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Commissioners Handbook

Introduction

The purpose of this handbook is to provide clarity to the Commissioners as to what is formally expected of their role and to provide guidance for the practicalities of working within the Commission. It should also be read in conjunction with the staff handbook which gives detailed guidance relevant to all staff, including health and safety.

The Commission Members shall comply at all times with this handbook (or any agreed modification of it) and act in good faith and in the best interests of the Commission.

Structure of the Commission
The Scottish Human Rights Commission is a statutory corporate body set up by the Scottish Commission for Human Rights Act 2006.

The Commission currently has four members, a Chair and three other Commissioners. The Commission is led by the Chair who is also a full-time Commissioner. The three other Commissioners are appointed part-time for up to 30 days per annum. On a monthly basis the working pattern of the part-time members of the commission equates to 2.5 days per month. Generally, one of these days per month will be dedicated to attending a Commission meeting. The 2006 Act allows for up to four part-time Commissioners.
The Commission Members provide strategic oversight and direction for the Commission.
The Scottish Parliamentary Commissions and Commissioners etc Bill states the Chair will serve a maximum term of eight years. The Commissioners also serve a single six year term.
Purpose

The purpose of the handbook is to: 
· Clarify the complementary roles and responsibilities of the Commission Members and the Staff Team; 

· Promote efficiency and effectiveness;
· Maximise the value to the Commission of the skills, knowledge and experience of its Commissioners; and 

· Ensure that the Commissioners operate in accordance with best practice and in a way that commands the confidence of the Commission’s stakeholders. 

Role, Responsibilities and Functions of the Commission 

The Commission Members are responsible for: 

· Ensuring the Commission effectively fulfils its statutory objectives, powers and duties vested in it;

· Establishing the overall strategic direction of the Commission within the Act including overseeing the development and approval of the Strategic Plan;

· Ensuring that effective arrangements are in place to provide assurance on risk management, governance and internal control including considering and approving a risk management strategy and approving, monitoring and reviewing levels of delegated authority; 
· Monitoring the Commission’s performance against strategic priorities, targets and budget and ensuring it can demonstrate that resources are being used to good effect, with propriety, and without grounds for criticism that public funds are being used for private, partisan or party political purposes; 

· Holding the Staff Team to account for the performance and delivery against strategic and operational plan priorities and objectives and budgets including follow-up actions on its decisions; 
· Formulating a strategy for ensuring that the Commission is open and transparent in all that it does, providing Parliament and the public, with as full information as may be requested concerning its policy decision, and actions, including full compliance with the Freedom of Information Act 2000 and its adopted complaints procedures; 
· Promoting and protecting the Commission’s position, values, mission, vision, integrity, image and reputation; 

· Ensuring high standards of corporate governance are observed at all times; 
· Approving and making publicly available annual reports, and, where practical and appropriate, hold open meetings, release summary reports of meetings and invite evidence from members of the public on matters of public concern;
· Monitoring use of the Commission’s budget on a regular basis, regularly monitoring risks and financial controls and considering and approving the annual accounts;

· Approving the Operational Plan;
· Undertaking additional duties as requested by the Chair, such as chairing committees,; 

· Giving advice and support to the Chair in the strategic leadership and management of the Commission; 

· Making collective decisions and standing by them

The success of the Commission will depend to a large extent on the support and expertise of its Commissioners in formulating and pursuing its strategic priorities. 

Commission Members will need to provide knowledgeable, impartial and balanced perspectives on a range of sensitive and complex issues. They will be public ambassadors for the Commission promoting its values, will engage with a wide range of stakeholders and participate in committees, advisory panels and task groups. They will help to develop and sustain a positive culture and ethos, which encourages partnership and empowerment. They will need the skills and expertise to make informed decisions, to focus on outcomes and manage risks. 

Individual Commissioners should be aware of their wider responsibilities as members of the Commission. Like others who serve the public, they should follow the Seven Principles of Public Life set out by the Committee on Standards in Public Life. 

Commission Members accept a commitment to attend Commission meetings and participate fully in the business before the Commission. Commission meetings 
are scheduled to take place on the first Monday of each month, excluding public holidays when an alternative suitable date will be agreed upon. Where possible, Commission Members should endeavor to keep meeting days free from other obligations.

Commission Members bring a variety of perspectives and experiences to the Commission meetings. Free and frank discussion is actively encouraged and all viewpoints are listened to in a respectful manner. Constructive debate is encouraged and the aim is to reach agreement by consensus. Should a vote be required, the Chair will exercise the casting vote.  

Commission Members accept that they have a duty to avoid any conflict of interest that may arise from their appointment as Commission members. Commissioners shall disclose any conflicts of interest or perceived conflicts of interest in accordance with the Commission’s policy. 

Commission Members accept that they have an obligation of confidentiality in relation to Commission business where that is necessary to enable the Commission to carry out its functions. 
Roles of individual Commissioners
It is expected that Commission Members will engage in activities undertaken in the performance of the Commission’s functions beyond these key duties. The benefit of such engagement is the added value that they can bring from their individual areas of expertise and experience, their strategic thinking, and the profile that they can bring to an issue or activity. At times, Commission Members will undertake these functions or activities by acting alone or with external partners/agencies. At other times, it is expected that they will work alongside staff members on the implementation of activities agreed by the Commission. 
Examples of activities and duties to be undertaken include:

· Provide external profile through speeches, media interviews and giving presentations;
· Write or contribute to high level reports, policy submissions and documents which are for public consumption;
· Lead keynote external events on behalf of the Commission;
· Strategic relationship building;
· Provide mentoring support to staff in the delivery of programmes of work including providing advice, leadership and high level guidance or input into substantive activities or projects;
· Sit on interview panel when the Commission recruits new staff and be actively involved in the selection process; 
· Provide Chair support to any internal committees or advisory panels established by the Commission;
· Foster constructive relationships with the Commission’s stakeholders that encourage them to engage with the Commission and supporting the Chair in building and maintaining positive and effective working relationships with stakeholders;
· Publicly championing the work of the Commission. 

The Commission Members commit to undertake self-evaluation against governance responsibilities for purposes of continuing improvement and effectiveness of Commission governance. This may involve the support and guidance of an external third party facilitator. 

An effective relationship between the Commission and the staff team characterised by openness and integrity is important for the successful delivery of the Commission’s objectives. 

The Role of the Chair

The Chair should:

· Lead in ensuring that Commission Members comply with the Code of Conduct and the principles on the relationship between the Commission and the staff team;

· Represent the collective view and decisions of the Commission and act as a conduit between Commission Members and the Staff Team. The Chair will have the latitude to interpret and apply this in the course of carrying out this role;
· Lead in ensuring the implementation of the Strategic Plan and Operational Plan;
· Work in partnership with the Staff Team in leading the organisation’s relationships and communication with key stakeholders; and 
· Exercise Chair's action in taking urgent operational decisions, where it is not practical to consult with Commission Members, subject to keeping them informed;
· Lead in ensuring the Staff Team comply with the principles on the Relationship between the Commission and the Staff Team set out above;

· Establish systems for monitoring performance and holding staff members to account;
· As Accountable Officer, be responsible for signing the accounts of the expenditure and receipts of the Commission, ensuring the propriety and regularity of the finances of the Commission and ensuring that the resources of the Commission are used economically, efficiently and effectively. The Chair is answerable to the Parliament for the exercise of those functions (Scottish Commission for Human Rights Act 2006, Schedule 1, Paragraph 13).

Conduct of Commission Members
Commission Members must also:

· Comply at all times with this handbook and with the rules relating to the use of public funds;

· Comply at all times with their terms and conditions of appointment as a Commissioner; 

· Ensure that they comply with the Commission’s rules handling conflict of interest and on the acceptance of gifts and hospitality;
· Act in good faith and in the best interests of the Commission; 

· Not use information gained in the course of their public service to promote their private interests, or those of connected persons, firms, businesses or other organisations;
· Comply with the Commission’s policy and protocols on use of ICT; 

· Familiarise themselves and ensure that they comply with the Commission’s rules on declaration and registration of interests and on the acceptance of gifts and hospitality; 

· Not disclose to outside parties working papers of the Commission and its meetings, except where these are published documents; 

· Not occupy paid party political posts or hold particularly sensitive or high-profile unpaid roles in a political party; 
· Subject to that, part-time Members are free to engage in political activities, provided that they are conscious of their general public responsibilities and exercise a proper discretion, particularly in regard to the work of the Commission; 
· On matters directly affecting the work of the Commission, Members should not make political speeches or engage in other political activities; 

Procedure for Commission Meetings

The Chair appoints the advance dates of the monthly Commission meetings in consultation with the Commission Members. These tend to be held on the first Monday of each month and generally start at 10.30am with a finishing time of approx 5pm. Business items including matters for decision are covered during the morning and early afternoon session. The rest of the day is given over to a thematic discussion, subject matter agreed in advance, and no minutes are taken during this session. 

Commission meeting minutes for the business items are usually written in a format that does not provide detailed reporting of the discussion and does not disclose individual views. All Commission meeting minutes are available for public view as they are published on the Commission’s website.

Agenda Items

A draft agenda is agreed by the Chair in advance of the Commission meeting. This is emailed to the Commission Members by the Executive Assistant (EA) who will invite feedback on any other agenda items that they wish to be added. The EA will consult with the Chair before a final agenda and any accompanying papers are emailed to Commission Members 7 days in advance of the Commission meeting. The minutes of the previous month’s Commission meeting are also emailed at this time.  Hardcopies of all papers are posted to the Commission Members to save on printing costs at home.  No changes to the agenda will be made after this time, thus any additional business items or matters for decision that crop up in the interim will be discussed under Any Other Business (AOB). 

For each Commission meeting there are a number of standing agenda items. Where there are four appointed Commission Members a quorum is the Chair and two members of the Commission. Disclosure of conflict of interest is requested at the beginning of each Commission meeting in relation to any agenda items. 
Post Commission Chair/ Staff Interactions 

In order to maximise efficiency and to keep all staff fully informed with decisions made at Commission meetings, the Chair will meet with staff to provide an update. This meeting generally lasts 1 hour and ideally takes place within 7 days 
of the Commission meeting having been held. Appropriate dates are arranged in advance by the EA. This meeting also provides staff with an opportunity to raise any issues of concern or questions that they may have. The meeting is held on an informal basis to allow interaction and no minutes are taken.

Interaction with Staff

The Commission Members and the staff team should work together in a way that:

· Demonstrates mutual respect; 

· Draws on their respective skills, knowledge and perspectives; 

· Ensures sharing of information about the Commission and the context in which it operates; 

· Recognises the clear separation between governance and management roles and responsibilities; 

· Enables an active and ongoing dialogue about the Commission’s current performance and future direction; and 

· Identifies opportunities and risks, maximises performance and enables learning and development. 

Role of the Executive Assistant 
Contact details: 
Sharon Barbour

                          
sharon.barbour@scottishhumanrights.com
                          
Tel: 0131 244 3550



Works Monday – Wednesday 09:00 – 17:00 and Thursday 



to Friday 10:00 – 14:00
The Executive Assistant provides ongoing administrative support to the Chair of the Commission and the Commissioners. The EA will liaise with Commissioners as appropriate and be their first point of contact. The EA is responsible for the administration of the monthly Commission meetings. This includes booking the meeting room, organising the catering and acting as Minute Secretary. In the absence of the EA these duties will be fulfilled by either the Business Manager or Finance Assistant. 
The EA is responsible for answering any incoming calls and enquiries to the Commission and will forward the details of any phone messages or email enquiries which are for the attention of Commissioners. The EA will also forward by post or email any incoming correspondence for Commissioners which can include invitations to attend specific events and will respond to such invitations on their behalf. The hello@scottishhumanrights.com email address is made available as a contact address on Commissioner profile pages on the Commission’s website. The EA forwards any emails received for Commissioners to Commissioners.
Continuing Professional Development (CPD)
Continuing Professional Development is vital to the success of a Commission Member and the Commission as a whole. Commission Members are supported to undertake continuous professional development so that they may effectively perform their duties. A budget for CPD is set each year to which Commission Members and staff can apply. Applications to this fund in excess of £800 per person per annum will not normally be considered unless there is significant added value to the Commission in addition to the individual. Applications are considered on merit and are on a first come basis. If a Commission Member wishes to participate in CPD they should contact the EA to check budget availability and to obtain the relevant application form to be completed in full by the Commission Member and returned to the Business Manager and  Chair for consideration and authourisation. Once authourised booking arrangements will be completed by the EA. 
Performance Appraisal

The Chair of the Commission is responsible for the performance appraisals of the Commission Members and meets annually with Commission Members to complete the appraisal. Prior to such meetings the Chair completes and provides the Commission Member with a performance appraisal form. Each Commission Member then completes the performance appraisal form with responses to the Chair’s appraisal. Performance appraisals are conducted against the duties and roles as specified in 
Commission Member appointment contracts and against the standards outlined in this Handbook. After the appraisal meeting the Chair and the Commission Member then agree the final completed performance appraisal 
form. The form, including the Chair’s comments and those of the Member,  is then  submitted by the Chair to the Scottish Parliament Corporate Body. A copy of said form is kept on the record of the Commission and is accessible to the Chair and the Commission Member.
The Chair is subject to annual performance appraisal by an independent evaluator appointed by the Scottish Parliament Corporate Body. The Chair’s appraisal includes scrutiny of audit reports, annual accounts, operational and strategic reports and the Commission’s annual report and any other reports as requested by the independent evaluator. The Chair meets with the independent evaluator each year. A report is prepared by the independent evaluator which the Chair has an opportunity to see and comment on. The report and any Chair comments on the report is submitted to the Scottish Parliament Corporate Body. 

Travel & Expenses

During the course of their duties, Commission Members may occasionally be expected to undertake travel, including occasional overnight stays. All travel and accommodation bookings will be made by the EA using the corporate credit card. Travel will be by standard class only. Commission members should retain receipts for any expenses incurred during the course of their duties and submit their expense claim forms direct to the Allowances Office at the Scottish Parliament. Any questions relating to expenses should be directed to a member of the Travel & Expenses Team from the Allowances Office. 
Appendix 1: Six Principles of Good Governance

The Good Governance Standard for Public Services the Independent Commission on Good Governance in Public Services 2004.

Good governance means focusing on the organisation’s purpose and on outcomes for citizens and service users 
· Being clear about the organisation’s purpose and its intended outcomes for citizens and service users.

· Making sure that users receive a high quality service. 

· Making sure that taxpayers receive value for money. 

Good governance means performing effectively in clearly defined functions and roles 
· Being clear about the functions of the governing body. 

· Being clear about the responsibilities of non-executives and the executive, and making sure that those responsibilities are carried out. 

· Being clear about relationships between Commissioners and the public. 

Good governance means promoting values for the whole organisation and demonstrating the values of good governance through behaviour 
· Putting organisational values into practice. 

· Individual Commissioners behaving in ways that uphold and exemplify effective governance. 

Good governance means taking informed, transparent decisions and managing risk 
· Being rigorous and transparent about how decisions are taken. 

· Having and using good quality information, advice and support. 

Making sure that an effective risk management system is in operation. 
Good governance means developing the capacity and capability of the governing body to be effective 
· Making sure that appointed and elected governors have the skills, knowledge and experience they need to perform well. 

· Developing the capability of people with governance responsibilities and evaluating their performance, as individuals and as a group. 

· Striking a balance, in the membership of the governing body, between continuity and renewal. 

Good governance means engaging stakeholders and making accountability real 
· Understanding formal and informal accountability relationships. 

· Taking an active and planned approach to dialogue with and accountability to the public. 

· Taking an active and planned approach to responsibility to staff. 

· Engaging effectively with institutional stakeholders. 

Appendix 2: The Seven Principles of Public Life 

(originally published by the Nolan Committee)
Selflessness 
Holders of public office should act solely in terms of the public interest. They should not do so in order to gain financial or other material benefits for themselves, their family, or their friends. 

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

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

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

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

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

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

The Committee on Standards in Public Life was established by the then Prime Minister in October 1994, under the Chairmanship of Lord Nolan, to consider standards of conduct in various areas of public life, and to make recommendations. 
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