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TERMS OF REFERENCE – METHIL AND BUCKHAVEN NEIGHBOURHOOD BOARD
The Role of the Neighbourhood Board
The Methil and Buckhaven Neighbourhood Board brings together the community, private and public sectors to devise and agree, a shared vision for the future growth of the area.
The Board, working with the local authority, is responsible for producing a 10-year Plan for their area, setting out the activity that will be pursued to achieve the three strategic themes of the programme: 
· thriving places 
· stronger communities 
· taking back control
The Neighbourhood Board will lead on the development and delivery of the Methil and Buckhaven Pride in Place Plan.  As noted, the Board will work in partnership with local people, their respective MP and local authority to develop the Plan for their local area and how to align the funding provided by the government to ensure the expected outcomes of the plan are achieved.
Remit
The Neighbourhood Board’s remit is to:
· Define the vision and set the strategy for Methil and Buckhaven
· Develop and agree an evidence-based Pride in Place Plan for the Methil and Buckhaven, that draws on available data and extensive input from all parts of the community.
· Develop Investment Plans that cover the ten-year period of funding (over 3 investment periods), which define the activity to be undertaken to achieve positive outcomes for the neighbourhood.
· Ensure that any investments undertaken fully align with the priorities agreed in the Plan
· Review and monitor progress of the Plan.
· Maintain consultation and engagement processes on an ongoing basis to ensure new priorities are captured.
· Co-ordinate resources, attract other investment and influence relevant stakeholders who can assist in achieving the Plan objectives.

Membership
Membership of the Neighbourhood Board shall comprise the following:
· A chairperson, independent of the local authority and not holding an elected position in any tier of government
· The local MP
· The local MSP
· Two ward councillors
· [bookmark: _Int_w36DstdW]Community leaders, organisers and activists, business people, residents and those with a strong connection to the Methil and Buckhaven area.
The balance of elected representatives on the Board shall not exceed one third of the membership.
Quorum
The quorum for meetings of the Neighbourhood Board will be 8 members present.
Members may identify substitutes able to attend in their absence, subject to approval by the Chair, to ensure continuity of the Neighbourhood Board’s business.
If a quorum of members of the Neighbourhood Board is not present within 15 minutes of the published start time, the meeting will be adjourned to a date and time to be agreed with the Chair.
During a meeting, should the number of members of the Neighbourhood Board in attendance fall below the number required for a quorum, the meeting shall be adjourned to a date and time to be agreed with the Chair.
Terms of Appointment 
[bookmark: _Int_Caryp7R9]Members of the Neighbourhood Board will be appointed for the duration of the initial Pride in Place 4-year Investment Plan, in the first instance. However, the Chair may decide to appoint additional Members during the period of the Pride in Place Plan in consultation with Fife Council and the local MP.
Elected representatives will serve in their elected capacity with their ongoing membership determined by their elected position.
Membership is on a voluntary, non-paid basis, and will require the member to complete a Register of Interests Form, in the agreed format. This will be held by the secretariat and will be reviewed on a yearly basis. The onus is on members of the Board to update the register as and when required.
Resignation by a Member must be made in writing to the Neighbourhood Board Chair.
The Chair may choose to appoint a Vice Chair. 
The role of the Chair is to: 
• Lead the Neighbourhood Board to achieve its objectives, maintain an overview of activity and champion and support partnership working in relation to the Pride in Place Plan. 
• Ensure that the Neighbourhood Board operates in line with the agreed Terms of Reference
• Ensure that decisions of the Neighbourhood Board are aligned to good governance principles. 
In the absence of the Chair, the Vice Chair will assume the Chair’s responsibilities.
Duties of the Chair 
· Determine that the meeting is properly constituted and that a quorum is present.
· Manage the business of the meeting and preserve order. 
· Confine discussion to the scope of the meeting and the business to be considered. 
· Determine whether any proposed motions and amendments are in order.
· Determining if additional business, not published on the agenda is legitimate.
· Calling a vote on an issue when required
· Using a casting vote as required and declaring the result.
· Closing the meeting

Secretariat 
The secretariat function to the Neighbourhood Board will initially be provided by an officer from Fife Council, the Board may take a decision to put in place a Project Manager and Project Support Officer who would then assume this role.
Attendance 
Members should endeavour to attend all Neighbourhood Board meetings. If unable to attend, members will submit their apologies in advance to the Secretariat. Council Services, partner organisations of the Council and external organisations may attend meetings with the approval of the Chair. Other attendees may include external consultants who the Board decides are necessary to provide advice and support to progress aspects of the Plan.

Meeting Procedures 
The Neighbourhood Board will publish membership and governance arrangements (including minutes of meetings and action points) online, on a dedicated Methil and Buckhaven Neighbourhood Board web page. The distribution of minutes and action points in other formats will be at the discretion of the Board and should aim to achieve the maximum coverage locally and ensure those who are not digitally connected can also engage.
The Neighbourhood Board will meet, as a minimum, at quarterly intervals, but this can be increased as required depending on the level of activity and the need to achieve deadlines or specific outcomes. (also see Subgroups section below)
The agenda and papers for meetings shall be approved in advance by the Chair, and these should be made available to all members at least 5 working days in advance of the meeting.
Late reports/items can be added at the discretion of the Chair. 
Draft minutes shall usually be published within 10 working days of the Board meeting and be approved by the Board at the subsequent meeting. The approved minutes should then be published as soon as possible thereafter.
Private or Confidential Reports
Where it is determined that a report should be confidentially discussed, the Chair will request that non-Board Members leave the room for the duration of the discussion.
Decision Making
Decision making shall normally be reached by general agreement of the Members present and as determined by the Chair, where a consensus is not possible; voting shall be by a show of hands, with all members having one vote. Any decision of the Board is by a majority of members, where this is tied; the Chair will have the casting vote. 
Online Meeting Arrangements
Arrangements will be made to offer hybrid or fully online meetings of the Neighbourhood Board where this is possible.

Roles and Responsibilities of Members 
· Members will be prepared for meetings and actively participate in discussion, decisions, and agreed actions. 
· Will act with respect and equity and recognise and value differences in experience and attitude at all times, helping to establish trust across the Board and recognise that diversity of views will lead to the outputs of the Board being the best they can be. 
· Will be strategically focused and contribute positively to discussions and to work with other members to achieve consensus and take important decisions.
· Will contribute their experience and expertise to discussions and decisions to achieve good, workable solutions. 
· Will ensure that the Board, in leading and driving change, remains action orientated and focused on outcomes, recognising the importance of measuring and evaluating the progress of impacts and being accountable. 
· Will be involved in consultation events and other activities that support the objectives of the Board
Sub-Groups 
[bookmark: _Int_wKdKuFTT]The Neighbourhood Board, or Chair, may establish sub-groups to allow specific focus where activity will be supported by particular expertise and experience. These sub-groups shall have a specific remit and period of operation to oversee or undertake a task; reporting from sub-groups will be directly to the Neighbourhood Board. 
Membership of a sub-group shall not necessarily be limited to the members of the Neighbourhood Board: non-members may be appointed to a sub-group by the Chair.
Code of Conduct/ Conflict of Interest
Members will adhere to the spirit and the guidelines of the Code of Conduct statement document. Members will adhere to the spirit and the guidelines of the Conflict-of-Interest statement document. 
Complaints Procedure 
If a Neighbourhood Board member’s conduct falls short of that expected and is in breach of the Code of Conduct, the Board may agree upon a resolution to remove or sanction that member by removal of voting privileges. Such complaints are to be made to the Secretariat of the Neighbourhood Board. This may only occur when: 
· The Board member has been given 14 days’ notice in writing of the meeting of the Board at which the resolution will be proposed and the reason why 
· and the Board member has been given a reasonable opportunity to make representations to the meeting in person and/or in writing. 
These representations shall be considered by the other Board members, and their decision will be confirmed in writing. There shall be no right of appeal against such a decision. 

External Complaints
Members of the public may submit complaints about our services at any time. Each complaint is acknowledged, reviewed impartially, and handled in line with confidentiality requirements. Outcomes are communicated clearly, and appropriate actions are taken where necessary.
If the matter is not resolved to the complainant’s satisfaction, guidance will be provided on escalating the issue to an independent review or the relevant authority.

Review Terms of Reference
These terms of reference should be reviewed after the first year of operation to ensure they meet the requirements of the Board, in providing adequate governance advice. Review thereafter will be at the discretion of the Board but should be responsive to any advice and updates from the MHCLG relevant to the Pride in Place approach.
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