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SECTION 1

1. PURPOSE

1.1 This document sets out details of the Department’s corporate governance arrangements. It provides information on the arrangements which have been established to ensure proper and effective management of the Department’s affairs. 

2. DEFINITION 

2.1 Corporate Governance is the way in which an organisation is directed and controlled. It defines the distribution of rights and responsibilities among the different stakeholders and participants in the organisation, determines the rules and procedures for making decisions on corporate affairs – including the process through which the organisation’s objectives are set – and provides the means of attaining those objectives and monitoring performance.
2.2 This Framework provides an overview of the corporate governance processes and responsibilities within the Department of Culture, Arts and Leisure. Nothing in the Framework is intended to override the roles and responsibilities of the Minister. The Minister leads the Department and is responsible and accountable to the Assembly for the policies, programmes and actions of the Department. The Departmental Board exists to support the Minister in his leadership and management of the Department.
3. REVIEW 

3.1 The Framework is intended to be a living document. It will evolve as the Department’s corporate practice develops. It will therefore be kept under continuing review. It will be formally updated at least once a year in the context of the Departmental Annual Report and Accounts. 

SECTION 2

4. ORGANISATION and STRUCTURES

4.1 The six key organisational structures which support the delivery of corporate governance in the Department are the: 

· Departmental Board; 

· Departmental Audit and Risk Management Committee; 

· Finance Committee of the Departmental Board;

· PSA Board

· Capital Programme Management Board

· Issues meetings/Regular Resource Meetings.
Departmental Board 

4.2 The Departmental Board exists to lead the Department’s strategic planning and assist the Permanent Secretary, as the Principal Accounting Officer, in meeting his corporate governance responsibilities for the Department. The Board operates within guidelines set out in HM Treasury’s Code of Good Practice on Corporate Governance in Central Government Departments. The Board’s Terms of Reference – which set out the functions, aim and responsibilities of the Board and its membership – are at Annex A.
4.3 The Board provides corporate leadership to the organisation as a whole, takes responsibility for the Department’s performance, provides support for the Permanent Secretary and provides advice to the Minister. The Board is chaired by the Permanent Secretary of the Department. The membership of the board consists of the Deputy Secretary, the Finance Director and the Divisional Heads. There is also one non-executive Board Member. A representative from the Education Training Inspectorate also attends and an advisor to the Board.
4.4 The Board operates as a management forum, under the leadership of the Permanent Secretary, to manage the running of the Department. It is not the principal policy making body within the Department, as policy is determined by the Minister. The Board does discuss policy in the context of analysing options, strategic planning and operational management. In the policy area, the Board operates in an advisory and consultative capacity, offering guidance when sought. It does not usually direct any of its members on how their business areas should be run; day-to-day operational matters are the responsibility of the Deputy Secretary, the Finance Director and the Divisional Heads.
4.5 The Deputy Secretary, the Finance Director and the Divisional Heads: 

· are the main policy advisors to the Minister for their respective areas of responsibility, subject to the overall direction of the Permanent Secretary; 

· participate in the high-level corporate decision-making process as members of the Departmental Board; 

· contribute to corporate governance arrangements within the Department; and 

· provide support to the Permanent Secretary. 

4.6 The organisational structure of the Department is set out at Annex B. An illustrative work programme for the Board, which is developed on a rolling basis, is set out at Annex C.
4.7 The objective of the Board is to provide collective leadership for the Department and to: 

· take forward the Department’s strategic aims and objectives; 

· determine the strategic allocation of the Department’s financial and human resources to achieve those aims and objectives; 

· strategically manage overall departmental resources, and monitor and take action to ensure the achievement of objectives; 

· set the Department’s standards and values; 

· maintain an effective system of internal control; 

· assess and manage strategic risk; and 

· lead and oversee organisational development, encouraging innovation and, where appropriate enterprise, to enhance the Department’s capacity to discharge its functions efficiently and effectively. 

4.8 In order to achieve these objectives, a formal schedule of matters for Board Consideration (Included in the Boards Terms of Reference Annex A) – that is, those which should not be delegated within the Department – is maintained. 

4.9 Governance Support Unit provide secretarial support to the Board. The secretariat is responsible for ensuring compliance with Board procedures and maintenance of a Register of Interests for the Board. An agenda (approved by the Permanent Secretary) and papers are circulated in advance of each meeting and a record of meetings is circulated to Board members, and posted on the Department’s web site. The secretariat will prepare an induction pack and programme for new members. A copy of the Board’s Standing Orders is attached at Annex D. 

4.10 The Board’s performance is reviewed biennially, and an Annual Report is prepared which summarises the Board’s activities and arrangements. 

4.11 The Board meets on at least ten times per annum and Board members are required to adhere to the Seven Principles of Public Life which are set out at Annex E.
Audit and Risk Management Committee 

4.12 The Board is supported in its role by the Audit and Risk Management Committee (ARMC), which is a committee of the Board with no executive powers. 
4.13 The ARMC role is to support the Department in its responsibilities for issues of risk, control and governance and associated assurance by:

· Reviewing the comprehensiveness of assurances in meeting the Board / Accounting Officer’s assurance needs;

· Reviewing the reliability and integrity of these assurances;

· Providing an opinion on how well the Board and Accounting Officer are supported in decision taking and in discharging their accountability obligations (particularly in respect of financial reporting).

4.14 The Committee will advise the Departmental Board on:

· the strategic processes for risk, control and governance and the Statement on Internal Control;

· the accounting policies, the accounts, and the annual report of the organisation, including the process for review of the accounts prior to submission for audit, levels of error identified, and management’s letter of representation to the external auditors;

· the 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;

· assurances relating to the corporate governance requirements for the organisation;

· anti-fraud policies and whistle-blowing processes;
· provide an annual report to the Departmental Board.

4.15 The ARMC’s Terms of reference is set out at Annex F. 

Finance Committee of the Departmental Board 

4.16 The Board established a Finance Committee in April 2008. The aim of this Sub-Committee is to discuss and consider key strategic finance issues impacting on the Department and through this process to assist and enhance strategic financial management and financial decision making. The Committee is chaired by the Permanent Secretary Members include the Deputy Secretary, Finance Director and Head of Finance.

4.17 The draft Terms of Reference of the Committee are set out at Annex G.
PSA Board

4.18
The PSA Board was established October 2008 and is responsible for setting and reviewing the Department’s strategy in relation of achieving targets and key goals outlined under the PfG.

4.19
The PSA Board is responsible for ensuring that relevant inputs to quarterly returns to DFP and PEDU(Performance Evaluation and Delivery Unit) contain accurate and up to date information

4.20
The Board’s remit in terms of the achievement of PSAs is to confirm that progress is being made and, where necessary, to ensure that remedial action is taken so the Department can deliver PSA results within agreed timescales. Individual business areas are responsible for the delivery of PSAs.

4.21
The Terms of Reference of the PSA Board are set out at Annex H.
Captial Programme Management Board [DN this is section is currently draft]
4.22
The role of the Capital Programme/Development Investment Board is to develop and co-ordinate the planning and implementation of the DCAL capital investment spending plans and capital programme.
4.23
The Board is responsible for:

· Oversight and making decisions/recommendations on the development and implementation of the DCAL Capital Investment Strategy

· Management of the DCAL capital programme to optimise the use of resources and ensure the delivery of projects on time and to budget.

· Approval and monitoring of the programme and project management arrangements for programmes / projects within the capital programme.

· Receiving progress reports, monitoring and providing feedback on the progress of capital investments against the agreed strategy and plans

· Considering and identifying the sources of funding available for capital investment

· Providing a forum for discussion and resolution of key issues relating to DCAL capital investment

· Approval of the DCAL asset management plan with the responsibility for the review, development and management of asset holdings. 

· Promoting and supporting the Architecture and the Built Environment policy, the Achieving Excellence initiative and other Government policies and approaches within the DCAL capital programme.

· Liaising with, as necessary, the Permanent Secretary, the Departmental Board, the Minister, the Department of Finance and Personnel and the Strategic Investment Board.

4.24
The Terms of Reference of the CPMB are set out at Annex I.
Issues/Resource Management Meetings 
4.25 The Issues/Resource Management meeting is the regular meeting of senior management to discuss ongoing operational issues, including forthcoming Executive and Assembly business. It is chaired by the Permanent Secretary and membership comprises the Deputy Secretary, the Finance Director and the Divisional Heads.

5. ROLES AND RESPONSIBILITIES 

Minister

5.1 The minister in charge of the Department is responsible and answerable to the Assembly for the exercise of the powers on which the administration of that department depends. He or she has a duty to the Assembly to account, and to be held to account, for all the policies, decisions and actions of the Department. Where the Minister delegates responsibilities to officials this must be clearly defined and set out in writing.
Permanent Secretary 

5.2 The Permanent Secretary is the Minister’s principal advisor across the full range of his/her Ministerial responsibilities. In terms of the Department’s corporate governance arrangements, the Permanent Secretary acts as Head of the Department and chair of the Departmental Board. The Permanent Secretary is also the Principal Accounting Officer for the Department. Where the Permanent Secretary delegates any of his responsibilities as Accounting Officer to other officials, a clear definition in writing must be provided.
5.3 As Chairman of the Board, the Permanent Secretary is responsible for: 

· ensuring the Board fulfils its responsibilities; 

· ensuring that the business of Board meetings is conducted efficiently and effectively, that there is open debate and that all views are heard; 

· summing up Board debates and seeking agreed decisions; and 

· controlling the order of Board meetings. 

Accounting Officer 

5.4 As Accounting Officer, the Permanent Secretary is responsible for ensuring that: 

· a sound system of internal control is maintained in the Department to support the achievement of its policies and objectives, and that the effectiveness of this system is reviewed regularly; 

· public funds assigned to the Department are managed with propriety and duly safeguarded as set out in Managing Public Money Northern Ireland; 

· departmental assets are controlled and safeguarded, and that there are appropriate checks; 

· the departmental accounts are properly presented as prescribed by DFP; 
· the correct financial procedures are followed and accounting records maintained in a format suitable for management and in the form prescribed for published accounts; 

· all relevant financial considerations are taken into account, and where necessary brought to the Minister’s attention, when considering policy proposals relating to expenditure or income; 

· the impact of the Department’s activities on others is properly identified and, where appropriate, taken into account; and 

· the Statement on Internal Control is signed. 

5.5 The Accounting Officer is also personally responsible and accountable to the Assembly for the management and organisation of the department, including –

· the use of public money and the stewardship of its assets.

· propriety and regularity;

· prudent and economical administration;

· avoidance of waste and extravagance;

· efficient and effective use of available resources; and

· the organisation, staffing and management of the department.
Executive Board Members 

5.6 The business of the Department is managed by Executive Board Members acting as a Board. In the Department those appointed are the: 

· Deputy Secretary; 

· Finance Director; and 

· Divisional Heads. 

5.7 In their role as Executive Board members, they are responsible for the development of strategy and for supporting the delivery of that strategy. This includes taking steps to ensure that the business is prioritised and decisions implemented in accordance with the objectives set by the Board. The roles and responsibilities of each Executive Board member have been agreed with the Permanent Secretary and are outlined in the organisation chart at Annex B.
Independent Non Executive Board Members 

5.8 The Department has one independent non-executive member. Their role is to provide strategic advice to the Board, contribute to decision-making and support the good corporate governance of the Department. The role of the non-executive member is to provide: 

· constructive challenge across the Board’s business; 

· a fresh, objective perspective and new ideas; 

· improve rigour to Board processes; 

· specific expertise and experience; 

· a safe sounding board for new approaches; and 

· a balance to the mix of skills and personalities on the Board.

5.9 The independent non-executive member should ensure all aspects of strategy and delivery of policy are scrutinised for effectiveness and efficiency. In particular, the independent non-executive board member should: 

· be involved in the monitoring of performance and progress of the Department, including the use of human and financial resources; 

· maintain a critical overview of the Department’s financial controls and procedures for assessing and managing risk, drawing on their wider experience; and 

· depending on the responsibilities of the Department, challenge the quality of the policy formulation process. 

5.10 On appointment an independent non-executive should be:

· provided with written terms of reference including the specification of his or her role, line of accountability and terms of appointment;

· informed how his or her performance will be appraised; and

· given an induction programme covering not only the organisation but also the government environment as a whole.
Finance Director

5.11
The Finance director acts as a Departmental advisor on financial, human and other physical resources and has specific corporate governance responsibilities for :

· Advising the Permanent Secretary of DCAL’s responsibilities in relation to corporate governance and risk management and ensuring the Department meets those responsibilities;

· Promoting the culture of accountability and the principles of corporate governance and risk management throughout DCAL and its ALBs;

· Ensuring effective governance arrangements exist between DCAL and its ALBs;

· Ensuring sound resource management systems are in place across all aspects of DCAL’s business;

· Ensuring the production of a Statement on Internal Control and the annual hierarchical assurance reporting process which supports it; 

Heads of Division 
5.12
All DCAL’s Heads of Division have important roles to play in ensuring effective communication of the essential elements of good corporate governance and risk management within their Divisions and are responsible for:

· Providing an annual Statement on Internal Control and quarterly assurance statements to the Accounting Officer and accepting personal responsibility that an effective system of internal control is in operation within their Division;

· Challenging and validating annual Statement on Internal Control and quarterly assurance statements provided by their Grade 7s / Heads of Branches;

· Ensuring all significant risks to the achievement of their Division’s business objectives are identified and managed and complying with the risk management reporting process;

· Contributing to the work of the Audit and Risk Management Committee;

· Ensuring the Departmental Board is alerted to any serious control failures, weaknesses in internal control and action taken to address them and unmanageable risks are identified and reported on; and

· Ensuring corporate governance and risk management objectives are built into all managers’ Personal Performance plans and risk management processes are fully embedded within their command.

Grade 7s / Heads of Branch

5.13
The Heads of Branch are expected to ensure risk assessment and management processes are followed within their area and a culture of accountability and risk awareness is promoted. As part of good corporate governance managers are expected to provide an assurance that their business objectives are being met and where these are not being met, that they are being addressed accordingly. They will be responsible for:

· Continually assessing risks in their area so that risk assessment and management is properly embedded into the business;

· Ensuring compliance with all risk management protocols within their business area including completion of quarterly reports;

· Contributing to the work of the Audit and Risk Management Committee;

· Highlighting areas where deficiencies are possible or breakdowns in control have actually occurred;

· Completing an annual Statement on Internal Control and quarterly assurance statements therefore formally assuring their Head of Division that an effective system of internal control is in place in their business area;

· Qualifying the assurance statement if reasonable assurance cannot be given, detailing control limitations and documenting what planned action is to be taken to address areas of concern.

· Ensuring management within ALBs are aware of their corporate governance requirements and regularly monitoring the state of corporate governance and accountability in the ALBs under their control. 

· Ensuring the development and maintenance of appropriate corporate governance systems and staff awareness of their responsibilities in relation to areas such as: business planning; budgetary control; safeguarding of assets; payments and receipts; fraud prevention; health and safety; conduct and discipline; project management etc.

· Addressing any Internal/External Audit recommendations.

6. INTERNAL CONTROL AND RISK MANAGEMENT 

Annual Report and Accounts 

6.1 At the end of each financial year the Department’s Annual Report and Accounts is laid before the Houses of Parliament in accordance with Government Resources and Accounts Act (Northern Ireland) 2001 (GRAANI). On approval, the Annual Report and Accounts is published under the Copyright Act 1911 and made available on the Department’s website. 

Statement on Internal Control (SIC)
6.2 As part of the Annual Report and Accounts the Accounting Officer is required to sign a Statement on Internal Control. An effective governance framework including a risk management process involving a systematic approach to the evaluation and control of risk is required to support this. This is supported by a quarterly review of Business Plans and Risk Registers as well as the submission of Quarterly Assurance Statements. (Annex J)
Internal Audit 

6.3 The Accounting Officer and the Board are independently advised by an internal audit service operating in accordance with Government Internal Audit Standards. The primary objective of Internal Audit is to provide the Accounting Officer and the Board with an independent and objective opinion on risk management, control and governance, by measuring and evaluating their effectiveness in achieving the Department’s agreed objectives. This is supported by an Internal Audit Strategy, an Internal Audit Plan and a Service Level Agreement with the Department of Education.
Risk Management 

6.4 To assist in the process of identifying and managing risk, the Department has developed a Risk Management Framework which sets out the Department’s underlying approach to risk management, and outlines the roles and responsibilities of the Departmental Board, the Audit and Risk Management Committee, the Heads of Division and Heads of Branch and Internal and External Audit.  It also outlines key aspects of the risk management process, and identifies the main reporting procedures. In addition the framework notes other parts of the overall assurance process and describes the process the Departmental Board will use to evaluate the effectiveness of the Department’s internal control procedures.
6.5 A Corporate Risk Register has been developed by the Departmental Board.  The Corporate Risk Register includes those risks that are either strategic in nature or have the significance to impact at corporate level.  It also identifies the Risk Owner for each of these risks and reinforces the inextricable link between risk management and the business planning process. The Corporate Risk Register is endorsed by the Accounting Officer and Departmental Board and is subject to quarterly review and revision, including lessons learned from the previous reporting period.
6.6 The following key principles underpin the Department’s approach to risk management: 

· the Departmental Board, chaired by the Permanent Secretary, has overall responsibility for risk management within the Department; 

· key risks are identified against the Department’s business objectives as an integral part of the business planning process; 

· each risk is assigned to the appropriate Executive Board member who is responsible for ensuring that controls are in place at all levels to manage the risk; 

· all new business activities are assessed for key risks and controls put in place; and 

· progress on the management of risks is reported quarterly to the Departmental Board. 

Assurance Statements 

6.7 Another key element of the system of internal control is the ‘Assurance Statement’ process (Annex J). This process requires each Grade 7 and Director to provide quarterly assurance statements as a basis of evidence for the Accounting Officer to sign off the annual “Statement on Internal Control”. 
Departmental Whistleblowing Procedures 

6.8 The Department has Whistleblowing Procedures to ensure that concerns about potential malpractice and unethical behaviour can be raised appropriately and in line with best practice. The Department takes these issues very seriously and is committed to the highest possible standards of openness, probity and accountability. The procedures ensure that staff can raise concerns quickly, and in confidence, and that managers are aware of how to handle such concerns. Staff can access the procedures through the DCAL intranet. 

Arms Length Bodies Governance arrangements

6.9 The Department has in place a sponsorship manual to ensure a consistent and appropriate approach to sponsorship and governance arrangements in place with the Department’s ALBs.

6.10 In addition the ALB governance arrangements are enhanced and controlled by 
· Assurance statements from the Departments ALBs; (to commence Oct. 09)
· Risk assessments carried out on the Departments ALBs; (to commence Nov.09)
· Management Statements and Financial Memorandums are in place for the Department’s ALBs;
· Quarterly Accountability Meetings; and

· Finance Forums.

Other Processes 

6.11 There are also a number of other processes which contribute to corporate governance: 

· a series of risk registers at Arms length Body (ALB), Branch and Divisional level which underpin the Corporate Risk Register;
· a series of fraud risk analysis at ALB, Branch and Divisional level which underpin the risk registers;

· the corporate and business planning process and associated monitoring and reporting process; 

· the Performance Management System for reviewing and assessing the performance of individual members of staff; 

· personnel policies designed to ensure the Department complies with employment law and has the appropriate numbers of staff with suitable skills to meet its objectives; 

· Budgets & Priorities setting and In-Year Monitoring processes; 

· the Departmental Anti-Fraud Policy which details responsibilities regarding the prevention of fraud and a Response Plan, which specifies the procedures to be followed in the event of a fraud being detected or suspected. Both documents relate to fraud and loss within the Department and its ALBs; 

· Submission of Annual Departmental Security Report to OFMDFM in line with the Security Policy Framework.
ANNEX A

DEPARTMENTAL MANAGEMENT BOARD
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Context

1. The responsibilities of an Accounting Officer set out in Managing Public Money (NI)
 provide that he/she has personal responsibility for the overall organisation, management and staffing of the Department and for Departmental wide procedures, where these are appropriate, in financial and other matters.  As part of the overall organisation, and in order to support the Minister, the Permanent Secretary as the Principal Accounting Officer has established a Departmental Management Board (the Board).  This document sets out the membership, role and responsibilities of the Board.
2. The Board assists the Permanent Secretary to meet his responsibilities to establish and oversee the corporate governance arrangements of the Department.  The Board itself is a core element of corporate governance arrangements, agreeing the range of other elements and, through its scrutiny role, overseeing the policies, plans and effectiveness of those other elements.  The Departmental Board operates within terms of reference which comply with the Code of Good Practice on Corporate Governance in Central Government Departments. A separate policy statement approved by the Board sets out the Department’s corporate governance arrangements in more detail.
Membership

3. The Board comprises:

· the Permanent Secretary (chair);

· Deputy Secretary;

· Director of Sport, Museums & Recreation Division;

· Director of Culture Division;

· Director of Finance;

· Director and Deputy Keeper of the Records (PRONI); and

· One Independent Board Member.

Attendance by Others

4. A representative from the Education Training Inspectorate also attends and an advisor to the Board.

5. The Heads of Governance Support Unit and Central Management Unit attend the meetings.

6. Other staff from the Department, other Departments, or sponsored bodies may be called to attend meetings as appropriate.

7. Governance Support Unit provides the Secretariat for the meetings.

Remit

8. Under the direction and control of the Minister, the Board’s remit is to:


· set the strategic direction for the Department, including its mission, vision, values and strategic objectives;

· develop, promote and oversee the implementation of policies and programmes in line with the Department’s strategic direction;

· develop and oversee the implementation of the Department’s strategic and business plans, including its contribution to the Programme for Government, Priorities and Budget, Public Service Agreements and NI Public Service reforms;

· monitor performance against corporate plans, budgets and targets;

· oversee the strategic management of the Department’s staff, finance, information, and physical resources;

· establish and oversee the implementation of the Department’s corporate governance arrangements; 

· agree responses to external reports where appropriate, and

· consider any other matters as deemed appropriate.

Matters for Board Consideration

9. The Board advises the Minister on all key matters affecting the Department.  Matters are normally set aside for collective discussion and agreement by the Board in the first instance because of their departmental wide implications, or other cross cutting nature, or they are novel and/or contentious.  The Board may decide, however, to delegate as considered appropriate.  Such matters may include:

· Policy matters;

· Annual resource allocations (priorities and budget/spending reviews);

· Departmental resource monitoring / Financial Control Reports;

· Legislative programme;

· Corporate risks;

· Resource accounts and annual report;

· Corporate human resources/planning;

· Corporate accommodation matters;

· Matters affecting corporate accountability;

· Corporate business plans;

· Corporate performance (Public Service Agreements and other Business Plan targets);

· Corporate communications/public relations issues;

· Corporate governance arrangements/issues;

· Department-wide or major initiatives;

· Oversight of reports and matters arising from its sub-committees;

· Management Letters;

· Expenditure/Significant Investment decisions;

· Cross-departmental issues;

· Assembly/Executive Committee Business.

Meetings

10. The Board normally meets on a monthly basis, a minimum of ten times per year. Meetings are not open to the public.  A minimum of 4 members of the Board must be present for the meeting to be deemed quorate.

11. In the absence of a Board Member, a deputy may be substituted.  In the absence of the Permanent Secretary, the Deputy Secretary chairs the proceedings. 

Conduct

12. When discussing issues that affect the whole Department, each member of the Board has a responsibility to act in the best interests of the Department as a whole.

13. Executive Members will be expected to take a corporate view of issues ahead of their specific business area interests, insofar as this is not inconsistent with Accounting Officer responsibilities, to rigorously examine and challenge all corporate issues before the Board and to do so in a constructive way.

14. Independent Members will:

· provide an independent and external perspective on the work of the Board;

· provide constructive challenges across the Board’s business; and

· challenge the rigour of Board processes.

15. Board members show leadership by promoting agreed values and standards and by applying the principles of public service as set out in the Appendix to the Department’s corporate governance policy statement.  They act as role models for others within the organisation, in terms of standards of personal behaviour.

Conflicts of Interest

16. Board members are responsible for advising the Board secretariat of any external interests which may conflict with duties and responsibilities and these are recorded in a formal register of interests.  The Board considers such conflicts in the following manner:

· the secretariat brings any new registered interests to the attention of the Board;

· the member with such an interest will explain the nature of the interest;

· the Board will determine if a conflict does or may exist and if so in what circumstances;

· where it is possible to determine in advance of any instance when the conflict will come into play, the Board will agree on how the Board member’s contribution to the departmental matter should be handled (eg by not contributing to the decision in question).  This will be recorded in the register of interests. 

Forward Work Plan

17. The Board approves a forward work plan for the year ahead, and a categorised agenda to which individual members contribute, is drawn up for each meeting.

Board Papers

18. Papers for consideration by the Board will normally be issued to Members by Governance Support Unit a minimum of 3 working days before the meeting.

Written Procedure

19. Exceptionally, (e.g. where a Board-approved response to a request is required by a deadline which precedes the next Board meeting) a paper may be distributed by the Board Secretariat to Board members for agreement by ‘written procedure’.  The content need not be further discussed, but will be formally ratified at the next Board meeting.

Minutes of Meetings

20. The business conducted at the Board, and actions required, are recorded in minutes prepared by Governance Support Unit. Minutes are published on the Department’s Intranet and Internet.

Other Committees

21. The Board may establish Committees to oversee and/or provide advice to the Board on, specific areas of work. The chairmanship and Terms of Reference of such committees are established by the Board.  Committees can be either time-bound or permanent, depending on the nature of the work.  A Departmental Audit and Risk Management Committee and a Finance Committee have been established.  The Board will receive regular reports from its committees.

Review / Evaluation

22. The Board should undertake an annual evaluation of its performance, and at least every two years, the Board should formally consider its remit, constitution and operating procedures. 

ANNEX B
DCAL ORGANISATIONAL

STRUCTURE


ANNEX C

DEPARTMENTAL BOARD -
FORWARD WORK PROGRAMME

	Policy
	Owner
	Review Period

	Child Protection
	Corporate Services
	Spring

	Risk Management Strategy
	Corporate Services
	Spring

	Data Management / Freedom of Information
	Corporate Services
	Summer

	Managing Attendance Policy
	Corporate Services
	Summer

	Section 75
	Corporate Services
	Autumn

	Corporate Strategy
	Corporate Services
	Autumn

	Annual ETI Report
	Maureen Bennett
	Autumn

	ARMC TOR
	ARMC
	Autumn

	Business Continuity Plans
	Corporate Services
	Autumn

	Fraud Prevention Policy
	Corporate Services
	Winter

	Whistle-blowing Policy
	Corporate Services
	Winter

	Corporate Governance
	Corporate Services
	Winter

	Departmental Board TOR
	Departmental Board
	Winter


ANNEX D

DEPARTMENTAL BOARD – 
STANDING ORDERS
Meetings 
• The Board will meet monthly, at least 10 times per year. 

• Meetings will usually be held on the last Tuesday of the month, between 9am and 12pm, in Causeway Exchange, Belfast. 

Membership 
• The Board members are: the Permanent Secretary (Chair); the Deputy Permanent Secretary; and Heads of Division. It will also include an Independent Board Member. 

• Other staff or individuals may attend the Board on occasion, by invitation, as deputies, observers, or to present papers. 

Secretariat 
• Governance Support Unit (GSU) will provide the secretariat. 

• Papers for discussion at each Board meeting will be commissioned at least two weeks in advance, as determined by the work programme. 

• An agenda and papers will be issued to Board members a minimum of 3 working days before the meeting. 

• Minutes of Board meetings will be issued to Board members within five days of each meeting. A Summary of Board Outcomes will be circulated to staff within five days. Minutes of meetings will be agreed at the following meeting and published on the internet within three working days. 

Review 
• An Annual Report on the Board’s activity will be prepared as part of the material accompanying the Department’s Annual Report and Resource Accounts. 

• The Board will also undertake an annual evaluation of its performance and membership. Every two years it will consider its remit, constitution and operating procedures. 

ANNEX E 

PRINCIPLES OF PUBLIC LIFE
All those who serve the public, including Board Members of ALBs and ALB staff and management, are required to follow the Seven Principles of Public Life as set out by the Committee on Standards in Public Life.  These principles are commonly referred to as the Nolan Principles after the original Chair of the Standards Committee.

The Principles are:-

1) Selflessness – Holders of public office should take decisions solely in terms of the public interest.  They should not do so in order to gain financial or other material benefits for themselves, their family, or their friends.

2) Integrity – Holders of public office should not place themselves under any financial or other obligation to outside individuals or organisations that might influence them in the performance of their official duties.

3) Objectivity – In carrying out public business, including making public appointments, awarding contracts, or recommending individuals for rewards and benefits, holders of public office should make choices on merit.

4) Accountability – Holders of public office are accountable for their decisions and actions to the public and must submit themselves to whatever scrutiny is appropriate to their office.

5) Openness – Holders of public office should be as open as possible about all the decisions and actions that they take.  They should give reasons for their decisions and restrict information only when the wider public interest clearly demands.

6) Honesty – Holders of public office have a duty to declare any private interests relating to their public duties and to take steps to resolve any conflicts arising in a way that protects the public interests.

7) Leadership – Holders of public office should promote and support these principles by leadership and example.

ANNEX F  
DEPARTMENTAL AUDIT COMMITTEE 
TERMS OF REFERENCE
Role and Authority 

The Department of Culture Arts and Leisure has established an Audit and Risk Management Committee (ARMC) to support it in its responsibilities for issues of risk, control and governance and associated assurance by:

· Reviewing the comprehensiveness of assurances in meeting the Board / Accounting Officer’s assurance needs;

· Reviewing the reliability and integrity of these assurances;

· Providing an opinion on how well the Board and Accounting Officer are supported in decision taking and in discharging their accountability obligations (particularly in respect of financial reporting).

The Audit Committee has been established and functions in accordance with best practice contained in the HM Treasury Audit Committee Handbook and the Corporate Governance in Central Government Departments Good Code of Practice.

The ARMC is a committee of the Departmental Board and is an independent advisory committee with no executive functions.  

The Terms of Reference for the ARMC is approved by the Departmental Board and will be reviewed annually

Membership

The Committee is comprised of 3 members.  They are:

	Non-executive Board members
	Name 
	Date Appointed

	
	Stephanie Lowry
	November 2006

	
	
	

	Independent members
	
	

	
	Stuart Cuddy
	September 2009

	
	Keith Morrison
	September 2009


The Committee will be Chaired by Stephanie Lowry

The Committee will be provided with a secretarial function by Governance Support Unit  

If Executive Board members are appointed to the Committee they will be rotated every 3 years.

Meetings

The Committee will meet at least 4 times a year, however, the Chair of the Audit Committee may convene additional meetings as deemed necessary.

A minimum of 2 members of the ARMC will be present for the meeting to be deemed quorate.

Committee meetings will normally be attended by the Accounting Officer, Director of Finance, the Head of Internal Audit, the Head of Governance Support Unit and a representative of External Audit.

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 Departmental Board may ask the Committee to convene further meetings to discuss particular issues on which they want the Committee’s advice.

Access

The Head of Internal Audit and the NIAO representative will have free and confidential access to the Chair of the Audit Committee.

The Chair of the Audit Committee should make arrangements to meet with each of the Accounting Officer, the Finance Director, the Head of Internal Audit and the NIAO representative bilaterally at least once a year.

Reporting

The ARMC’s agenda and minutes will be circulated to all Board members to keep them up-to-date with the work of the Committee.

The Committee will formally report back in writing to the Departmental Board after each meeting.  This report will clearly communicate the ARMC’s advice and recommendations to the Board.  

The Audit Committee will provide the Board with an Annual Report, timed to support finalisation of the accounts and the Statement on Internal Control, summarising its conclusions from the work it has done during the year.

Responsibilities

The Committee will advise the Departmental Board on:

· the strategic processes for risk, control and governance and the Statement on Internal Control;

· the accounting policies, the accounts, and the annual report of the organisation, including the process for review of the accounts prior to submission for audit, levels of error identified, and management’s letter of representation to the external auditors;

· the 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;

· assurances relating to the corporate governance requirements for the organisation;

· anti-fraud policies and whistle-blowing processes.

Rights

The Audit Committee may: 

· Co-opt addition members for a period not exceeding a year to provide specialist skills, knowledge and experience

· Procure specialist ad-hoc advice at the expense of the organisation, subject to budgets agreed by the Board.

Information requirements

For each meeting the Committee will be provided with:

Risk Management

A report on progress towards achievement of the business plan actions and any resultant impact on the risk assessment.  This will highlight where there has been slippage in the business plan actions and identify any resultant impact on the level of risk or significant changes to the Corporate Risk Register.

Internal Audit 

A progress report from the Head of Internal Audit summarising:

· work performed (and a comparison with work planned);

· key issues emerging from Internal Audit work;

· management response to audit recommendations;

· changes to the Annual Audit Plan;

· any resourcing issues affecting the delivery of Internal Audit objectives

External Audit

A progress report from the External Audit representative(s) summarising work done and emerging findings.

As appropriate the Committee will be provided with:

· Draft SIC and Accounts

· HIA’s Annual Assurance Statement 

· Proposals for the Terms of Reference of Internal Audit

· The Internal Audit Strategy and Audit Plans

· Fraud Reports

· Quality Assurance reports on the internal audit function

· A report on any changes to accounting policies

· External Audit’s management letter

· A report on any proposals to tender for audit functions

· A report on co-operation between Internal and External Audit

Evaluation of Performance 

The ARMC will assess its own effectiveness on an annual basis.  The Committee will formally report the results of its review of effectiveness to the Departmental Board.  

ANNEX G  

FINANCE COMMITTEE 
OF THE DEPARTMENTAL BOARD 
TERMS OF REFERENCE 
The purpose of the Finance Committee is to:

1.  Review the finance element of draft Board papers and make amendments as necessary

2.  Brief participants on more technical aspects of Board finance papers and 

3.  Ensure through 1 and 2 that subsequent Board discussions are as fully informed as possible.
Further development to take place.
Annex H

Public Service Agreement Board

Terms of Reference 

Introduction 
1. The Public Service Agreement Board (PSA Board) exists to assist the PSA Senior Responsible Owner(SRO) in assuring himself that progress is being made towards the achievement of the Department’s responsibilities under the Programme for Government (PfG) 2008-11.

2. In addition the PSA Board is responsible for assuring itself that progress towards PSA targets is being made within the relevant governance, risk management and value for money frameworks.

3. This document details the PSA Board’s remit, membership and operating procedures.

Remit of PSA Board
4. The PSA Board is responsible for setting and reviewing the Department’s strategy in relation of achieving targets and key goals outlined under the PfG.

5. The PSA Board is responsible for ensuring that relevant inputs to quarterly returns to DFP and PEDU(Performance Evaluation and Delivery Unit) contain accurate and up to date information

6. The Board’s remit in terms of the achievement of PSAs is to confirm that progress is being made and, where necessary, to ensure that remedial action is taken so the Department can deliver PSA results within agreed timescales. Individual business areas are responsible for the delivery of PSAs.

7. The PSA Board will be chaired by the Senior Responsible Owner(SRO). It is the role of the Senior Responsible owner to:

· Ensure that the PSA Board is established in line with direction from OFMDFM.

· Ensure that co-ordinated action or approaches are taken on genuinely cross cutting activities.

· Use the Board to influence contributing Departments to progress dependent actions in a timely fashion.

· Ensure appropriate reporting mechanisms, data systems, risk management frameworks and delivery structures/processes are in place in relation to PSA targets.

· Ensure that quarterly returns on progress against PSA targets are provided in line with agreed deadlines.

8. The PSA Board will:

· Monitor the Department’s achievements against PSA targets and milestones

· Ensure that any risks are recognised and, where necessary, instigate mitigating actions

· Provide strategic direction in relation with relation to the Programme for Government within the Department

· Determine priorities and set objectives in relation to PSA achievement

· Ensure sufficient resources are available in relation to PSA achievement

· Ensure that governance, risk management and value for money frameworks are in place in relation to PSA targets

9. It is to be noted that the responsibility for delivery of action plans in order to achieve PSA targets does not lie with the Board. This responsibility is delegated to owners of individual PSA targets. Heads of branch will be designated as PSA target owner for any targets which falls within their remit.

10. PSA Target Owners will:

· Develop Business and action plans in order to deliver Programme for Government priorities

· Manage PSA associated risks

· Ensure that Arms Length Body business plans align with DCAL’s obligations under the PfG

· Monitor resourcing in relation to the achievement of PSA targets.

· Participate in monitoring exercises as required by the PSA Board

· Deliver results as dictated by the PfG.

Membership 
11. Membership comprises: 

· the Permanent Secretary (chair/Senior Responsible Owner);

· Deputy Secretary;

· Head of Sport, Museums & Recreation Division;

· Head of Culture Division;

· Head of Finance and Governance Division;

· Head of Departmental Change Programme;

· Director and Deputy Keeper of the Records (PRONI); 

· One Independent Board Member; and 

· Education Training Inspectorate Representative.

OPERATING PROCEDURES

Meetings

12. The Board will meet on a quarterly basis. Meetings are not open to the public.  A minimum of 4 members of the Board must be present for the meeting to be deemed quorate.
13. In addition the board may be asked to meet on a more frequent basis if the Senior Responsible Owner deems it to be necessary.

Conduct 

14. Board members have a responsibility to take decisions both corporately and objectively, acting in the public interest in keeping with the Seven

Principles of Public Life (attached at Annex A). 

Minutes

15. Quarterly meetings will be minuted. Business conducted at the Board, and actions arising will be recorded in order to provide assurance to the Departmental Board that progress is being made in relation to the Programme for Government. Minutes will be considered fully discoverable under Freedom of Information.

Secretarial Support

16. Secretarial support to the PSA Board will be provided by Governance Support Unit.

The Seven Principles of Public Life 
Selflessness 
Holders of public office should take decisions solely in terms of the public interest. They should not do so in order to gain financial or other material benefits for themselves, their family, or their friends. 

Integrity 
Holders of public office should not place themselves under any financial or other obligation to outside individuals or organisations that might influence them in the performance of their official duties. 

Objectivity 
In carrying out public business, including making public appointments, awarding 

contracts, or recommending individuals for rewards and benefits, holders of public office should make choices on merit. 

Accountability 
Holders of public office are accountable for their decisions and actions to the public and must submit themselves to whatever scrutiny is appropriate to their office. 

Openness 
Holders of public office should be as open as possible about all the decisions and actions that they take. They should give reasons for their decisions and restrict information only when the wider public interest clearly demands. 

Honesty 
Holders of public office have a duty to declare any private interests relating to their public duties and to take steps to resolve any conflicts arising in a way that protects the public interests. 

Leadership 
Holders of public office should promote and support these principles by leadership and example. 

Annex I

Capital Programme Management Board

Terms of Reference 

Currently being drafted
ANNEX J
GUIDANCE FOR COMPLETION 
OF QUARTERLY ASSURANCE 
    STATEMENTS
Introduction

1. The purpose of this document is to provide guidance on the production of the Assurance Statements to be completed by all Directors and Grade 7s in DCAL, on a quarterly basis.

What are Assurance Statements?

2. It is essential that a sound system of internal control is in place to support the achievement of DCAL’s policies, aims and objectives and targets at all levels.  At the end of each financial year the Permanent Secretary is required to sign a Statement on Internal Control summarising the extent to which the Group’s internal control systems have managed key risks.  Alongside other controls such as Risk Registers, Business Level Meetings and Senior Management Team Meetings, Assurance Statements  are intended to provide the Permanent Secretary with an assurance that effective internal controls are in place and key risks are being managed to enable the achievement of business objectives.  They are also designed to provide a formal early warning system at relevant levels to the risk of not achieving business objectives.

3. As the means by which Managers and Directors provide formal confirmation on the effectiveness of the systems of internal control they have in place to fulfil their responsibilities, Assurance Statements should be completed with honesty and openness to enable the Permanent Secretary and to sign-off his Annual Statement on Internal Control.   

4. The purposes of Assurance Statements are:-

· to capture and record robust evidence to support the production of the Statement on Internal Control;

· to promote and improve corporate governance standards; and

· to enable emerging problems to be highlighted in a timely way.

5. Assurance Statements should be completed applying the thinking that ‘hearing good news is nice, but we need to hear bad news quicker’.  There are no penalties for reporting bad news but concealing it will not be tolerated.  Each Assurance Statements should, in relation to the Director’s/G7’s specific area of responsibility, provide a balanced assessment of the risk to the delivery of their agreed business objectives/targets.  

 Completion of Assurance Statements 


Evidence

6.     In producing their Assurance Statements, Directors and G7s should identify and record the various sources of evidence that support the effectiveness of their internal control systems. The person signing the certificate has personal responsibility to ensure that the evidence available is sufficient to provide assurance that the underpinning performance checks / documentation exist to verify the statements outlined in the Assurance Statements. From time to time he/she should examine and review the processes to ensure that they are content that lower level procedures are being robustly applied.  


Exception Reports

7. It is not necessary to produce an exception report for all reported items where full assurance cannot be provided.  Only significant control failings or weaknesses identified that are likely to impact on the ability to deliver against business targets/objectives should be reported. An exception report should be attached to the relevant assurance statement It should set out, in summary form, the root cause(s) of the problem, the actions being taken to rectify them and should also provide a realistic estimated time for recovery, where appropriate.  (Examples of a significant control failing or weakness would be non-compliance with a management check(s) on accuracy, potentially resulting in a reduction in quality, or failure to implement agreed audit findings in a timely way).


Timing of Completion

8. Grade 7 Assurance Statements should be completed quarterly and passed to the relevant Director for review and discussion where necessary by the end of the first week after quarter end. A copy should also be forwarded to the G7 in Governance Support Unit at the same time. Copies of completed Grade 7 Assurance Statements should be retained by the relevant Director’s Personal Secretary.  These copies can be held on trim but must have an electronic signature.


9. Directors Assurance Statements should be completed quarterly.  A signed hard copy should be forwarded to the G7 in the Governance Support Unit by the end of the second week after quarter end. These copies can be held on trim but must have an electronic signature.


10. A reminder will be issued by Governance Support Unit prior to each quarter end.

11. Copies of the generic Assurance Statements and Exception Reports are appended to this guidance for information and copying. Assurance Statements should be treated as ‘living’ documents and not merely completed as a matter of course using the generic format. For example, it may be that a key statement will not always be applicable throughout the year e.g. development and communication of Divisional Business Plan. In addition, in completing the Assurance Statements it may be appropriate, on occasion, to highlight an additional key area/activity relevant to that particular business area. The relevant Assurance Statements should be amended accordingly and a separate note detailing the matter appended.

Supporting Notes

Statement 3; Examples of Managerial/Supervisory Checks (not exhaustive)

Invoice stamping and authorisation

Performance Management

Audit Recommendation Follow-up

Team Meetings for Updates

Accountability meetings are conducted correctly

Procurement is conducted in line with policy

Statement 6; Health and Safety

Line managers should

· Ensure that all incidents are reported to the Health and safety co-ordinator

· Inform the HSC of any changes in working practices, which would require existing risk assessments to be reviewed or carried out.

· Ensure that staff Health and safety training needs are identified. 

Statement 7; Current Equality Unit Policies 

Health & Safety at Work

Older Peoples Strategy

Sexual Orientation Action Plan

Racial Equality Strategy

Children & Young People Action Plan

Anti Poverty and Social Inclusion

Migrant workers Strategy

Gender Equality

Disability Policy

DIRECTOR’S ASSURANCE STATEMENTS

 DIVISION:  …………………………………….  

Position at Quarter ended__________________ (Month)

I am satisfied, and can give an assurance, that the following information is correct and that sufficient performance checks/documentation exists to verify the statement.

	Key Statements
	Yes


	No


	Method of

Assurance

	1.  Divisional Business Plan developed, and PSA and other targets have been disaggregated to the appropriate level and discussed with staff (First Quarter only)
	
	
	

	2.  Progress against Divisional Business Plan reviewed and on target, including the responsibility for the action plans to deliver and achieve PSA targets.
	
	
	

	3.  All Managerial/Supervisory checks performed as appropriate to business area and, where applicable, remedial action taken. 
	
	
	

	4.  Findings and recommendations of independent Audits agreed and implemented in line with action plans, e.g. Internal Audit, NIAO 
	
	
	

	5.  Expenditure to date reviewed, reprofiled and changes agreed with Finance as necessary. 
	
	
	

	6.  All line management responsibilities have been carried out i.e. Staff Development/Training needs agreed; Managing Attendance procedures effectively implemented; Health and Safety issues appropriately identified and actioned; and Performance Management actions completed. 
	
	
	

	7.  Risk Management:  A quarterly review of the Risk Register has been undertaken. New risks have been identified and added where appropriate. All previous additional actions have been taken and future additional actions identified and allocated.  Where relevant, a safeguarding children and vulnerable adults policy, data protection policy and other policies noted in guidance are in place in the ALBs and the Division.


	
	
	

	8.  Appropriate management behaviours/leadership culture embedded at all levels in accordance with Corporate Governance  Framework
	
	
	

	9.  Key messages from Departmental Board communicated to staff and feedback received
	
	
	


I certify that the information given on this certificate is complete and correct and that I have carried out appropriate verification. Where appropriate I have attached an exception report 

Signed:
……………………………………………………………………

Date:

…………………………………..

Notes

Note 1:  Where ‘No’ is indicated, please detail the problem by way of exception report, recovery action in place and prospects for the future.
Note 2:
Indicate method of assurance, e.g. re-performance checks, review of management information.

ASSURANCE STATEMENTS - EXCEPTION REPORT

Division……………………………………………

Position at quarter ended…………………….. (Month) 

	Statement
	Issue

(include details of the problem, remedial action in place and prospect for future)

	
	

	
	

	
	

	
	

	
	


ASSURANCE STATEMENTS - G7 STATEMENT

Branch……………………………….

Position at end of__________________ (Month)

I am satisfied, and can give an assurance, that the following information is correct and that sufficient performance checks/documentation exists to verify the statement.

	All Commands
	Yes


	No


	Method of

Assurance

	1. Divisional and Branch Business Plan discussed with staff and targets disaggregated to the appropriate level (first quarter only)
	
	
	

	2. All agreed allocated targets/ responsibilities shown in Branch Business Plan on target, including the responsibility for the action plans to deliver and achieve PSA targets.
	
	
	

	3. All Managerial/ Supervisory checks performed as appropriate for business area and remedial action taken where necessary
	
	
	

	 4. Findings and recommendations of independent Audits agreed and implemented in line with action plans, e.g. Internal Audit, NIAO 
	
	
	

	5.Expenditure to-date reviewed and re-profiled as necessary


	
	
	

	6.  All line management responsibilities have been carried out i.e. Staff Development/Training needs agreed; Managing Attendance procedures effectively implemented; Health and Safety issues appropriately identified and actioned; and Performance Management actions completed. 
	
	
	

	7.  Risk Management:  A quarterly review of the Risk Register has been undertaken. New risks have been identified and added where appropriate. All previous additional actions have been taken and future additional actions identified and allocated.  Where relevant, a safeguarding children and vulnerable adults policy, data protection policy and other policies noted in guidance are in place in the ALBs and the Division.


	
	
	

	8. Appropriate management behaviours/leadership culture embedded at all levels in accordance with Corporate Governance Framework
	
	
	

	9. Key messages from HOD communicated to staff


	
	
	


I certify that the information given on this certificate is complete, the information is correct and that I have carried out appropriate verification.

Signed: 
………………………………………………………………….


Date:  

……………………………

Note 1:  Where ‘No’ is indicated, please detail the problem by way of exception report, recovery action in place and prospects for the future.

 Note 2:
Indicate method of assurance, e.g. re-performance checks, review of management information.


ASSURANCE STATEMENTS - EXCEPTION REPORT

	Statement
	Issue

(include details of the problem, remedial action in place and prospect for future)
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�  Managing Public Money (NI) sets out the main principles for dealing with resources used by public sector organisations in the Northern Ireland (NI).
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