
[image: image1.jpg]North I\trfolk

community partnership

....ideas into actions




NORTH NORFOLK COMMUNITY PARTNERSHIP (NNCP)

TERMS OF REFERENCE

CONTENTS (MAY 2008)
1 SUMMARY
 Page 1

2 AIMS
 Page 1

3 MANAGEMENT STRUCTURE
 Page 2

4 ROLES AND RESPONSIBILITIES (INDIVIDUAL MEMBERS AND GROUPS)
 Page 2
5 DECISION MAKING 
 Page 9
6 POLICIES ADOPTED
 Page 9
1. Summary

The North Norfolk Community Partnership (NNCP) is North Norfolk’s Local Strategic Partnership (LSP) (“the Partnership” or “NNCP”).  This paper sets out the management structure for NNCP and the terms of reference for each body that makes up the Partnership.  It is important to recognise NNCP as a framework of bodies rather than as an individual body - a partnership of partnerships”.

2. Aims

The overall aim of NNCP is to articulate a vision for the future of North Norfolk, to improve the quality of life for people living in the area.  By engaging a range of partners and consulting local people, shared priorities can be agreed - as laid out in the North Norfolk Sustainable Community Strategy 2008-2011 (“the Community Strategy”).  

The aim of the shared vision is to address the priority area identified in the commissioning plan and enable a range of joint projects and activities to be agreed and collated in the North Norfolk Community Partnership overall plan of action 2008-20011.
Specific aims are to:

· Identify and respond to the needs and priorities of North Norfolk people, by making timely and open decisions.

· Develop the Community Strategy to promote economic, social and environmental well being.

· Monitor and evaluate progress in achieving the goals and priorities set out in the Community Strategy. 

· Regularly review the Community Strategy by consulting partners and North Norfolk residents.

· Influence all public, private, voluntary and community organisations to help deliver the goals and priorities contained in the Community Strategy through their day to day work.

· Increase joint working, shared resources and co-operation between organisations.

· Develop new initiatives and programmes that help deliver the shared vision.

· Support the co-ordination of local partnerships, initiatives and plans.

· Raise the profile of North Norfolk and in particular promote its achievements.

· Provide effective ways for the community to contribute to the development of policies and services.

· Make best use of all available resources, including grant funding and be accountable for this.

· Provide a co-ordinated approach to new central government initiatives.

· Ensure through regular communication, the community of North Norfolk is kept fully informed.

· Ensure that the Partnerships activities are subject to scrutiny. 

· Act as the identified link to the County Strategic Partnership for Norfolk.  This includes identifying linked district and county projects to assist with the delivery of Norfolk’s Local Area Agreement (LAA), and promote partnership working between local, district and county levels.
3. Management Structure of the North Norfolk Community Partnership
The Sustainable Community Strategy and its supporting plan of action 2008-2011 is a process to tackle North Norfolk’s main needs as identified in a district-wide consultation. 
Priority issues, needs and targets on a County and National level, which impact on North Norfolk, have also been identified by other agencies and are currently contained in the Norfolk Local Area Agreement (LAA). The LAA currently sets out the priorities for Norfolk over the next 3 years, and is a contract between the County Strategic Partnership (CSP) and central government.

NNCP is represented at County level through the NNCP Chairperson’s membership of the CSP’s Board, and the Chief Executive of the District Council being a member of the CSP Management Steering Group. 
NNCP agreed to support the delivery of the Norfolk LAA targets where they meet known local needs and priorities as identified in the Community Strategy. The NNCP Board is made up of an inclusive range of partner organisations and is ultimately responsible for the strategic delivery of the Community Strategy.  
In order to ensure NNCP’s local projects can be delivered, NNCP has systems in place for monitoring and performance measurement purposes.  When some of these  projects are linked to countywide projects and targets within the LAA, this  process of  monitoring and measurement needs to apply to both district and county levels.
The Board of NNCP will identify the gaps where priorities could be addressed by the partnership and commission 3 thematic groups - linked to the 3 strategic priorities - to devise a focused action plan to deliver on each priority The thematic group champion with the thematic group partners will identify, assess, support delivery and monitor the partnership projects within the thematic groups.
NNCP has no legal status, therefore NNDC, being a statutory body assumes legal accountability.
The NNCP structure includes:

The North Norfolk LSP Stakeholder Forum:

North Norfolk Community Partnership Board
Thematic groups and Specialist Reference Groups 

NNCP Scrutiny Committee 

Local Area Partnerships

A North Norfolk Community Fund Grants Panel 

4. Roles and Responsibilities

4.1 Stakeholder’s Forum

Membership:

The membership brings together the public, private, voluntary and community sectors involved in local service provision. The Forum is the gathering of a wide spectrum of people and groups with an interest in shaping their community in an open meeting, to enable progresses to be promoted and local priorities reviewed and future plans assessed. The NNCP Board reports to this forum which meets annually. 

Role

· Engage and widen the range of interests influencing the vision
· Provide endorsement of identified priorities and any actions or proposed actions by the Partnership
· Enable accountability of the partnership to the wider North Norfolk community 
· Feed back to the community.

· Act as a consultative body for any change to the vision

· Build alliances and share issues

Frequency of meetings

Annual, unless an extraordinary meeting is required. Meetings are likely to take the form of conferences with facilitated workshops.

Administration/Support

NNCP Management and administrative resources 

4.2  NNCP Board

Membership:

Membership, which should be limited to ensure the Board’s ability to operate at a strategic level, embraces a whole range of influential organisations in the public, community, voluntary and business sectors.  Typically, organisations with significant mainstream funding and those representing a wide number of groups should form the Board. 
An independent Chair

Chief executive of the North Norfolk District Council

Leader of the District Council 

Plus a representative of:

· Norfolk Police Constabulary
· Norfolk Primary Care Trust

· North Norfolk Skills Partnership 
· North Norfolk Business Forum 
· Voluntary Sector (2 Seats) 
· Norfolk County Council (2 Seats – Member and Officer)
· Norfolk Rural Community Council
· Member of the Scrutiny Committee – ex officio
· Victory Housing Trust
· Local Area Partnership Association
· Norfolk County Association of Parish and Town Councils 
Each organisation will be responsible for nominating its own representative. They will ensure their nominee has their support and has a position of authority within their organisation i.e. Senior Member, Chief Executive, Director and has undergone a Criminal Records check. The representative must be prepared to:

· Only name substitutes, fully briefed and with appropriate authority can attend (open to review) 

· Be accountable for their organisations performance within the NNCP and delivery of the Community strategy
· Be an ambassador for the NNCP within their organisation and the wider community

· Be supportive of new and innovative solutions in terms of local service delivery and providers to meet local needs

Expenses

Expenses will only be paid to those members of the Board who cannot get reimbursement for their Partnership activities from their own Organisation. Payment will be at those rates annually agreed by the Board and on submission of a claim form to the NNCP Manager. 

Role

· Set the strategic direction/Vision for the Partnership, provide leadership and focus 
· Deliver via partnership working, the Vision for improving the quality of life in North Norfolk by:

· Producing North Norfolk’s Community Strategy,  commissioning Plan and overall Plan of Action 

· Exploring opportunities to combine budgets to achieve shared goals

· Commit resources of the partnership along with resources from within partner organisations 
· Bring together the key decision-makers in the District , in a way that is visible, meaningful, and accountable to local people

· Maximise the potential for linking areas of common interest and have a shared strategic agenda
· Reconcile competing interests, steering collective partnership capacity, and harnessing community support for an agreed set of goals 

· Wherever possible, undertaking joint consultation work

· Identifying and removing areas of overlap and duplication

· Co-ordinating action to be taken by Thematic groups

· Appoint ‘Champions’ to support and oversee the work of the thematic groups and be responsible for the Teams performance

· Give leadership to the achievement of Norfolk’s  three-year Local Area Agreement, and encourage  innovation and diversity to meet local priorities and needs
· To oversee performance and risk management that will ensure that actions are visible and accountable and evidence achievement of the LAA outcomes and targets   
· To manage NNCP agreed budget streams through joint planning and resource allocation, for the better achievement of shared priorities.

· Agree and be responsible for the overall commissioning plan and subsequent overall plan of action with clearly identified responsibilities, targets and monitoring mechanisms.

· Monitor the overall performance of the thematic groups 

· Monitor the performance of projects in receipt of funds from the partnership including LAPs.

· Challenge performance and if necessary be prepared to  take appropriate measures to ensure success

· Monitor and promote NNCP grant funding activities

· Promote North Norfolk.

Frequency of meetings

 Every two months.
Reports to 

Stakeholder’s Forum

Administration/Support

· Operational management support provided by NNCP Manager 

· Administration provided by NNCP funded Administrator.

· Project support provided by Project management coordinator 
4.3  Chair


The Chair must be independent from the individual partner agencies engaged within the Partnership, and is elected for a three-year term by the Board. 

Role

· Lead the NNCP Board in the delivery of the NN Community Strategy, commissioning Plan and overall plan of action
· To Chair effectively, meetings of the NNCP Board ensuring active participation of all Board members

· Provide strategic challenge on the business and organisation of the NNCP

· Achieve alignment and coordination across the partners comprising the NNCP, fostering an environment of consensus and joint working

· Be a champion and advocate for the NNCP locally, regionally and nationally

· Represent NNCP on the Norfolk County Strategic Partnership

· Provide, on behalf of the Board, direction and support to the NNCP Manager alongside the delegated line management provided by the NNDC Chief Executive

Appointment

The Board will appoint an individual who commands the trust of the majority of partners. This person may, or may not, be an existing member of the Board.  The Board controls the appointment of the Chair meeting the requirement to “command the trust of partners”. 

Term of Office

The term of office for the Chair should be three years in duration, subject to review within this period if deemed necessary by the Board, taking effect from the first Board meeting after 31 March in the year of an election.  The Chair may serve a maximum of two consecutive terms of office.

Expenses

The Chair is entitled to claim reasonable out of pocket expenses in respect of travel, subsistence, and other costs associated with the role as Chair, if not recoverable from any other source. The Board will determine the levels of payment annually and payment will be on submission of a claim form to the NNCP Manager.

4.4 Vice – Chair

The Board will elect the Vice-chair every three years. Either the Leader or Chief Executive of North Norfolk District Council will normally hold this office, in recognition of the support given by that organisation.
Role:

· Support the Chair in leading  the NNCP Board in the delivery of the NN Community Strategy, commissioning Plan and overall plan of action

· To assume the Chairperson’s role when the elected chairperson is unavailable

· To draw up, negotiate with government, and then deliver a set of localised targets linked to national and local priorities via a Local Area Agreement

· To act as an agent for the transformational change needed, if new forms of public service delivery are to be embedded across many workforces, and if public perceptions of the value and importance of good government at local level are to be heightened in the long term.

· Facilitate the engagement , achieve alignment and coordination between NNDC and NNCP

· Support the NNCP in providing strategic challenge for the partners of the NNCP

· Foster an environment of consensus and joint working with partners.
· Be a champion and advocate for the NNCP locally, regionally and nationally

· Represent NNCP at the Norfolk County Strategic Partnership level when required 

· Provide direction and support to the NNCP Manager alongside the Chair and the  NNDC delegated line management 

Appointment

The Board will appoint either the Leader or the Chief Executive of the North Norfolk District Council for a term of 3 years. 
4.5. A NNCP Manager

Role

· Co-ordinate and administer the day-to-day activities of the Partnership

· Co-ordinate the contributions of partners to aid the delivery of the Community Strategy, commissioning and subsequent  Action Plans
· Ensure that Board meetings and other associated meetings (scrutiny committee)  are supplied with timely information, managers report, budgets, agenda and minutes

· Prepare the Annual report for approval by the Board 
· Provide management support to the Board and scrutiny committee.

· Monitor the progress of projects and their performance and report to the Board
· Attend projects meetings and provide support to ensure delivery of outcomes by agreed dates

· Gather and analyse information, evaluate opinions where necessary and make recommendations to Board and other related groups

· Liaise with partner organisations on a regular basis
· Investigating and shaping proposals/policies for submission to the Board

· Make recommendations to the Board on policies, proposals or projects

· Actively participate in the Local Strategic Partnership networks at County and Regional levels


and report to Board. 
· Prepare budgets and financial plans in consultation with funding partners for approval by the Board

· Manage on a day to day basis the finances and budgets of NNCP

· Design new processes when required , and implement when agreed by the Board 

· Develop and maintain a performance management system to enable timely decisions and ensure agreed outcomes and priorities – 

· Actively monitor the achievements of NNCP in delivering the Community Strategy Action Plan

· On the Board’s behalf promote and manage the Partnerships grant funding activities through the Norfolk Community Foundation and the North Norfolk Community Grants panel

· Organise consultations and write proposed refreshed strategy as and when required.


Administration/Support:  resources to support the Partnership Manager 

Reports to:  NNCP Board

4.5. B. Project Management Coordinator: 

Role:
· Broker discussions about key issues relating to the NNCP and LAPs 

· Support the sharing of best practice in LAPs and facilitate LAP engagement with North Norfolk District Council 

· Actively support LAPs, attend meetings and provide assistance when appropriate

· In collaboration with partners, identify possible projects, develop into project plans, feasibility studies and proposals.

· Assist in the evaluation and risk identification of projects

· Identify and implement project governance when required 

· Identifying and secure grant funds for major projects when required

· Developing and maintaining appropriate systems and procedures for grant, project and performance management.

· Applying and scaling PRINCE 2 project management methodology and processes

· Assist in procurement and contract management

· Develop and implement a communication structure for the NNCP

Reports to: 
NNCP Board and NNDC Strategic Director for Communities 
4.6 Thematic Groups 

The 3 thematic groups are linked to the 3 priorities identified in the refreshed sustainable community strategy 2008-2011.
The 3 groups will have a strategic overview of their own priority and ensure delivery through focused multi agency projects addressing the following priorities. 

· Improved housing

· Good jobs with prospects

· A nice place to live, work and visit.

The 3 thematic groups will be proactive in delivering the Board commissioning plan, LAA outcomes  and NN vision and able to report to the Board on their performance.. 

Membership

It is paramount that the appropriate skills and expertise are represented within the 3 thematic groups. 
Each thematic group will be lead by a Champion who will be elected by the NNCP Board supported by a team of professionals with appropriate skills and expertise from partner organisations and other stakeholders, to deliver projects in their respective Action Plan.  
Membership will be made up of named officers from partner organisations which sometimes mirror the Board representation. In nominating an officer, partner organisations will ensure that the person is of sufficient seniority and has the skills/experience and capacity to support the NNCP Vision and work priorities. They will be able to influence the allocation of appropriate resources , commit the capacity as necessary on behalf of their organisations to assist the delivery of NNCP projects and priorities.
The delivery role of the thematic groups will also call for representatives from organisations whose actions impact on the quality of life and on opportunities open to local residents will be sought and encouraged i.e. the Local Area Partnerships. 
Multi-agency projects will be identified at the thematic group level and agreed at Board Level.

Each thematic group will have its own  Action Plan, to be collated at Board level into an overall Plan of Action for the period 2008-2011.

These multi-agency projects sitting within each thematic group  will be delivered by Project Teams headed by a  Lead Officer  - some of whom will be members of the 7 Local Area Partnerships or Specialist Resource Groups. The project Leads  will report on their progress and performance to the Thematic Groups and ultimately the Board if necessary.
Role of the thematic groups
    Define strategies / delivery and resource plans to deliver their respective aspect of the  NNCP commissioning plan 
· Identify and plan for the use of resources to achieve the LAA outcomes and to monitor progress 
against these plans during the year
· To bring together the key decision-makers in a way that is visible, meaningful, and accountable to the Board and contributes to the delivery  of the NNCP vision
· Identify joint priorities, pool skills, expertise and resources to achieve agreed outcomes.
·  Assessing new projects prior to presentation to the Board
· Determine the plans, mechanisms and timescale for the integration within the overall delivery of the strategy 
· Co-ordinating action to be taken by Thematic groups partners 
· Communicate and oversee the delivery of agreed projects
· To bring together the key decision-makers in a way that is visible, meaningful, and accountable to the Board and contributes to the delivery of the NNCP vision 
· Engage with all the partners including LAPs and SRG to further local priorities and resource proposals

· Contributing effectively to LAA outcomes and targets
· Liaise regularly with the NNCP Core team  regarding the thematic group performance and bring to their attention any matters likely to impede progress and requires support 
· Using information from the performance management system, challenge poor performance of project teams within their thematic group and work with them to ensure delivery of outcomes by agreed dates
· Champion and be advocates for NNCP within their own and other organisations
· Collect and co-ordinate performance information
· Provide in the prescribed format, regular reports on performance against targets/outcome to the Board 

Frequency of meetings

As required by each group respective action plan to ensure delivery of the project by the deadline date.

Reports to

Each Champion of the 3 thematic groups will report to the NNCP Board  and the  LAA if required
Administration/Support

Each thematic group will provide its own resources from within its membership, supported by the NNCP core team.
Each project will be co-ordinated by a named Lead Officer from one of the partner organisations.  

Specialist  Reference Groups (SRGs) exist in their own right, such as the North Norfolk Business Forum, the North Norfolk Skills Partnership, VCS Together, the Safer Communities Partnership, and Area Partnerships.  Others are being established.   These groups themselves are made up of a wide range of agencies and members of the community.  They meet periodically and offer a channel for ongoing consultation, community engagement, and are the designated specialists identified to give a steer on related matters and can be invited to engage with thematic groups in the delivery of specific projects. and  with the implementation of specific projects to assist the delivery of the Community Strategy.  Usually, a Chair and Co-ordinator are elected, ensure formal linkage and ongoing communication is established.  
Local Area Partnership Association.

Membership

· Maximum of three from each Local Area Partnership – the LAP Chair, Coordinator/Officer and 1 other LAP Board member, who may have particular knowledge/skills on an agenda topic or is a new LAP board member who is attending as part of their induction in the capacity of an observer. 
· The NNCP Project Management Co-ordinator, attending in the capacity of NNCP liaison officer.
Role of the

· To provide a platform for exchanging Best Practice.
· To provide a strong voice within the NNCP structure as an enabler
· A mechanism through which to deliver the LAA and Districtwide Projects.
Frequency of meetings

Meetings will rotate around the different area partnerships on a Bi-monthly basis to take place in the two week period prior to the NNCP Board meeting.  Timing of meetings is to be 4.00 pm to 6.00 pm to enable those members with daytime commitments to attend.

Reports to

The elected Chair of the LAPA will report to the NNCP Board.
Administration/Support

The Administration of the LAPA will be retained within the Association.

4.7 NNCP Scrutiny Committee (agreed by Scrutiny committee November 2007)
Acts as a critical friend in appraising NNCP Board decisions and monitors performance in the delivery of the Community Action Plan.

Role of the Scrutiny Committee
· Appraise critically NNCP Board decisions.  These might be strategic or operational

· Question Partnership decisions as necessary

· Scrutinise operational processes, procedures and Board decisions
· Ensure transparency of funding procedures

· Monitor performance and seek continuous improvement

· Monitor any complaints relating to the Partnership, investigate as necessary, if appropriate make recommendations for operational changes

· Monitor development of Board multi-agency working

Structure



Roles and Responsibilities of Scrutiny Committee Members

Eligible Membership

One representative from each Partner organisation, to include a member of the NNDC Scrutiny Committee

Role of Members

· Elect a Chair and Vice Chair on an annual basis

· Enable accountability of the partnership to the wider North Norfolk Community

· Be a constructive critical friend to the NNCP Board 
· Ability to scrutinize information given by Officers
Meetings
· Frequency:   Quarterly or more frequently as appropriate – to be in line with NNCP Board meetings.
· Attendance:  To be quorate – being defined as ⅓ of membership plus one of the next multiple of 3
· Apologies:     
· If 3 meetings in a row are not attended, the committee can ask the represented body to replace its representative

· No substitutes will be allowed.
Report to

· NNCP Board.
· Communication through Managers written report distributed to each meeting as a standing item
· Standing Invitation for a member of the NNCP Scrutiny Committee to attend NNCP Board meeting.
· NNCP Board has a standing invitation to attend NNCP scrutiny committee meeting
The above is agreed notwithstanding adaptation to be agreed as the Committee evolves
Administration/Support

NNCP Manager and NNCP Administrative Assistant
4.8 North Norfolk Community Fund Grants Panel
to administer grant funding to community groups and community development projects, ensuring that the funding is meeting the strategic imperatives of the Partnership.

The Norfolk Community Foundation undertakes all aspects of the management and administration of the North Norfolk Community Fund (“the fund” under 4.10) grant making process. The North Norfolk Community Fund Grants Panel will make recommendations for awards from the fund in accordance with the objectives of the fund and best practice developed by the Norfolk Community Foundation. 

The fund will support a wide range of charitable causes with the overall aim to:

· Promote health and wellbeing

· Tackle disadvantage

· Support local solutions to local needs

· Promote community cohesion

· Develop sustainable and supportive communities

The grant committee is governed by their own terms of reference. The composition of the committee includes the following minimum representation:

· Norfolk Community Foundation Trustees x2

· North Norfolk Community Partnership x1 

· North Norfolk District Council x 1

· Voluntary Sector representative for North Norfolk x 1. 

· Business representative from North Norfolk x 1 

· Representatives of wider North Norfolk Community/Resident x2  

The Committee’s recommendations will be ratified by the Norfolk Community Foundation Trustees.

5. Decision making


The Partnership is not primarily an executive body.  Issues will be progressed through a process of consensus.  Individual representatives will be expected to reflect the views of their parent organisation or partnership, but not to the detriment of the partnerships Vision and Strategies. 

Decisions will be taken, where necessary, on the basis that wider partnerships have endorsed the view expressed by their representative at the meeting.  Under extreme circumstances of urgency, the protocol could be dispensed with however; this would not create a precedent. The Partnership represents a broad range of organisations and inevitably a broad range of views.  The Partnership will provide a forum to explore differences and reach a balanced view consistent with a sustainable outcome.

6. Policies 

The North Norfolk Community Partnership has adopted an Equal Opportunities Policy and Child Protection Policy, in line with North Norfolk District Council’s.
Compact.

NNCP: North Norfolk Community Partnership

LAA: Local Area Agreement
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