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Parole Board Management Committee

Terms of reference and Operating Procedures
1. The Management Committee’s terms of reference are to:-

1.1 Formulate the Parole Board’s strategic aims, objectives and vision to enable it to meet its core purpose of deciding which prisoners referred to it by the Secretary of State may safely be released into the community on parole.
1.2 Safeguard the independence and impartiality of the Parole Board. 
1.3 Monitor, support and, where appropriate, challenge the Board’s operation and performance as a whole.
1.4 Monitor and support senior management’s delivery of the Board’s strategic aims, objectives and vision. 
1.5 Ensure that effective systems and arrangements are in place to provide assurance on risk management, governance and internal control. 
1.6 Promote and monitor appropriate levels of accountability within the Board.
1.7 Review and evaluate the external landscape and assess current and future risks to and opportunities for the Parole Board. 
1.8 Review and evaluate the corporate and business plans to implement the corporate strategy. Approve milestone targets and ensure fit between business plans, resources and contingency plans.
1.9 Formally approve the Parole Board’s business plan, budget, its annual report and annual accounts.
1.10 Approve the Parole Board’s Casework policy  
1.11 Monitor, advise upon and support the relationships between the Executive and membership of the Parole Board, including with the Members’ representative body

1.12 Monitor, advise upon and support the Parole Board’s relationships with its stakeholders 

1.13 Establish Sub-Committees to support its performance, including:
1.13.1     An Audit and Risk Committee to monitor and advise on the Management Committee’s responsibilities for issues of risk control and governance by reviewing the comprehensiveness of assurances in meeting the Committee  and Accounting Officer’s assurance needs and reviewing the reliability and integrity of these assurances. 
1.13.2     A Review Committee to review and monitor the Parole Board’s decisions to release offenders on parole licence, or recommend that prisoners are transferred to open conditions, in cases where the offender is charged with having committed a serious further offence.
1.13.3     A Standards Committee to identify and advise upon issues relating to the competence, appraisal, performance, deployment, support and development of Parole Board members.
1.14 Assist the Parole Board Membership to establish a Members’ representative body to represent the views of the membership. 

2. Appointment to and Membership of the Management Committee
2.1 The members of the Management Committee are:
2.1.1 The Chair
2.1.2 The Vice Chair
2.1.3 The Chief Executive Officer 
2.1.4 Up to three of the current Directors in post within the Executive 
2.1.5 Up to three current Parole Board Members. Appointments will be made on merit following an open, fair and transparent competition.
2.1.6 Up to three Non-Executive Members.   Appointments will be made on merit following an open, fair and transparent competition.
3. Tenure of Management Committee Members
3.1 The tenure of all appointees to the Management Committee will be for a term of three years, with a possibility of an extension for one further term of a maximum of three years. Parole Board Members of the Committee may be appointed for a shorter period commensurate with the end of their tenure as a Parole Board Member.
3.2 Ex-officio appointments will be for the duration of their time in their post.
4. Meetings 
4.1 The Management Committee will normally meet in private session, although will convene at least one open meeting annually 

4.2 Meetings will normally be monthly.  The dates for Management Committee meetings will be set during the previous year. Where possible, at least one month’s notice will be provided of extraordinary meetings which need to be convened. 
4.3 For each meeting an agenda will be agreed by the Chair in consultation with the Chief Executive Officer. It will include the following Standing Items:

4.3.1 Welcome and apologies. 
4.3.2 Declarations of interest.

4.3.3 Approval or amendment of Minutes of previous meeting, matters arising and action log update.
4.3.4 After each quarterly Sub-Committee meeting, a copy of the Minutes of that meeting will be provided and the relevant Sub-Committee Chair will highlight any issues which require specific direction and response from the Management Committee.
4.4 Requests for items on the agenda can be sent by members of the Management Committee to the Chair or Chief Executive Officer but these must be submitted at least three weeks before the date of the meeting.
4.5 Deadline dates for papers for each meeting will be agreed and publicised in advance. Papers, including minutes from the previous meeting, will usually be circulated to all members at least one week in advance of the next meeting.  Late papers will only be provided if this cannot be avoided.

4.6 It is expected that all Management Committee members will attend every meeting. Apologies for absences with reasons should be provided at the earliest opportunity.  Failure to attend more than three meetings during a calendar year will be brought to the Chair’s attention. 
4.7 A minimum of five members (including at least one Non-Executive Management Committee Member, one Parole Board Management Committee Member and one Director or the CEO) will be present for the meeting to be deemed quorate. 
4.8 The Chair of the Management Committee may invite non-Committee members to attend to assist with its discussions on any particular matter and a minute-taker to attend to record minutes of the meeting.
4.9 Meetings will be chaired by the Chair or the Vice Chair of the Parole Board.  If neither is available another member of the Management Committee (other than the CEO or an Executive Member) may chair the meeting.  
4.10 Any potential conflicts of interest for members of the Management Committee must be declared in advance of discussion of specific agenda items. It will be the responsibility of individual members to withdraw from any discussions in which they have any interests which may, or may be perceived to, influence their judgement.  In the event of any uncertainty regarding a potential conflict of interest, the Chair for each meeting will decide whether or not a particular member needs to recuse themselves from that agenda item discussion. Actions taken in relation to any potential conflict of interest must be recorded in the minutes.  
4.11 The Chair for each meeting will decide whether or not a vote is necessary on a particular motion and will clearly identify the wording of the motion which will be recorded in the minutes. Only members of the Management Committee will be permitted to cast a vote. A member who is conflicted on a particular issue will not be permitted to vote. In the event of a vote, a simple majority will suffice.  In the event of a deadlock, the Chair will have the casting vote.    
5. Administration, Minute Taking and Reporting 
5.1 The Management Committee will be supported administratively by the Parole Board Corporate Services Team who will process and distribute papers, take minutes of meetings and provide such other support as is necessary.  
5.2 Minutes will include Action points (and identification of responsibility for actions) and, when relevant, a response by the Management Committee to issues identified by Sub-Committee Chairs as requiring specific direction (see 4.4 above).  

5.3 Copies of approved minutes shall be available to all members and staff of the Parole Board.
6. Conduct and Appraisal 
6.1 Committee Members must be honest and impartial in the exercise of their duties.  They must not allow their judgement or integrity to be compro​mised or permit there to arise any reasonable grounds for suspicion as to the compromise of their judgement and integrity.  Committee members will be expected to abide by standards enunciated in The Seven Principles of Public Life. 

6.2 The performance of the Management Committee as a whole will be formally appraised annually by the Chair. Collective performance will be appraised against the Terms of Reference outlined above.

6.3 Individual Committee Members will be appraised annually by the Chair against the competencies set out in Committee Members’ job descriptions and the ability and skills section of their person specifications.
7. Termination of Tenure

7.1 A Committee Member’s tenure can be terminated for any reason by either the Committee Member or the Chair of the Parole Board by giving one month’s notice in writing. No notice need be provided if the tenure is terminated early by mutual consent.

7.2 If the Chair of the Parole Board proposes to terminate a Committee Member’s tenure  prior to the expiry of their tenure (other than, in the case of Parole Board Management Committee Members, as a result of immediate termination of Parole Board membership or, in the case of Non-Executive Committee Members, as a result of immediate termination due to misconduct which renders them unsuitable to continue to hold their appointment) the Committee Member must be notified of the proposal and of the reasons for it and must be offered an opportunity to make representations before any final decision is taken.  If a decision is taken to terminate a Committee Member’s tenure they will receive notice in writing. 
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