based approach to scrutiny, ensuring that scrutiny enquiries are
methodologically sound, and consider a wide range of evidence and perspectives
=  Contribute to joint scrutiny activities with other authorities or organisations when required

c) Internal governance, ethical standards and relationships
= Ensure the integrity of the PDS panel’s decision making and of his/ her own role by adhering to the Code
of Conduct and other constitutional and legal requirements
=  Promote and support good governance by the Council
= Understand the respective roles of members, officers and external parties operating within the PDS
panel’s area of responsibility

3. Personal and role development
= Asfor ‘All councillors’ plus:
= Complete all necessary mandatory training specific to the PDS panel’s role

B Be prepared to give a commitment to a potentially significant workload (in addition to ward work) and
have a willingness to be available to attend panel meetings
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Role Description for the Chair of a Regulatory Committee

This role description identifies the responsibilities specific to the role of a Chair of a Regulatory Committee and
should be read in conjunction with the role description of all councillors.

1. Accountabilities
= To full Council
= To the members of the regulatory committee

2. Roles and Activities
a) Leadership and direction

=  Provide confident and effective chairing of regulatory committee meetings to ensure effective
contributions from each member and clear decision making

=  Ensure that applicants and other interested parties are satisfied as to the transparency of the requlatory
process

= Demonstrate integrity and impartiality in decision making which accord with legal, constitutional and
policy requirements

= Delegate actions to sub committees as appropriate

=  Have up to date knowledge of law, regulations, policy and plans relevant to the regulatory committee

b) Promoting the role of the regulatory committee and quasi-judicial decision making
=  Act as an ambassador for the regulatory committee, facilitating understanding of the role
= Act within technical, legal and procedural requirements to oversee the functions of the committee fairly
and correctly
=  Ensure thoroughness and objectivity in the committee, receiving and responding to professional advice in
the conduct of meetings and in individual cases/applications before formal committee meetings

c) Internal governance, ethical standards and relationships
= Develop the standing and integrity of the committee and its decision making
= Understand the respective roles of members, officers and external parties operating within the
regulatory committee’s area of responsibility
=  Promote and support good governance by the Council

3. Personal and role development
= As for ‘All councillors’ plus:
= Complete all necessary mandatory training specific to the Committee’s role
= Be prepared to give a commitment to a potentially significant workload (in addition to ward work) and
have a willingness to be available to chair committee meetings that may need to be arranged at short
notice in order to meet statutory prescribed deadlines (particularly in the case of licensing work)

B&NES Councillor Role Descriptions. Draft 4™ Feb 2019 Page x of x



Role Description for Members of Regulatory Committees

This role description identifies the responsibilities specific to the role of Regulatory Committee member and should
be read in conjunction with the role description of all councillors.

1. Accountabilities
= To full Council
=  To the Chair of the regulatory committee

2. Roles and Activities
a) Understanding the nature of the regulatory committee and quasi-judicial decision making
=  Be aware of the quasi-judicial nature of regulatory committee decision making
= Have up to date knowledge of law, regulations, policy and plans relevant to the regulatory committee
= Be thorough and objective in receiving and responding to professional advice in the conduct of meetings
and individual cases/applications before the committee

b) Participating in meetings and making decisions
= Attend the regulatory committee meetings
=  Participate effectively in meetings of the regulatory committee, ensuring that both local considerations
and policy recommendations are balanced to contribute to effective decision making
=  Make informed and balanced decisions, within the terms of reference of the committee, which accord
with legal, constitutional and policy requirements

c) Internal governance, ethical standards and relationships

= Ensure the integrity of the committee’s decision making and of his/ her own role by adhering to the Code
of Conduct(s) and other constitutional and legal requirements

=  Promote and support good governance by the Council

= Understand the respective roles of members, officers and external parties operating within the
regulatory committee’s area of responsibility

=  For the Development Management Committee, work within the Planning Code of Conduct
http://moderngov/documents/s51517/3%20-%20Planning%20Code%200f%20Conduct%20-
%20approved%20May%202015.pdf

3. Personal and role development
= As for ‘All councillors’ plus:
= Complete all necessary mandatory training specific to the Committee’s role
=  Be prepared to give a commitment to a potentially significant workload (in addition to ward work) and
have a willingness to be available to attend committee meetings that may need to be arranged at short
notice in order to meet statutory prescribed deadlines (particularly in the case of licensing work)
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