G) Scottish Social

Services Council
Date Issued: 20 March 2018

Members of the Scottish Social Services Council are advised that a meeting of the
Council is to take place on Tuesday 27 March 2018, Compass House, Riverside Drive,
Dundee.

Professor James McGoldrick
Convener

There is a development session planned to start at 10.30am. In this session
we will share learning amongst board members from the Loch Lomond and
Trossachs National Park and Council members from the SSSC on what makes
an effective board governance structure.

A light lunch will be available from 12.30 pm. Members of staff who have
received VIP (values in practice) awards have been invited to attend at lunch
time to enable them to meet you informally in acknowledgement of their
achievement.

AGENDA
1. Apologies for absence
2. Declarations of interest
3. Minutes of the previous meeting — 23 January 2018 (unconfirmed)
4, Matters arising
Items for decision
5. Corporate governance report Report 08/2018
6. Budget monitoring report as at 31 January 2018 Report 09/2018
7. Draft Budget 2018/19 and indicative budgets Report 10/2018
for 2019/20 and 2020/21
8. Annual strategic delivery plan 2018/19 Report 11/2018

For further information please contact Audrey Wallace — Direct: 01382 207212




10.

11.

12.

13.

14.

15.

16.

17.

Items for discussion
Early Learning and Childcare-graduate apprenticeship pilot Report 12/2018

Strategic performance report March 2018 Report 13/2018

Items for information

Chief Executive’s report Report 14/2018
Convener’s report Report 15/2018
The SSSC self —assessment - Report 16/2018

meeting the standards of good regulation

Committee minutes:

a. Confirmed minutes - Resources Committee 6 December 2017
b. Confirmed minutes — Audit Committee 6 December 2017
Standing items

Identification of risks

AOCB
a. Annual Strategic Risk Review Report 18/2018

Date of next meeting - 26 June 2018

For further information please contact Audrey Wallace — Direct: 01382 207212
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SCOTTISH SOCIAL SERVICES COUNCIL

Unconfirmed minutes of the Scottish Social Services Council held on
Tuesday 23 January 2018 at 1:30 pm in Compass House, Dundee.

Present: Professor James McGoldrick, Convener

Dame Anne Begg, Council Member
Audrey Cowie, Council Member
Paul Dumbleton, Council Member
Linda Lennie, Council Member
Andrew Rome, Council Member
Harry Stevenson, Council Member

In attendance: Anna Fowlie, Chief Executive

Maree Allison, Director of Fitness to Practise

Kenny Dick, Head of Shared Services

Phillip Gillespie, Head of Learning and Development
Susan Peart, Head of Corporate Governance and Hearings
Nicola Gilray, Head of Strategic Communication

Audrey Wallace (minute taker)

Observing: Three members of staff

1 Apologies for absence

1.1 Apologies for absence were received from Paul Edie, Professor Joyce Lishman,
and Forbes Mitchell, Council Members.

2 Declaration of interest

2.1 Audrey Cowie declared an interest in item 18 as a member of the General
Teaching Council.

3 Minutes of meeting of 31 October 2017

3.1 The minutes of the meeting held on 31 October 2017 were approved as a
correct record.

4 Matters arising

4.1 There were no matters arising which were not covered elsewhere on the
agenda

5 Involving people who use social services and carers in our work

5.1 Following discussions which had taken place at a recent meeting of the Policy
Forum, Nicola Gilray presented report 01/2018 which set out the current
approach to involving people using social services and carers in our work and
which also set out proposals for development and improvement in this area.

5.2 The report outlined a proposal suggested following further discussions by the
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Executive Management Team (EMT) as well as an alternative proposal. It was
recognised that developing this area of work is important to the Council and

that Members require further reassurance that we have proportionate and
appropriate involvement of people who use services and carers in our work
and in developing the organisation.

Members fully discussed the content of the discussion paper. A humber of the
issues discussed were

e key to the inclusion of people who use services and carers is to look at

their lived experience of social services

e investment in resources and a secured budget is necessary to carry out

comprehensive engagement
is what the SSSC is doing at the moment proportionate and meaningful?

e we can do more structured work with the Care Inspectorate’s Involving

People group to facilitate a two-way process with ideas coming in as well
as questions being put

e oOfficers sought further information on what measures or output the

Council would like to see which would give Members assurance that useful
engagement is taking place

e it was recognised that it is often the same people who get involved in
service user and carer groups.

e it's important to avoid service user and carer engagement becoming

tokenistic.

The Council considered both the proposals outlined in the report and
compromises and different scenarios were discussed.

The Council
1. considered the EMT proposal set out in section 2 of the report
2. considered the alternative proposal set out in section 3 to the report
3. agreed
a. to improve coordination across the organisation of our involving
people work

b. to increase involvement with the Care Inspectorate’s Involving
People group

c. to investigate further the possibility of the creation of a post to be
filled by a secondment or accessing someone from a voluntary
organisation to coordinate this work

d. that there should be a trial period of around one year for this
work/position

e. that a funding package be put in place for the work and included
within the draft budget proposal for 2018/19.

Budget monitoring report as at 31 October 2017

Kenny Dick presented the budget monitoring report as at 31 October 2017

which had been considered by the Resources Committee in December. He
spoke to the particular nature of this budget which is being adapted to
accommodate the two-year digital transformation strategy, with any
underspend being proposed to be added to the budget for the digital
transformation proposals.

Page 2 of 6



6.2

6.3

7.1

7.2

7.3

8.1

8.3

9.1

9.2

9.3

Council
28 March 2018
Agenda item: 03

Audrey Cowie confirmed that the Resources Committee was keeping under
review the items detailed in the report as areas for specific attention.

The Council:

1. considered and approved the budget monitoring report for submission to
the sponsor.

Convener’s report

The Convener presented report 03/2018 which summarised his appointments
on behalf of the SSSC and the discussions which took place at the Council
Members’ away days on 7 and 8 December 2017.

Particular mention was made of the work of the Disability and Carers Benefits
Expert Group Scrutiny Workshop and proposals to use values-based
recruitment.

The Council:
1. noted the information contained in the report.
Chief Executive’s report

Anna Fowlie presented report 04/2018 which provided Members with updates
on key developments in the SSSC since the Council met in October 2017. She
commented on the welcome increase in cross-organisation working. Particularly
noted were the development of the ‘SSSC Way’ reference tool, which was in its
early stages, the trial of the revised staff appraisal system, the process of the
Health and Safety Audit and the outcome which includes a cross organisation
Health and Safety working group.

The Council:
1. noted and commented upon the content of the report.
2. agreed that Fiona Duncan be invited to present a development session

on the Care Review, to the Council.
Corporate Governance report

Susan Peart presented report 05/2018 which provided an update for the
meeting cycle of 2020/21 and on the review of the SSSC’s corporate
governance arrangements.

Susan explained that there was an ongoing review of the meetings cycle and
also an ongoing review of the Scheme of Delegation, in tandem with the
Financial Regulations and these matters would be reported to the next meeting
of the Council in March. She further confirmed that the review of the internal
governance arrangements would be concluded in February.

The Council:
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1. noted the update on the review of meetings dates for 2019/20

2. noted that the review of the Scheme of Delegation and Financial

3. Regulations would be reported to the meeting of the Council in March
2018

4, noted that the review of the governance processes would be concluded
in February.

Draft budget 2018/19

Kenny Dick gave an update on the draft budget submitted to the sponsor. He
advised that a number of changes were being requested to accommodate
ongoing development work such as the digital transformation, as well as
funding required to accommodate the lift on the public sector pay cap.

The Council
1. noted the ongoing process.
General Data Protection Regulation (GDPR)

Maree Allison presented report 06/2018 which provided Members with
assurance that the SSSC was progressing satisfactorily towards compliance
with the General Data Protection Regulation. Maree confirmed that there were
good arrangements in place, that a number of key areas of work were in
progress or completed and that in some areas of work GDPR compliance had
been pre-built into the system, such as the Open Badges Scheme.

One of the challenging areas for consideration which was noted is the retention
of data and how to manage the migration of data to the new digital systems. It
was noted that one of the options available is to maintain the old system as a
repository of data for a period.

Maree confirmed that there will be processes put in place to advise Registrants
of the SSSC’s compliance with the Regulations.

The Council:

1. noted the content of the report
2. noted the risk of the high level of fines which could be imposed by the
Information Commissioner’s Office for a breach of the Regulations.

NES/SSSC Partnership update

Phillip Gillespie presented report 07/2018 which provided Members with an
update of the partnership work between NHS Education for Scotland (NES) and
the SSSC, a summary of the existing work between NES and SSSC and also a
summary of the joint NES/SSSC development session which was held in August
2017.

Particular mention was made of the revised Memorandum of Understanding
and the agreement reached consolidating the next three years’ partnership.

Page 4 of 6



12.3

12.4

13

13.1.a
13.1.a.1

14

14.1

1842

15

15.1

16.

16.1

17

17.1

Council
28 March 2018
Agenda item: 03

Members discussed

e the strength of the relationship between the bodies

e the integration of the learning technologies

e that the two bodies are key players in a programme of work supporting the
education and learning and development needs of the health and social
services workforce in Scotland

e progress on the Promoting Excellence dementia programme.

The Council:

1. noted the actions that emerged from the development session in August
2017

2. noted the updates in relation to the SSSC/NES projects undertaken
during 2017/18.

Committee minutes - unconfirmed

Resources Committee 6 December 2017

Audrey Cowie, Chair of the Resources Committee, presented the unconfirmed

minutes of the Resources Committee meeting of 6 December 2017. It was

noted that Linda Lennie attended and should be added as an observer.

An update was given by Susan Peart on the progress and revised timescale for
introducing a paperless meetings system.

Audit Committee 6 December 2017

Andy Rome, Vice-Chair of the Audit Committee presented the unconfirmed
minutes from the Audit Committee meeting of 6 December 2017. It was noted
that the meeting was inquorate and no decisions were made. It was also noted
that Linda Lennie attended and should be added as an observer.
Identification of risks

Professor McGoldrick commented on and thanked Kenny Dick for facilitating
the development session on the Strategic Risk Register which was held earlier
in the day.

The risk identified during this meeting was the risk of a large fine for non-
compliance with the General Data Protection Regulations.

AOCB

There was nothing raised.

Date of next meeting

The date of the next Council meeting is Tuesday 27 March 2018 at 1.30 pm.
Confidential items

Items 17, 18, 19.a and 19.b and 20 were minuted separately.
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Council 23 January 2018
Start time: 1.30pm
Finish time: 3.15pm

Signed: Date:
Professor James McGoldrick
Convener
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Report no: 08/2018

Title of report Corporate Governance
Public/confidential Public
Action For decision

Summary/purpose of | Summaries a number of proposals including changes
report to the Scheme of Delegation and Financial
Regulations, proposed actions following the
governance review and future meeting dates.

Recommendations The Council is asked to:

1. approve the proposed changes to the Scheme of
Delegation

2. approve the proposed changes to the Financial
Regulations

3. approve the action plan following the Review of
Corporate Governance

4. approve the cycle of future meeting dates.

Link to Strategic Plan | The information in this report links to Outcome 4:
Our stakeholders value our work.

. . Risk 2: the SSSC is not able to demonstrate to our
Link to the Risk stakeholders (including SG) that its operational

Register activity is fulfilling its strategic outcomes.

Author Susan Peart
Head of Corporate Governance and Hearings
Tel: 01382 207152.

Documents attached Appendix 1: Financial Regulations with proposed
changes tracked changed.

Appendix 2: Scheme of Delegation with proposed
changes tracked changed

Appendix 3: Outcome of the review of corporate
governance

Appendix 4: Proposed schedule of meeting dates
2020/21.




2.1

2.2

2.3

2.4

2.5

2.6

INTRODUCTION
This report:

e seeks approval of proposed changes to the Scheme of Delegation and
Financial Regulations

e notes the outcome of the review of corporate governance

e seeks approval of the proposed action plan following the review of
corporate governance

e sets out the proposed meeting schedule for 2020.

SCHEME OF DELEGATION AND FINANCIAL REGULATIONS

In December 2017 and February 2018 the Resources Committee approved
a number of changes to the Financial Regulations following an annual
review. These changes were made to ensure that the Financial
Regulations comply with the Executive Framework and are consistent with
the Scheme of Delegation and other finance policies. In addition the
Committee agreed changes to the governance arrangements for grants
awarded to the SSSC and to delegate authority to the EMT to review and
approve SSSC grant bids.

Council is asked to approve these changes and also to approve the
corresponding changes to the Scheme of Delegation.

Separately, a number of other changes to the Scheme of Delegation are
proposed.

The key changes are summarised below.
Grants and third party payments made by the SSSC

The suggested amendments to the Financial Regulations (Appendix 1
section 20, page 20) give clarity about how grants and third party
payments are made to other organisations. They give the EMT authority
to review and approve funding proposals. There are corresponding
changes to the Scheme of Delegation (Appendix 2, Resources Committee
section 4.11, page 27) propose that offers of grants are approved by the
EMT rather than the Resources Committee.

The SSSC will still need Sponsor approval to award grants and third party
payments under the Executive Framework.

Grants and third party payments made to the SSSC

As now, bids will be approved by the EMT and guidance as to the key
factors they should consider is proposed. The suggested amendments to
the Financial Regulations (Appendix 1 section 22, page 18) propose that
offers of grants made to the SSSC are also approved by the EMT rather
than the Resources Committee. We will report all grants awarded to the
Resources Committee within the regular financial reports. The
corresponding change is made to the Scheme of Delegation (Appendix 2
Resources Committee section 3.10, page 26)



2.7

2.8

2.9

2.10

2.11

2.12

2.13

Sponsorship

A draft Sponsorship Policy has been developed to support decisions to
award payments to sponsor individuals, groups or events. See Financial
Regulations (Appendix 2 section 19, page 17).

Debt write off and losses

The Executive Framework includes delegated powers for the write off of
cash due to theft, fraud, overpayment of salaries, wages, fees, allowances
or other causes of up to £3,000. However, the Financial Regulations and
Scheme of Delegation give the Chief Executive this authority up to
£2,500. Itis proposed amend the Financial Regulations amendments
(Appendix 1 section 15.2, page 15) and the Scheme of Delegation
(Appendix 2 Annex 2, page 33) to increase this to £3,000.

It is also proposed to extend this authority to the Director of Corporate
Services for operational expediency.

The Executive Framework allows the write off of a maximum of £10,000 of
accumulated irrecoverable debt for a legal entity. However, the Scheme of
Delegation gives the Chief Executive this authority up to £2,500. Itis
proposed that the Scheme of Delegation is amended to £10,000 to bring it
into line with the Executive Framework (Appendix 2 Annex 2, page 15).
It is also proposed to extend this authority to the Director of Corporate
Services for operational expediency.

Purchasing and procurement expenditure

The SSSC can need to pay legal expenses where we have had to concede
litigation or the court orders us to make payments, for example to settle
another parties’ legal expenses. These are not compensation payments
and therefore not explicitly covered by the Scheme of Delegation.
However, the Scheme does delegate authority to the Senior Solicitor(s) to
“initiate or lodge responses to court actions and agree settlements of
court actions subject to authorisation” (Appendix 2 Annex 2, page 40 ).
The exercise of this power needs the power to settle expenses.

It is proposed to amend the Scheme of Delegation (Appendix 2 Annex 2,
page 32) by changing the title of the relevant section to cover all such
possibilities. The title "Delegated Authority to Commit and Approve
purchasing and procurement expenditure” would be amended to remove
“purchasing and procurement” and replace with “business expenditure”

Human Resources

It is proposed that the section relating to the role of Head of Human
Resources and Business Support is brought up to date. A number of
changes are proposed as follows.

e To align the powers to the area of business rather than assign them to
the role and bring this section into line with the rest of the Scheme of
Delegation (Appendix 2 Annex 2, page 34)



2.14

2.15

2.16

3.1

3.2

3.3

e To update the role title from Head of Human Resources and Business
Support to Head of Human Resources.

e To remove those sections that narrate a number of business polices,
processes or legal requirements that are not in themselves a power.
These matters sit within contracts, policies or are a legal requirement
and specific delegation is not therefore necessary.

e To enable service heads (who sit at OMT level) to make decisions that
affect their business area and are accommodated out of their budget.
These include decisions about paid and unpaid leave, approval of
overtime and applications for approval of secondary employment.
These decisions are best made by service heads where the knowledge
about the budget, operational needs and staff sit. Consistency across
the SSSC will be achieved by continued consultation with Human
Resources and discussions at OMT meetings.

Registration

It is proposed to further delegate the authority to alter and remove entries
in the Register where the worker has not completed their PRTL or has
failed to meet a qualification condition. These decisions would be made by
Registration Team Leaders (Appendix 2 Annex 2, page 36)

As the Register grows the number of renewals are increasing. Itis
therefore not sustainable to continue making these decisions at
Registration Manager level. We have established a robust process to
ensure consistent decision making based on our experience of dealing with
these cases. Training and quality assurance procedures will be in place to
support this work being carried out by the Registration Team Leaders if
this is approved.

Fitness to Practise

The role of Senior Fitness to Practise Investigator is no longer in use and it
is proposed to remove it from the Scheme of Delegation for clarity
(Appendix 2 Annex 2 page 38).

REVIEW OF CORPORATE GOVERNANCE

This is the fourth annual corporate governance review that we have
carried out. Our governance structure is contained within a series of
policies, documents and strategies.

The purpose of this review was to ensure that the existing structure
remains fit for purpose. The review is intended to give Council Members
assurance that the SSSC has the right structure in place to address any
future challenges and to mitigate risk.

The action plan contained in the last governance review has been
reviewed. Some actions are complete such as increasing member
awareness of stakeholder engagement across the SSSC and preparation of
a governance map. There are a number of on-going actions which will be



completed within the next few months. These include a review of the end
to end reporting process and a refresh of members’ network maps.

The current review focused on evaluating member’s views of the overall
governance picture. A self-assessment form was circulated to Council
Members in November 2017 to ask for feedback on performance indicators
across the following governance areas:

e Integrity, commitment to values, and respecting the rule of law

e Openness and Stakeholder Engagement

e Strategic Intent

e Performance and Accountability

e Council Capacity and Capability.

Responses indicated that there are no immediate areas of concern,
however some areas for development were identified. A summary or
responses is set out at Appendix 3. Members are invited to consider

approving a number of actions which will sit within the operational work
plans of the relevant departments.



Action Plan 2017/18

Action Plan Impact Action Owner Due Date
Ensure that there is staff | Make information Staff will be aware of how | Head of Corporate | 31 May 2018.
awareness of how to raise | available via the intranet | to raise concerns about Governance and
concerns. to enable staff to raise any possible risks caused | Hearings.
concerns. by the way the SSSC is
operating and feel
confident to do so in a
safe environment.
Review governance Identify those aspects of | To continue to improve Head of Strategic | 31 May 2018.
arrangements using the EFQM that link to the governance Performance and
EFQM framework. governance arrangements. Engagement.
arrangements.
Carry out a review and
consider any
improvements which may
include development of a
member handbook.
Provide a link to the Risk | Put a link the Risk To enable Council Head of Corporate | 31 May 2018.
Register within Register in Basecamp. Members to have greater | Governance and
Basecamp. ownership of the Risk Hearings.
Amend process to ensure | Register.
it is updated.
Create a visual map of Create a map. To enable Members and Head of Corporate | 31 May 2018.

the key dates and
landmarks.

Circulate to members.

Consider for inclusion in
handbook.

new Members in
particular to see the
overall scheme of
business.

Governance and
Hearings.




5.1

7.1

9.1

10.

10.1

11.

DATES OF MEETINGS

The proposed dates for Council and Committee meetings in 2020/21 are set out
in Appendix 4. It contains the proposed dates for Council, Committees and the
Policy Forum for 2020/21. It also contains dates for the Remuneration
Committee for 2020. These dates are consistent with the current pattern.
Alternatives have been considered, however options are constrained by dates
such as audit, annual report approval and budget dates. Members are invited
to consider the dates and agree the schedule of meetings.

RESOURCE IMPLICATIONS

A number of these changes impact on the governance of financial matters but
the changes do not of themselves have any resource implications.
EQUALITIES IMPLICATIONS

An Equality Impact Assessment has not been carried out.

I confirm that this policy will have no negative impact on people with one or
more protected characteristics and a full Equality Impact Assessment is not
required.

LEGAL IMPLICATIONS

It is appropriate that the key documents dealing with the powers of the SSSC

are consistent. There are no other legal implications.

STAKEHOLDER ENGAGEMENT

Stakeholder engagement was discussed as part of the governance review but
there has been no stakeholder engagement required as part of this report.
IMPACT ON USERS AND CARERS

There is no immediate impact on service users and their carers.

CONCLUSION
The Council is asked to:

e Approve the changes to the Scheme of Delegation
e Approve the changes to the Financial regulations

¢ Note the summary of the corporate governance review and approve the
action plan

e Approve the schedule of dates for 2020/21.

BACKGROUND PAPERS
None
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FINANCIAL REGULATIONS

1.

11

1.2

1.3

1.4

15

1.6

Introduction

operation of these financial regulations.

The Chief Executive, as the Accountable Officer as detailed in the Executive ( Deleted: a )

Framework, is personally responsible to the Scottish Parliament for properly ( Deleted: o ]

administrating the SSSC'’s financial affairs. The Executive Framework requires [Dehted: Memorandum ]

that she/he acts according to its instructions and those laid down within the

Scaottish Public Finance Manual (SPFM). In particular she/he must act

according to the Memorandum to Accountable Officers of Other Public Bodies. ( Deleted: o ]
Deleted: p

The Chief Executive will delegate the day to day administration and oversight of ) %Demed: b %

these financial regulations to the Director of Corporate Services who will ensure

that there are suitable arrangements in place to protect the propriety and

regularity of the SSSC’s finances. The Director of Corporate Services will

report directly to the Chief Executive and keep her/him informed on the

The Council and al| SSSC officers must observe the SSSC’s financial ( Deleted: of ]

regulations.

The Director of Corporate Services will provide a Draft Budget Report to the
Resources Committee each financial year for their consideration. The draft
budget must be approved by the Council following consideration by the
Resources Committee. The Director of Corporate Services shall also keep the
Resources Committee informed about the detailed administration and
application of such resources, and will keep other committees informed about
the financial implications of their activities.

The Director of Corporate Services is entitled to report upon the financial
implications of any matter coming before the Council or any of its committees
and will further report to the Resources Committee and/or Council if necessary
in the interests of the SSSC'’s financial affairs.

All Council and Committee reports prepared by officers must include a
“Resource Implications” section. Any officer who intends to submit a report,
which has resource implications to Council or a committee meeting must first
submit the report to the Executive Management Team (EMT) for consideration
and agreement. It is good practice for report authors to_involve corporate
support services as early as possible in a development to ensure financial, ICT,
Human Resource and communications implications are considered at an early
stage.

Normally, the responsible officer must submit the draft report to the Director of
Corporate Services by no later than 7 days before the Executive Management
Team meeting to allow time for the resource implications to be fully considered.
Any observations on the report made by the Director of Corporate Services or
her/his representative will be incorporated in to the author’s report. In
exceptional circumstances the 7 day period mentioned above may be reduced
with the prior agreement of the Director of Corporate Services. All reports
with resource implications must be considered by EMT prior to
submission to Council or Committee.
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1.7

1.8

1.9

21

2.2

2.3

2.4

3.1

3.2

At all times, the SSSC will try to secure the best value for the money it spends,
making appropriate use of all contract arrangements made and encouraging the
use of the best management techniques throughout the organisation.

As the Accountable Officer, the Chief Executive will receive regular reports from
the Director of Corporate Services on the revenue and any capital spending of
the SSSC. This will normally be through budget monitoring reports to EMT but
the Chief Executive may ask for an update at any time. The Director of
Corporate Services will provide a budget monitoring report detailing any
significant under or overspending to each meeting of the Resources Committee
and Council.

The Chief Executive is responsible for corporate and financial governance
arrangements to ensure that proper financial control is exercised throughout the
SSSC. The Director of Corporate Services is responsible for ensuring that
financial management systems exist to enable EMT members and their budget
holders to make financial decisions and take corrective action to deal with under
or overspending to achieve best value.

Revenue and capital budgets

The detailed form of the revenue and/or capital budgets will be determined by
the Resources Committee taking account of advice received from the Director
of Corporate Services.

EMT members are responsible for preparing annual income and expenditure
estimates on revenue accounts for their areas of responsibility. They must
provide all necessary information regarding their area’s requirements to the
Director of Corporate Services.

The Director of Corporate Services will submit the draft Revenue Budget and
Capital Plan first to EMT and then to Resources Committee to consider any
relevant decisions within the context of the SSSC'’s strategic objectives. The
draft Revenue Budget and Capital Plan will be accompanied by a covering
report containing all relevant information so that EMT and the Resources
Committee can consider the proposed budget and form a view as appropriate.
The Committee’s recommendations will then be submitted to the Council for its
approval.

For capital budget purposes capital expenditure is defined as expenditure on
individual items valued at over £10k and with a life in excess of one year. If in
doubt, the Head of Shared Services or the Head of Finance can provide advice.

Budget monitoring

The overall responsibility for control of departmental expenditure lies with each
relevant EMT member. Designated budget holders are responsible for the
detailed monitoring and control of income and expenditure within the sphere of
their delegated responsibility.

Expenditure will be restricted to that included in the Revenue Budget or Capital
Plan, unless a budget flexibility procedure (see Section 4 below) has been

7



followed or alternatively, proposals for additional expenditure have been
approved by the Resources Committee.

3.3  The Chief Executive may approve any expenditure which is of an emergency
nature or that she/he considers essential in the SSSC'’s interest, after
consulting with the Convener, Resources Committee Chair and the Director of
Corporate Services.

In such circumstances, the Director of Corporate Services will submit a
full written report to the next meeting of the Resources Committee.

3.4  The Director of Corporate Services will provide each budget manager with
regular statements of receipts and payments under each head of approved
estimate and any other relevant information that they need. However, each
budget manager is responsible for ensuring that they have all the relevant
financial and non-financial information to control the actual expenditure
and income against the budget.

3.5 EMT members are responsible for ensuring that their budget holders carry
out budget monitoring in accordance with the requirements and timescales
set out by the Director of Corporate Services.

3.6 The Director of Corporate Services will submit regular budget monitoring
reports to the Resources Committee which detail the SSSC’s income and
expenditure position with sufficient additional information so that the
Committee can properly monitor the SSSC’s up to date financial position.
Budget monitoring reports will also be submitted to each meeting of the
Council.

4. Budget Flexibility

4.1  Once the Council have approved a budget it is expected that expenditure will
be authorised in accordance with the approved budget. However, it is
sometimes necessary to change plans or respond to events. Therefore
controlled budget flexibility is required. The budget flexibility procedures are
explained below.

4.2  Virement (the transfer of budget between expenditure / income headings or
costs centres) may be used as a means of funding desirable or essential
expenditure. Authorised budget virements are required for all expenditure
above
£1,000. The budget virement policy is available on the intranet.

4.3___ Alternative Expenditure Proposals (AEP): The AEP process (available on
the intranet) is used for EMT to decide on expenditure priorities to react to
corporate budget underspends. The AEP process is used where budget
flexibility is required for non-recurring expenditure in excess of £10,000 which

will be incurred within the current financial year._All AEP proposals are ( Deleted:

considered by EMT. It should be noted that no AEP proposal should be used to
finance a new service, change an existing SSSC policy decision or change the
permanent establishment of the SSSC. All of which need the approval of the
relevant Committee or Council.

4.4  Fee income: Where actual fee income is to exceed budget,_then this reflects
8



4.5

5.1

5.2

6.1

6.2

6.3

6.4

additional workload requirements and related expenditure may exceed
budget by an amount not exceeding the additional income. Correspondingly,
if actual income is less than budgeted then expenditure must be adjusted as
far as practicable to offset the income shortfall.

Resource Committee and/or Council approval, as appropriate, is required for:

o All proposals that will significantly expand or contract an area of activity
on an on-going basis (implications beyond the current financial year)

o All proposals to start a new area of activity or significantly curtail an
existing area of activity

o All proposals that will require changes to existing policy decisions

¢ All proposals that require a change to the permanent establishment of
the SSSC.

Accounting

All accounting procedures and records of the SSSC and its officers will be
determined by the Director of Corporate Services. All SSSC accounts and
accounting records will be compiled by the Director of Corporate Services
or under her/his direction.

Each year, the Director of Corporate Services will ensure the SSSC’s Annual
Report and Accounts are laid before the Scottish Parliament in accordance
with statutory requirements.

Internal audit

As part of their remit the Audit Committee will ensure that there is
appropriate and proportionate internal audit coverage of the SSSC'’s
accounting and financial operations.

The Director of Corporate Services or any member of her/his staff or any

other person authorised by him/her for that purpose is authorised to:

(@) enter all SSSC offices, establishments or land at any time;

(b) have access to all records, computer files, disks and other media
documents and correspondence relating to any financial and
related SSSC transactions;

(c) request and receive such explanations as are necessary concerning
any matter under examination; and

(d) request any SSSC employee to produce cash, stores or any other
SSSC property under his/her control.

Whenever there is any suspicion of an irregularity concerning cash, payments
made, income received, payroll (including claiming expenses), stores, other
property of the SSSC or any suspected irregularity in the functions exercised by

the SSSC, then either the Director of Corporate Services or the Head of Shared [Deleted: Corporate Governance

Services should be informed in the first instance. If due to the nature of the
suspicion it is not appropriate to inform either of these officers then one of the
following should be informed as appropriate; the Chief Executive or the internal

auditors (contact details on the intranet). The Counter Fraud and Corruption {Delgted: Prevention of Fraud Policy
Framework, and the Whistleblowing Policy are, relevant for consideration in and its associated Response Plan
such circumstances DN {Deleted: the Prevention of Bribery
) Policy
. . . . . | Deleted: all
All internal audit reports shall be submitted to EMT for consideration [ Deleted: 4
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6.5

7.1

7.2

7.3

7.4

7.5

8.1

8.2

and agreement of a management response.

All reports from either the External Auditor or Internal Auditor will be submitted
to the Audit Committee for its consideration.

Banking arrangements and control of cheques

All arrangements with the SSSC's bankers shall be made by the Director of
Corporate Services who will operate such banking accounts as he may
consider necessary.

The Director of Corporate Services is responsible for ensuring proper
arrangements are in place for the safe custody of cash and cheques.

Cheques on the SSSC's banking accounts will be signed by any two authorised
signatories as approved by the Council as required.

The Director of Corporate Services is responsible for arranging any payments
through the Bankers Automated Clearing System (BACS) or on-line banking
arrangements and ensuring that proper security control procedures are affected
and reviewed.

The Director of Corporate Services is responsible for ensuring regular and
effective bank account reconciliation procedures are followed.

Procurement

The SSSC'’s Procurement Strategy and Policy must be followed for all
procurement and purchasing activity. Guidance and procedural documentation
is available for all procurement processes within the procurement area of the
Finance section on the intranet. All procurement activity must follow the
approved procurement procedures and comply with

the ‘Delegated Authority to Commit & Approve Expenditure’ available within the
Procurement area of the Finance section on the intranet.

The procurement process to be followed is determined by an analysis of value
and risk as follows:

Low Risk Medium/High Risk
Lompetitive Process
Value of Spend (exc VAT Value of Spend (exc VAT
and for the whole life of and for the whole life of
the requirement) the requirement)
JLow Value (1 quote) £1,000 or less £1,000 or less
Basic
(3 evidenced quotes) £1,000 to £10,000 £1,000 to £10,000
Quick Quote
(min 4 quotes) £10,000 to £50,000 £10,000 to £25,000

10
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8.3

8.4

8.5

8.6

8.7

8.8

9.1

9.2

Standard
(full tender)

£50,000 to £164,176

£25,000 to £164,176

EU Tender Process

(Procurement Team will advise) £164,176+

£164,176+

Where quotes received exceed the originally estimated value of expenditure
and this moves the procurement to a new value threshold, the procurement
route for the new value threshold must then be applied. In exceptional
circumstances, approval to proceed with the existing process may be granted.
Requests for an exception must be submitted to the Finance Procurement

Section.

[ Deleted: & Payments

The Procurement Risk Assessment Tool must be completed in order to identify
the relevant route to be followed for any purchases with an aggregate spend of

over £25k. This is available on the intranet.

All procurement which is advertised as a full tender on the ‘Public Contracts
Scotland’ advertising portal must have a project and evaluation team whereby,
as a minimum, the Lead Officer has undergone procurement training.

Authority to award competitively procured contracts is delegated to officers as
noted in the ‘Delegated Authority to Commit & Approve Expenditure’ document
available on the intranet. This is with the exception of internal audit services

where the authority to contract is reserved to the Council as noted in

the Reservation of Powers and Scheme of Delegation. No authority to award
contracts will be delegated to an officer who has not satisfactorily undertaken

the relevant procurement training.

Contracts awarded without competitive advertising need to meet specific criteria
as noted in the procurement procedures and require specific approval.
Requests for ‘Non Competitive Action’ with a value of lower than £30,000 total
contract value of £10,000 annually, may be approved by the Director of

Corporate Services.
exceeding this require Sponsor Department approval.

Scottish Government specific approval levels apply to the procurement of
consultancy services. The definition and approval requirement for consultancy
expenditure is available within the procurement area of the Finance section on

the intranet.

[ Deleted:

Requests for ‘Non Competitive Action’ with a value

Orders for works, goods and services

Purchase orders must, with a few exceptions noted below, be raised and
approved in the financial system. Guidance and procedural documentation is
available within the purchasing area of the Finance section on the intranet.

Purchase orders shall be issued for all work, goods or services to be supplied to

the SSSC except for the following:

the purchase is being made using a Government Purchasing Card,

supplies of public utility services,

11



9.3

9.4

9.5

9.6

9.7

10.

10.1

10.2

10.3

10.4

11.

111

periodic payments such as rent and rates,

payments to the Care Inspectorate for shared services,

petty cash purposes,

postal charges or

other exceptions as the Head of Shared Services may approve.

In exceptional cases of urgency, where it is not possible to issue an approved
purchase order in the financial system, a manual purchase order number can
be requested from the Finance section. The supplier must be advised to quote
this order number on any invoice submitted for payment.

No authority to raise or approve purchase orders will be delegated to any officer
who has not satisfactorily undertaken the relevant training.

Each budget manager will be responsible for all orders issued by their
department and for ensuring that the cost is allocated to an appropriate budget
head and is covered within the approved budgeted expenditure.

[ Deleted: holders J

Budget Managers may delegate financial responsibility to an expenditure
approver subject to the limits noted in the Scheme of Delegation,

The Director of Corporate Services will maintain a register of authorised
signatories. Budget holders must notify any additions and deletions to the Head
of Finance.

Government Purchasing Cards (GPC)

Designated officers have a GPC card in order to purchase low value goods and
services. The GPC card has set transaction limits of up to a maximum value of
£1,000 per single transaction and £5,000 cumulative value of transactions per
month. Applications for, and guidance on the use of GPC cards, are detailed
within the GPC card procedure within the Purchasing & Payment area of the
Finance section of the intranet.

Purchases using the GPC card are restricted as follows:

Deleted: in the ‘Authority to Commit
and Approve Expenditure’ document

(@  It_must not be used to withdraw cash. ( Deleted: can )
(b) It must not be used for personal expenditure.

(©) It must not be used to pay for items already invoiced.

(d) Loyalty points must not be collected.  Deleted: can ]

(e) Card details must not be stored on internet sites.

Cardholders are responsible for ensuring the safe, secure storage of their card
and card details.

Budget holders are responsible for all purchases from their budget made by
GPC card.

Payment of accounts

The SSSC is committed to paying supplier invoices within 10 working days of

12



the invoice(s) being received. Performance against this target is reported in the
Annual Report and Accounts each year.

11.2  Allinvoices should be directed to the Transactions, Team at Compass ( Deleted: Procurement & Payments |
House as noted on the approved purchase order.  Deleted: ]

11.3 Where possible, arrangements should be made for the separation of the
authorisation of purchase orders as distinct from goods received notes. Each
goods received note should be signed by the appropriate receiving officer.
Where a goods received note is not provided, a manual one should be created
using the template provided within the Purchasing area of the Finance section
on the intranet.

11.4 Where budget holders or expenditure approvers are requested to manually
approve an invoice, the officer must make sure that:

(&) the goods received match the order;

(b) prices, discounts and arithmetic are correct;

(c) there is no duplication of payments;

(d) expenditure is within the approved budget;

(e) the expenditure is coded to an appropriate cost centre and account code,
and is within their delegated financial authority;

Q) work has been carried out to a satisfactory level.

11.5 The payment of all approved invoices and payments will be made under
arrangements approved and controlled by the Director of Corporate Services.
Approved payment methods are as follows:

(a) Direct BACS Submission i.e. invoices and non-payroll expenses
(b)  Indirect BACS Submission i.e. managed payroll service payments
() Cheque

(d) Direct Payments via Bank Account

(e) Petty Cash (see section 17)

) GPC card (see section 10)

Internal control arrangements are in place to ensure separation of duties
between preparation, approval and processing of payments.

11.6 Payment will not be made on duplicate invoices, statements, or photocopy
invoices unless the approving officer certifies in writing that the amount in
guestion has not previously been paid.

12.  Payroll administration

12.1 The payment of all salaries, wages, allowances, pensions, compensation and
other emoluments to all employees / Council members or former employees /
former Council members of the SSSC will be made by the Director of Corporate
Services under arrangements approved and controlled by him/her.

12.2 The Director of Corporate Services will provide guidance on responsibilities for
ensuring proper records are kept of all matters affecting the payment of such
emoluments and in particular:

(@) appointments, promotions, resignations, dismissals, suspensions,

13



12.3

12.4

13.

131

13.2

13.3

13.4

13.5

13.6

13.7

13.8

secondments and transfers;

(b)  absences from duty for sickness, holidays or other reason;

(c) changes in remuneration, other than normal increments and pay awards
and agreements of general application;

(d) information necessary to maintain records of service for pension, income
tax, national insurance and other areas as required.

All time records or other pay documents will be in a form prescribed or
approved by the Director of Corporate Services and shall be certified in
accordance with guidance issued by the Director of Corporate Services.

The Director of Corporate Services will provide through the payroll system any
management information as he/she, the Chief Executive, or any EMT member
decide is necessary to achieve value for money and/or compliance with policy
and procedures.

Income

The statutory fee rates charged by the SSSC to registrants shall be set at rates
equal to or below the statutory maximum rates. The rates set will be approved
by the Council and shall not be altered without its approval.

The rate of charge for goods or services supplied by the SSSC to the public and
external organisations will be approved by EMT and shall be set with reference
to the Fees and Charges section of the Scottish Public Finance Manual.

It is the Director of Corporate Services duty to make adequate financial and
accounting arrangements to ensure that all monies due to the SSSC are
properly recorded and for the proper collection, custody, control and banking of
all cash and cash equivalents in all the SSSC’s departments.

It is essential that particulars of all charges to be made for services rendered by
the SSSC and of all other amounts due to it shall be promptly notified to the
Head of Shared Services in a form approved by her/him. All accounts due to
the SSSC will be issued by, or under arrangements approved by, the Director of
Corporate Services.

All financial documents such as receipt forms, receipt books, tickets and other
such items will be in a form approved by the Director of Corporate Services who
will be satisfied with the arrangement for the ordering, supply and control by
each department. All records, forms and so on must be kept by each
department for a period stipulated by the Director of Corporate Services.

All monies received on behalf of the SSSC in any department shall be
deposited promptly with the Director of Corporate Services or the SSSC’s
bankers according to the arrangements made by the Director of Corporate
Services. No deduction may be made from such monies. All income must be
banked in full.

Personal cheques shall not be cashed out of money held on behalf of the
SSSC.

Where one member of staff passes cash to another, the person receiving it will
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sign for it and the departments concerned will keep a record of this as evidence.

13.9 Each EMT member is responsible for ensuring that all of their departmental
income is billed promptly and efficiently.

13.10 The “Fee Waiver Policy” must be followed should it be considered appropriate
to contemplate charging reduced fees or waiving a fee altogether. The Director
of Corporate Services or in her/his absence the Chief Executive are the only
officers with authority to approve fee waiver requests.

14. Insurance

14.1 The SSSC is not permitted to take out commercial insurance apart from
circumstances meeting the exception criteria as set out in the Scottish Public
Finance Manual. Itis the Scottish Government’s policy to self-insure. The
Sponsor Department has supplied a Certificate of Exemption for Employer's
Liability Insurance. Within this context the Director of Corporate Services will
ensure that necessary insurance cover is in place and negotiate all claims in
consultation with other officers as necessary.

14.2 Each senior manager must promptly notify the Director of Corporate Services of
any action or event which may give rise to a claim being made by or against the
SSSC. Senior Managers will immediately notify the Director of Corporate
Services in writing of any loss of property and inform the police if appropriate of
the circumstances of the loss. The Director of Corporate Services will be
responsible for agreeing a position with the Sponsor Department where losses
occur.

15. Inventories

15.1 The Director of Corporate Services is responsible for ensuring inventory lists of
all furniture and fittings, vehicles, plant and equipment is maintained.

15.2 The Director of Corporate Services may approve the write off of losses for ( Deleted: Chief Executive
cash or property and equipment which are due to theft, fraud, arson, fire, ( Deleted: not exceeding £2,500
flood, motor vehicle accidents or damage to vehicles_in accordance with the ( Deleted: £3,000 for

limits set out in the Scheme of Delegation. Losses exceeding these limits
must be submitted to the Sponsor Department and will be reported to the
Resources Committee.

15.3 All surplus plant, vehicles, tools, equipment, furnishings, materials or
commodities to be disposed of by any SSSC department will be advertised for
sale either by the invitation of sale offers or by public auction unless special
circumstances apply. The Director of Corporate Services alone can decide
whether these apply. All offers received must be held on file for audit purposes
with the inventory records amended as appropriate.

15.4 The SSSC'’s property will not be removed unless in the ordinary course of
SSSC business. Its property may only be used for official purposes unless
otherwise specifically directed by an EMT member.

16.  Security ( Deleted: 1

16.1 Each EMT member and senior managers as appropriate are responsible for

[ Deleted: <#

Jmaintaining proper security at all times for all buildings, stock, stores, furniture,
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16.2

16.3

17.

17.1

17.2

17.3

18.

18.1

18.2

equipment, cash, records etc. under their control. They shall consult with the
Director of Corporate Services in any case where security is thought to be
defective or where it is considered that special security arrangements may be
needed.

Maximum limits for cash holdings shall be agreed with the Director of Corporate
Services and shall not be exceeded without her/his express permission.
Specific guidance relating to the administration of petty cash imprests (money
advanced) is available on the SSSC'’s intranet.

Keys to safes and similar receptacles are the responsibility of the designated
keyholder who will make suitable arrangements for their security at all times.
The loss of any such keys must be reported to the Director of Corporate
Services immediately. For security purposes, keys should be removed from
premises overnight.

Petty Cash Imprest accounts

The Director of Corporate Services shall make appropriate imprest advances
and determine accounting periods in connection with the payment of expenses
and petty outlays chargeable to the SSSC.

The Director of Corporate Services shall issue appropriate instructions to
officers to ensure to her/his satisfaction the proper security of cash advanced in
this way. He/she will also determine the limit for any one payment from petty
cash and this will be specified in the Petty Cash Guidance.

The recipient of any advance of petty cash or imprest shall account for this
money to the Director of Corporate Services when required and shall repay the
money on leaving the SSSC's employment or when required by the Director of
Corporate Services. Detailed guidance on the administration of petty cash and
petty cash imprests is available on the SSSC’s intranet.

Travelling, subsistence and financial loss allowances

All claims for payment of car allowances, subsistence allowances, travelling and
incidental expenses shall be submitted according to the approved Business
Travel and Subsistence Policy, duly certified, in a form approved by the Director
of Corporate Services to her/him at such regular intervals as are agreed. A
significant proportion of expenses will be claimed via the payroll/HR system and
authorisation will be through the line management arrangements approved and
set up on the payroll/HR system. The names of officers authorised to approve
expenses incurred outwith the payroll/HR system process shall be sent to the
Director of Corporate Services by each EMT member together with specimen
signatures and shall be amended on the occasion of any change. The number
of officers so authorised shall be determined in agreement with the Director of
Corporate Services.

The authorisation by or on behalf of an EMT member shall be taken to mean
that the authorising officer is satisfied that the journeys were properly
sanctioned, the expenditure properly and necessarily incurred and that the
allowances are properly payable.
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18.3 Employees claims submitted more than three months after the expenses
were incurred will not be paid unless the Director of Corporate Services is
satisfied with the reasons given for the delay.

18.4 Business expenses charged to GPC cards remain subject to the Business
Travel and Subsistence Policy. Finance conduct regular compliance
reviews.

18.5 Whenever possible, travel and accommodation should be arranged by SSSC
administrative staff. This avoids the need for the reimbursement of
expenses.

19. Expenditure on gifts, hospitality and sponsorship

19.1 EMT members and budget holders may provide hospitality within their
delegated budget allowance. Hospitality is appropriate when members
and/or officers of the SSSC are meeting with members or officers of other
public bodies, Members of Parliament, firms, consultants or others who are
assisting or co-operating with the SSSC in carrying out its functions. A
record of all hospitality granted shall be kept, and shall be open to inspection
by any member or officer of the SSSC.

19.2 Where there is a proposal to provide a gift, this must be submitted in writing
to the Director of Corporate Services or in his/her absence the Chief
Executive who will consider and, if appropriate, approve. The maximum value
for any gift cannot exceed £200 in accordance with the sum laid down in the
Executive Framework.

19.3 Proposal to make payments to sponsor individuals, groups or events will
require consideration of and approval by EMT prior to any payment being made
with reference to the SSSC’s Sponsorship Policy. The maximum value of any
sponsorship cannot exceed £2,000.

20. Grants and Third Party Payments

20.1 The SSSC may provide grants, to third party organisations or individuals. {Deleted: , loans or other funding
Where these arrangements are not covered by a commercial contract, arrangements
standard practice learning arrangements, _postgraduate bursary guidelines or [Deleted: ora
Voluntary Sector Development Funding (VSDF) arrangements then the prior ( Deleted: award

approval of the Sponsor must be sought as required in the Executive
Framework. The EMT must approve the award of all grants to third parties in
advance of any award being made in accordance with the Third Party Funding
Guidance available on the intranet.

20.2 The third party funding guidance provides detail on the requirements for a
risk assessment, the approval process and the need for a funding
agreement.

20.3 Finance will maintain a register of grants_to third parties, ( Deleted: and loans

21. Registering and Declaring Interests

21.1 Council members and officers must not allow any business or personal

interest to influence the decisions they make in relation to work or use their
17



21.2

21.3

21.4

22.

22.1

22.2

position to further their own interests or the interest of others who do not have
a right to benefit under SSSC policies.

Full details of registering and declaring interests are contained within
the Council Members Code of Conduct and for officers; the Code of
Conduct Policy.

A register of Council members’ interests will be maintained and reviewed at
least annually.

Where there is any doubt about whether an interest should be registered or
declared then advice should be sought from the Convener, Chief Executive,
Director of Corporate Services, Head of Corporate Governance or the Head of
Shared Services as appropriate.

Grants awarded to the SSSC

All bids for grant funding must be approved by EMT before being submitted to
the grant provider._ The EMT should be informed of the grant funding amount,
funding period, staffing implications, outcomes, key milestones and any risks

to the SSSC. Where possible grant bids will be included in the annual budget.

Grants from Scottish Government other than grant in aid, must be referred to
the Sponsor Department in advance of being agreed, in accordance with the
Scottish Public Finance Manual.

22.3 All grants awarded , to the SSSC must be yeported to Resources Committee within the
reqular financial reports.,

[Deleted: offers made

v

23.

23.1

Approval and Revision of Financial Regulations by the SSSC

The Financial Regulations will be reviewed at least annually by the Resources
Committee and at any time if the circumstances indicate this would be
appropriate. Following a review the Council must approve any amendments to
the Financial Regulations.
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before any expenditure is committed.
The Resources Committee should be
informed of the grant funding amount,
funding period, outcomes, key
milestones and any risks to the SSSC.1

Deleted: <#>Where a grant
acceptance is urgent then acceptance
can be approved by agreement
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This acceptance must be reported
retrospectively to the next meeting of
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SCOTTISH SOCIAL SERVICES COUNCIL

Scheme of Delegation

This Scheme of Delegation is made by the Scottish Social Services Council
under the Regulation of Care (Scotland) Act 2001 and Regulation 12 of the
Scottish Social Services Council (Appointments, Procedure and Access to
the Register) Regulations 2001.

The Executive Framework issued by the Scottish Government has been
taken into account and reflected in the terms of this Scheme.

The revised Scheme of Delegation is made in accordance with the
Council’s decision of 20 June 2017.

| Proposed amendments set out in track changes

Scheme of Delegation Revised June 2017
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DELEGATION OF POWERS

SECTION ONE - INTRODUCTION

1.

1.1

1.1.1

1.1.2

1.1.3

1.1.4

1.1.5

2.1

2.2

2.3

2.4

3.1

Definitions

The words and expressions used in this Scheme of Delegation will have
the same meanings as the words and expressions used in Standing
Orders, in addition, the following words and expressions have the
following meanings:

‘The Executive Framework’ means the document of that name issued by
the Scottish Government dated June 2014 and updated from time to
time

‘The Conduct Rules’ means the Scottish Social Services Council
(Conduct) Rules 2013 all as amended or as substituted from time to time

‘The Registration Rules’ means the Scottish Social Council (Registration)
Rules 2012 all as amended or as substituted from time to time

“The Fitness to Practise Rules” means the Scottish Social Services
Council Fitness to Practise Rules 2016 all as amended or substituted from
time to time

‘Sponsor Department’ means the Scottish Government's Children and
Families Directorate, Office of the Chief Social Work Adviser

General

The purpose of this document is to set out those powers reserved to the
Council for decision collectively at its meetings and those powers which
are delegated to a Committee, Sub-committee, Member or Officer.

The Council must be satisfied that adequate reporting arrangements and
arrangements for accountability are in place to allow it to continue to
oversee the exercise of those delegated powers before agreeing to any
delegation.

The Council remains accountable for all its functions, notwithstanding
any delegation to Committees, Sub-committees, Members or Officers.

Notwithstanding that the Council may delegate any of its functions to any
of its Committees, Sub-committees, Members or employees, it shall have
power at any time to itself deal with any matter so delegated.

The Functions, Duties and Powers of the Scottish Social Services
Council

The Act gives the Council the following functions, duties and powers:



3.1.1

3.1.2

3.1.3

3.1.4

3.1.5

3.1.6

3.1.7

3.1.8

3.1.9

3.1.10

3.1.11

3.1.12

3.1.13

4.1

4.2

4.2.1

to establish and maintain registers of particular groups in the social
service workforce

to consider applications for registration according to the terms of the Act
and rules made under the Act and to grant (conditionally or
unconditionally) or refuse registration on that basis

to remove, revise or restore an entry on the register
to prepare and publish Codes of Practice for the social service workforce

to prepare and publish Codes of Practice for employers of the social
service workforce and ensure that these are complementary to the codes
for the workforce

in accordance with directions from the Scottish Ministers, to make grants
and pay allowances to secure education and training in social service
work for persons resident in Scotland

to make grants to organisations providing approved courses under the
Act

to set fees in respect of the Council’s functions, with the longer term aim
of balancing income and expenditure for registration functions

to establish a Complaints Procedure for complaints about the exercise by
the Council of its functions

to consult with the Care Inspectorate on the exercise by the Council of
its functions, where appropriate

to promote and regulate the education and training of social service
employees

to undertake workforce planning, qualification and standards
development, and specific employment and training initiatives

to publish data on the size and shape of the sector’s current and future
workforce including information on the skills and training they require.

The Convener of the Scottish Social Services Council

The Convener is personally responsible to Scottish Ministers for ensuring
that the Council’s policies are compatible with those of Scottish Ministers
and for ensuring probity in the conduct of the Council’s affairs.
Communications between the Council and Ministers will normally be
through the Convener.

The Convener has a particular responsibility for providing effective
strategic leadership on the following matters:

formulating the Council’s strategy for discharging its statutory duties

4



4.2.2

4.2.3

4.2.4

4.2.5

4.3

5.1

5.1.1

5.1.2

5.1.3

5.1.4

5.1.5

5.1.6

encouraging high standards of propriety and promoting the efficient and
effective use of staff and other resources throughout the Council

ensuring that the Council, in reaching decisions, takes proper account of
guidance provided by the responsible Ministers or Sponsor Department

representing the views of the Council to the general public

providing an assessment of performance of individual Council Members,
on request, when they are being considered for reappointment to the
Council.

The Convener should ensure that all Members of the Council, when
taking up office, are fully briefed on the terms of their appointment and
on their duties, rights and responsibilities.

Scottish Social Services Council Members

Council Members have corporate responsibility, together with the
Convener, for ensuring that the Council complies with any statutory or
administrative requirements for the use of public funds. Council
Members have other important responsibilities, including assisting and
advising the Convener in the following areas:

ensuring that high standards of corporate governance are observed at all
times

establishing the overall strategic direction of the Council within the policy
and resources framework agreed with the responsible Ministers

ensuring that the Council operates within the limits of its statutory
authority and any delegated authority agreed with its Sponsor
Department, and in accordance with any other conditions relating to the
use of public funds

ensuring that, in reaching decisions, the Council takes into account any
guidance issued by the Sponsor Department

ensuring that equality is central to the policies and practice of the
Council, in line with our responsibilities under the Public Sector Equality
Duty

appointing, with Scottish Ministers’ approval, a Chief Executive to the
Council.



SECTION TWO - RESERVATION OF POWERS TO THE SCOTTISH

1.1

1.2

2.1

3.1

3.2

3.3

3.4

3.5

3.6

3.7

3.8

3.9

3.10

SOCIAL SERVICES COUNCIL
Reserved Powers

The Executive Framework and Standing Orders require the Council to
determine those matters on which decisions are reserved to the Council.
These reserved matters are set out in paragraphs 3 to 7 below.

In terms of the Regulations the Scottish Social Services Council may
however delegate any of its functions, but it has resolved not to do so in
relation to those matters specified in paragraphs 5.1, 5.2 and 5.3, which
matters must be determined by the Council in full session.

General Enabling Provision

The Council may determine any matter it wishes in full session within its
statutory powers.

Regulation and Control

To approve Standing Orders; any Scheme of Delegation; and Financial
Regulations for the regulation of its proceedings and business.

To require and receive the Registration of Council Members Interests.

To investigate and determine any grievance or disciplinary matter
involving the conduct of the Chief Executive.

To approve of arrangements for dealing with complaints.

To receive reports from Committees including those which the Council is
required by statute to establish and to take appropriate action on.

To establish Terms of Reference and reporting arrangements of all
Committees, Sub-committees and advisory working groups as required.

To confirm the recommendations of the Council’'s Committees.

To approve and review any Memorandum of Understanding and Protocol,
with other regulatory authorities and organisations, in particular with the
Care Inspectorate.

To monitor the quality and effectiveness of the systems used in
workforce planning, the registration and regulation of the social service
workforce and its education and training, including arrangements for
quality assurance.

To consider annual monitoring evidence and decide whether courses
approved by the Council continue to meet required standards and
adequately prepare students for professional practice and, where
appropriate, decide on expected annual enhancement themes.

6



3.11

3.12

4.1

4.2

4.3

4.4

5.1

5.2

5.3

5.4

5.5

5.6

6.1

6.2

6.3

6.4

To consider and make decisions on the work of the SSSC in relation to
the Sector Skills Council, Skills for Care and Development.

To consider and make decisions on monitoring reports about the
outcomes of the Fitness to Practise Panels and the Registration,
Preliminary Proceedings and Conduct Sub-committees.
Appointments

To establish and terminate any Committees of the Council.

To appoint a Member or other person to be the Chair, Vice-chair or
member of any Committee of the Council.

To appoint any person who is not a Member, to be the Chair, Vice-chair
or a member of a Sub-committee, except Sub-committees or Panels, set
up in accordance with the Fitness to Practise Rules, Registration Rules or
the Conduct Rules.

To agree the appointment of Council representatives on outside bodies.

Strategic Plan, Annual Report and Accounts, Budget and
Strategies

To agree the statement of vision and objectives in the Strategic Plan.

To approve the Strategic Plan, Annual Report and Accounts and Budget
for each financial year.

To approve the Risk Management Strategy.

To approve the Communications Strategy.

To approve the Publications Scheme.

To approve the Information Governance Strategy.

Audit Arrangements

To note the receipt of the annual Management Letter from the External
Auditors and to agree to action on the recommendations, where
appropriate, of the Audit Committee.

To approve the appointment of Internal Auditors to the SSSC.

To note the receipt of the Annual Report from the Internal Auditors and
to agree to action on the recommendations, where appropriate, of the

Audit Committee.

To consider the annual report from the Audit Committee.



SECTION THREE - DELEGATION OF POWERS TO COMMITTEES AND SUB-

1.1

1.2

1.3

1.4

2.1

2.2

2.3

COMMITTEES, MEMBERS OR EMPLOYEES
Standing Orders

In accordance with Regulation 12 of the Regulations and Standing Order
17.3 the Council may delegate any of its functions to any of its
Committees, Sub-committees, Members or employees by resolution.

Details of the Committees established by the Council are set out in
Annex 1 to this document. Functions delegated to Committees are as set
out in section four of this document except functions delegated to the
Fitness to Practise Panel, Registration Sub-committees, Preliminary
Proceedings Sub-committees and the Conduct Sub-committees
respectively.

The constitution, membership, powers, procedures and all other matters
relating to the Fitness to Practise Panels, including matters delegated to
those Panels, shall be as set out in the Fitness to Practise Rules, the
constitution, membership, powers, procedures and all other matters
relating to the Registration Sub-committees, including matters delegated
to those Sub-committees, shall be as set out in the Registration Rules
and the constitution, membership, powers, procedures and all other
matters relating to the Preliminary Proceedings Sub-committees, and the
Conduct Sub-committees, including matters delegated to those Sub-
committees, shall be as set out in the Conduct Rules.

In any situation of uncertainty, it is for the Convener to determine which
Committee is empowered to exercise authority which has been delegated
to a Committee, Sub-committee or Panel.

The Chief Executive

All powers of the Council which have not been retained as reserved to
the Council or delegated to a Committee, Sub-committee or Panel shall
be exercised on behalf of the Scottish Social Services Council by the
Chief Executive and the Chief Executive will be accountable to the
Council for the exercise of these powers and will report to the Council on
these as required. This Scheme of Delegation identifies which functions
the Chief Executive shall perform personally. The functions which have
been delegated to Officers are set out in Annex 2. Officers will be
accountable for the exercise of such powers and will report to the Chief
Executive on these as required.

The Chief Executive of the Scottish Social Services Council is designated
by the Principal Accountable Officer as the Council’s Accountable Officer
in accordance with Sections 14 and 15 of the Public Finance and
Accountability (Scotland) Act 2000.

As the Council’'s Accountable Officer, the Chief Executive is personally
responsible to the Scottish Parliament for securing propriety and
regularity in the management of the public funds of which he/she has

8



2.3.1

2.3.2

2.4

2.5

2.5.1

2.5.2

2.5.3

2.5.4

2.5.5

2.5.6

2.5.7

charge and for the day-to-day operations and management of the
Council.

The Chief Executive should act in accordance with the terms of this
document and within the instructions and guidance in the Scottish Public
Finance Manual and other instructions and guidance issued from time to
time by Scottish Ministers.

In particular, the Chief Executive should act in accordance with the
Memorandum to Accountable Officers of Other Public Bodies, which
he/she will receive on appointment.

Members of the Council (including the Convener) must not give the Chief
Executive instructions which conflict with the latter’s duties as the
Council’s Accountable Officer. Should such instructions be issued, the
Accountable Officer is required to send a copy to the Auditor General.

As the Council’s Accountable Officer, the Chief Executive shall, in
particular:

advise the Council on the discharge of its responsibilities as set out in the
Executive Framework and in any other relevant instructions and guidance
that the Sponsor Department may issue from time to time

ensure that all public funds made available to the Council are used for
the purpose for which they were intended by Parliament, and that such
funds, together with the Council’s assets, equipment and staff, are used
economically, efficiently and effectively

ensure that timely monitoring information, including income and
expenditure, forecasts and outturns are provided to the Sponsor
Department; that corrective action is taken to avoid significant budget
variances, and that the Sponsor Department is notified promptly when
significant variances are likely

ensure that financial considerations are taken fully into account by the
Council at all stages in reaching and executing its decisions, and that
standard financial appraisal techniques are followed as far as is practical

ensure that adequate internal management and financial controls are
maintained by the Council, including effective measures against fraud,
theft and bribery, and shall prepare a governance statement for inclusion
in the Annual Report and Accounts

establish a comprehensive system of internal delegated authorities which
should be notified to all staff, together with a system for regularly
reviewing compliance with these delegations and ensure financial
procedures are codified in the Council’s Financial Regulations

ensure that appropriate human resources policies are maintained



2.5.8

2.5.9

2.5.10

2.5.11

2.6

2.7

3.1

3.2

be responsible for signing the Annual Accounts and for ensuring that
proper records are kept relating to the Annual Accounts and that the
Annual Accounts are properly prepared and presented in accordance with
any directions issued by Scottish Ministers, and shall sign a statement of
Accountable Officer responsibilities for inclusion in the Annual Report and
Accounts

take action as set out in paragraphs 5.1 - 5.5 of the Non-Departmental
Public Body Accountable Officer Memorandum if the Council, or its
Convener are contemplating a course of action involving a transaction
which the Chief Executive considers would infringe the requirements of
propriety or regularity, or does not represent prudent or economical
administration, efficiency or effectiveness

give evidence when summoned before Committees of the Scottish
Parliament on the use and stewardship of public funds by the Council

ensure that effective procedures for handling complaints about the
Council are established and made widely known.

The Chief Executive is the Principal Officer for the purpose of the
handling of cases involving the Parliamentary Ombudsman. The Principal
Officer is responsible for informing the Secretary of the Sponsor
Department about any complaints accepted by the Parliamentary
Ombudsman for investigation, and about the Council’s proposed
response to any subsequent recommendations from the Parliamentary
Ombudsman.

The Chief Executive may delegate the day-to-day administration of these
Accountable Officer responsibilities to other employees of the Council or
to the Director of Corporate Services, who is employed by the Care
Inspectorate but who provides services to the Council in terms of the
Shared Services Agreement with the Care Inspectorate. However,
he/she shall not assign absolutely to any other person any of the said
responsibilities.

Delegated Powers Officers’ Ability to Delegate and Absence of
Officers

Powers are delegated to Officers on the understanding that they shall not
exercise delegated powers in a manner which, in their judgment, is likely
to be a cause for public concern.

In so far as powers are delegated to any Officer, he/she shall not be free
to further delegate those powers to any member of staff; the Officer
shall remain accountable to the Chief Executive and the Council for all
aspects of the exercise of those powers. A report on the use of any
powers so delegated shall be made on at least an annual basis to the
Committee having responsibility for the relevant function, where
appropriate, and to the Council.

10



3.3

3.4

In the absence of an Officer to whom powers have been delegated those
powers shall be exercised by that Officer’s superior [unless alternative
arrangements have been approved by the Council]. If the Chief
Executive is absent powers delegated to him/her may be exercised by
another member of the Executive Management Team after taking
appropriate advice, as necessary, from fellow members of the Executive
Management Team.

The Scheme of Delegation is to be used in conjunction with the Financial

Regulations and all other corporate governance procedures of the
Council.

11



SECTION FOUR - TERMS OF REFERENCE OF COMMITTEES AND SUB-
COMMITTEES OF THE SCOTTISH SOCIAL SERVICES
COUNCIL

AUDIT COMMITTEE
1. Membership

1.1 The Committee shall comprise a minimum of three and a maximum of
five Council Members.

1.2 The Convener of the Council may attend but shall not be a Member or
hold voting rights.

1.3 At any meeting of the Committee the quorum shall be three Council
Members.

1.4 The membership may include co-optees, subject to the Co-options Policy
as set out in the Council’s Standing Orders.

1.5 Officers are not Members of the Committee but may be in attendance to
give assistance, make reports and offer advice through the Chair.

2. Purpose

2.1 To scrutinise and develop the audit arrangements and also to ensure that
there is a sufficient and systemic review of the internal control
arrangements of the organization, including arrangements for risk
management.

2.2 To review the comprehensiveness of assurances and the reliability and
integrity of these assurances.

3. Terms of Reference

3.1 To provide objective advice to support the Governance Statement in the
Annual Report and Accounts.

3.2 To review the Council’s financial statements and seek assurance that
they reflect best practice, are balanced and fair and note whether they
conform with accounting standards on receipt of such information from
the external auditors.

3.3 To meet with the auditors, as necessary, to discuss any past, present or
future audit and to receive reports from the auditors or the Chief
Executive in respect of the progress of each audit. This will include
meeting in private with the external auditors from time to time.

3.4 To receive and consider all relevant reports by the external auditors and
to make recommendations to Council thereon. This includes reports on
the Annual Accounts, achievement of value for money and the response
to any management letters.
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3.5

3.6

3.7

3.8

3.9

3.10

3.11

3.12

3.13

4.1

4.2

4.3

4.4

4.5

To recommend to the Council appointment of internal auditors following
the appropriate procurement process, to approve the internal auditor’s
Terms of Reference and ensure that the internal audit service meets, or
exceeds, the standard specified by the Scottish Government, complies in
all other respects with government guidelines and meets agreed levels of
service, without prejudice to the Accounting Officer’s direct
responsibilities in respect of these requirements.

To consider and approve the internal auditor’s annual audit plan and long
term strategic audit plan.

To receive, consider and, if appropriate, approve the internal auditor’s
annual report.

To receive and consider the periodic progress reports on the
implementation of internal audit plans and action plans relating thereto.
This will include meeting in private with the internal auditor from time to
time.

To satisfy the Council that there has been a sufficient and systematic
review of the internal control arrangements of the Council, including risk
management on an annual basis.

To receive and consider information on business continuity planning and
disaster recovery management.

To carry out an annual review of the effectiveness of the Committee.

To consider the findings of Parliamentary Committees in so far as they
affect the overall performance of Council governance.

To consider any other ma