Cardiff and Vale Area Planning Board Memorandum of Understanding

Including Terms of Reference, Membership, and Roles and Responsibilities

Aim of the APB

The aim of the Cardiff and Vale Area Planning Board is to bring together representatives of the responsible authorities, and organizations who share the responsibility of developing, delivering, and improving, efficient and effective substance misuse services across Cardiff and the Vale of Glamorgan to pursue the objectives of the APB. 

Objectives of the APB 

· Develop partnership working arrangements at a regional level 

· Strategic management of the financial resources used to commission and provide substance misuse services

· Ensure that the Core Standards for Substance Misuse and other relevant standards are embedded in all service planning and delivery systems with appropriate arrangements in place for performance management and review. 

· Improvement planning to respond to the audit, and performance assessment of commissioned services for substance misuse. 

· Ensure all funded services form part of an integrated care pathway based upon national guidance 

· Monitor the impact of the Welsh Assembly Government’s Substance Misuse Strategy across Cardiff and the Vale. 

· Ensure that arrangements are in place to receive, consider and act on performance management data.

· Identify the breadth of substance misuse issues where working on a regional basis will be cost effective and provide a better platform for engagement with service providers or users.

 Membership of the APB

Membership of the APB is to consist of:

	Organisation
	Members 

	Local Health Board 
	Dr Sharon Hopkins, Director of Public Health &

Director of Primary, Community and Mental Health Services (Interim) 

(Chair)

	Cardiff Local Authority
	Sarah McGill – Executive Director ()

	Vale Local Authority 
	Alun Billinghurst – Head of Public Protection

	Cardiff Elected Member
	TBC

	Vale Elected Member
	TBC

	South Wales Police – Eastern Division
	Ch. Supt. Belinda Davies – Divisional Commander (Eastern Division)

Ch. Supt. Joe Ruddy – Divisional Commander (Central Division)



	Wales National Probation Trust
	Peter Greenhill – Head of Local Delivery (Cardiff and Vale)

	National Offender Management Service (NOMS)
	Eryl Drew – Substance Misuse Policy Lead

	Social Services - Adults
	Sian Walker – Executive Director (Health and Wellbeing)

	Social Services – Children and Families
	TBC

	Third Sector
	Kevin Rahman-Daultrey, Cardiff Third Sector Council

	APB Delivery Group Chair
	Rotational

	Welsh Government
	In attendance

	APB Support Team
	In attendance


The role of APB members

APB members are expected to:

a) Contribute to the implementation, monitoring and evaluation of the Area Planning Board work programme, commissioning strategy, and any related action plans.

b) Show commitment to working towards the priorities set out in the All Wales Substance Misuse Implementation Plan

c) If required, act as a ‘champion’ or lead on a given area of activity.

d) Be an active link (which includes communication and reporting) between the APB and the member’s organisation.

e) Be active ambassadors for the APB.

f) Promote equality of opportunity in the work of the APB and constructively challenge discriminatory practice.

g)  Represent their organisation at board meetings.

h)  Contribute to meetings in accordance with such authority or delegation as is given to representatives by their organisations.
i) Contribute to the APB by participating in personal learning and development and activities and engaging in any performance management system that the APB decides to use. 

Chairperson and Vice-Chairperson of APB

a) A Chairperson and Vice-Chairperson shall be elected annually from amongst the members of the APB. The Chairperson and Vice-Chairperson are required to be senior representatives of one of the Responsible Authorities. 
b) The Vice-Chairman is responsible for the duties of the Chairperson in his/her absence and should report all developments to the Chairman.
Role of the Chairperson of the APB

The Chairperson of the APB is expected to:

a) Chair the APB meetings in an impartial and inclusive manner and ensure that its business is conducted properly.

b) Ensure that all participants are fully involved and encouraged to contribute to discussion at the APB meetings.

c) Ensure that meetings of the APB are planned and run effectively in an open and transparent manner and are guided by the APB aims and objectives.

Nominated substitutes at APB Meetings

a) A member of the APB may nominate another person to attend a meeting in his or her place. The member must give notice to the secretariat providing details of the person nominated prior to the start of the meeting.

b) Any person nominated to attend APB meetings on behalf of a member must be authorised by his or her organisation to act on behalf of the member at APB meetings.

c) Information and papers relating to APB meetings will be expected to be made available by the secretariat to nominated substitutes. 

d) Nominated substitutes should not attend more than two consecutive meetings in the place of a member of the APB. 

APB procedures

Meetings

a) Decisions at all meetings of the APB will be taken by consensus wherever possible. A question may be decided by vote, in which case, a majority decision is required from those present and voting. In the case of an equal number of votes, the Chairperson will retain the casting vote.

 b) A member/ nominated substitute of the APB will cease to be a member upon:

· Notifying his or her resignation to the APB or

· Ceasing to be a member or officer of the representative organisation or

· The representative organisation giving written notification to the APB of the member’s withdrawal from the APB

· Failing to attend, without good reason and having sent an apology in advance, for three consecutive meetings of the APB. 

c)  Should the APB consider the need to review the membership of an individual representative or organisation, the member will have the right to be heard by the APB. Expulsion from the APB for good and sufficient reason must be supported by a two-thirds majority of those present and voting at the meeting. 
d) The APB will undertake a formal annual review of:

1. the membership of the APB 

2. the sufficiency of the constituent organisations / sectors represented on the APB. 
Notice and frequency of meetings

a) The APB will meet at least quarterly.

b) Any five members of the APB can call for a special meeting. Such requisition, made to the secretariat, must specify the nature of the matter requiring consideration and the notices summoning the meeting must contain details of the matter to be discussed. The meeting must be notified to members by the secretariat and must take place within 21 days of its notification. 

Agenda

a) The secretariat (APB Support Team) will email all members at least 3 weeks in advance of the meeting to request details of any matter they wish to be included on the agenda.  Members should respond with any items within 1 week of email notification.

b) The chairperson should approve the agenda in advance of it being issued. 

Administrative matters

a) The agenda and related papers will normally be circulated by email 7 days in advance except in cases of urgency when 3 days notice will be given.

b) Minutes of APB meetings will be taken by the secretariat and will be agreed at the following meeting. 

c) Minutes will include a list of those attending and of apologies received along with decisions made and actions arising.

d) Minutes will be made available to the wider community, in appropriate and accessible formats. It is noted that there maybe exceptions to this depending on the nature of discussion.  

Information Sharing

a) Sharing information is part of good communication and is vital to the delivery and planning of substance misuse services. The APB should develop or adopt an existing information sharing protocol covering the use of both depersonalised and personalised data. The latter will be particularly pertinent in the development of integrated care pathways. N.B.  The Department of Health has produced a code of practice for NHS staff that addresses confidentiality issues. Voluntary and private drug and alcohol treatment services may also find this code useful to inform their own policies. The document ‘Confidentiality: NHS Code of Practice can be found on the Department of Health website at www.dh.gov.uk
b) Members of the APB and any subgroups are required to comply with the law governing the sharing of information in relation to the reduction of crime and disorder, namely regulations made under section 17A of the Crime and Disorder Act 1998.
Quorate meetings

For APB meetings to be quorate at least one third of the current members must be present.  

Dealing with disputes

a) The APB will consider any concerns or criticisms that a member may have in relation to the role or functioning of the APB and it will be within the discretion of the APB to resolve any issues by consensus and if appropriate by majority vote.

b)  The Welsh Assembly Government may, in exceptional circumstances, determine appropriate action in relation to outstanding issues which have not been resolved by the APB under paragraph (a) above. 

Financial / management arrangements

a) The APB will be required to nominate one of the Responsible Authorities to administer specific funding streams on its behalf.

b) The APB will be allocated the top sliced LHB funding for substance misuse services and the SMAF capital and revenue budgets. Agreement on all expenditure will be decided by the APB, under the advisement of the APB Delivery Group. 

c) Other Budgets will be held by stakeholders and pooled as appropriate.  

Accountability Arrangements of the APB

a) The Responsible Authorities, as members of the APB, will be held to account for the progress of the work of the APB through their own organisational performance management frameworks.

b) The Chairperson of the APB will retain responsibility for the governance arrangements of the APB. 

c) The Chief Executive of the Health Board will be accountable for adhering to the NHS performance management framework and will retain responsibility for clinical governance.  

d) Community Safety Partnerships as an entity will remain responsible for reporting on the statutory KPIs already in existence for substance misuse services. 

e) The APB will report to the Minister for Health and Social Services through the Welsh Government Substance Misuse Branch. 

17. Equality

The APB must, in undertaking its aims and objectives, be committed to fair and equal treatment, in accordance with the law and recognising the value of diversity. 

Advisors and staff

a) Papers produced for the purposes of the APB shall be made available by the secretariat to the:

(i) The APB Support Team Manager, who:

· can contribute to meetings

· will be expected to advise on the considered direction of the APB

(ii) Advisors (Welsh Government)

b) The APB Support Team Manager and / or Welsh Government Advisors will:

· Advise Responsible Authorities and their partners on the development and implementation of their local / regional commissioning strategies; including the development of service specifications, costings and performance monitoring indicators.

· Provide advice on planning, performance and resource management issues including performance against the new core standards and the Key Performance Indicators for substance misuse. 

· Advise on good practice. 

· Review and monitor the progress of the APB in the delivery of the Welsh Government Substance Misuse Strategy. 

· Work with partners to ensure compliance with the reporting requirements of the WNDSM and the TOP; this includes identifying data quality issues and facilitating resolution. 

· Advise partners, senior management and Ministers on the resolution of performance issues. 

Subgroups


a) It is appropriate for the APB to set up sub groups to consider areas of interest within the remit of the APB. The objectives and life span of any sub group should be recorded in the APB minutes. 

b) Specific sub groups should have an agreed mechanism to report back to the APB, the outcomes of which can then be recorded within the APB minutes. 

c) Any subgroup established by the APB must comply with the provisions of this memorandum of understanding except where otherwise provided.

Membership of Subgroups

a) Membership of each subgroup shall include wide representation from the agencies that can provide expertise or have specific work or personal interests in the subgroup’s area of work including, where appropriate, disadvantaged or hard to reach groups.

b) Each subgroup will appoint a chairperson and vice-chairperson from amongst its members.  If this group is a standing sub group this will be undertaken annually. In the case of task and finish groups this will be agreed at the commencement of the task and finish group. 

c) In the event that a subgroup member is unable to attend a meeting, the member should ask an appropriate substitute to attend in his/her place.

d) A member of each subgroup may, by prior agreement with the chairperson, invite non-members to attend meetings to provide information and/or guidance on specific issues.

e) Sub groups will work towards having appropriate service user, carer and family representation at regular meetings or special events.

Meetings

a) Each subgroup will meet at least four times per year at regular intervals.

b) Meetings will be held at suitable times, and at venues which are accessible and comply with the requirements for the Disability Discrimination Act.

c) Additional meetings may be arranged as necessary with the prior agreement of the Chairperson.

d) The Chairperson will determine the agenda for the all meetings. 

e) Minutes will be made available to the wider community, in appropriate and accessible formats. It is noted that there maybe exceptions to this depending on the nature of discussion. 

Reporting Procedures

a) Each subgroup will report back to the APB as agreed on inception of group

b) The Chairperson may attend meetings of the APB as and when appropriate to report on any specific matters arising.

Review of this memorandum of understanding 

a) This memorandum of understanding will be reviewed and updated by the APB at least annually.

b) Any APB or subgroup member can make proposals to the APB regarding proposed changes to the memorandum of understanding at any time. 

c) The APB will agree by majority on any changes to this memorandum of understanding.
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Roles and Responsibilities

APB 

To oversee and programme manage the following workstreams: 

Governance, accountability and scrutiny

· Ensure that the work programme and business processes for substance misuse are consistent with those of the member agencies of the board.

· Ensure that the decision making processes for the board are transparent, based on robust evidence, and are open to scrutiny.

· Maintain the confidence of member agencies in the capacity of the APB to deliver the substance misuse agenda on their behalf

· Ensure that the quality and governance arrangements of APB commissioned services are of a consistently high standard

· Oversee the communications programme for the APB as a means of delivering assurance on the board’s business processes and procedures.

· Ensure that the national core standards for substance misuse relevant to APB governance, accountability, and conduct are achieved and sustained.

· Manage the membership and attendance of the board, ensuring that the APB is effectively represented at regional and national groups.

Performance 

· Maintain oversight of performance against national and local key performance indicators, and targets using the principles of Results Based Accountability (RBA)

· Consider the options and advice of the APB delivery group, to agree courses of action to address and improve poor, or insufficient, levels of performance

· Promote and share the achievement of high levels of performance; both across Cardiff and the Vale, and at a national level

· Consider and act upon issues of performance within the wider public services sector that may have an impact on substance misuse

· Ensure that member agencies and partnerships are sighted on the performance of substance misuse as a priority area of service at a strategic level

· Receive and consider a strategic performance report at each meeting

Finance

· Maintain oversight of all the APB responsible funding streams

· Ensure that financial governance frameworks are satisfactory to all partner agencies

· Consider the broader impact of APB financial allocations on mainstream service provision, and strategic direction.

· Consider and agree the prioritisation of APB-funded areas of service, to inform the commissioning and financial allocation responsibilities of the APB Delivery Group

· Consider and approve annual spending plans, on the advice and recommendations of the APB Delivery Group

· Facilitate better and more integrated service development between APB funded services, and other partnership and member agency funded services.

· Receive and consider a financial statement and report at each meeting

Progress and delivery

· Maintain oversight of delivery across the APB work programme

· Oversee the strategic integration of the substance misuse agenda within the work programmes of agencies across Cardiff and the Vale.

· Oversee the strategic integration of the substance misuse agenda across the multi-agency partnerships in place across Cardiff and the Vale.

· Consider the impacts of the wider health, social care, public service delivery and criminal justice agendas on the work of the APB, and identify opportunities for more effective, or more efficient delivery in the broader context of public services and partnership working

· Consider the longer term strategic direction for substance misuse to inform current or shorter term service development

· Consider and agree the annual substance misuse work programme at the start of each financial year

· Regularly consider and review the identification and management of risks to the delivery of the work programme

· Ensure an effective interface between the delivery of the APB work programme and the mainstream delivery of other partnership and member agency agendas

· Receive and consider a progress and delivery report at each meeting

APB Delivery Group

· Managing and overseeing the operational delivery of the APB work programme

· Implementing the Board’s decisions around scrutiny, governance and assurance across the APBs responsibilities

· Considering, preparing, and presenting for board approval, resource allocation schedules to deliver the APBs objectives

· Commissioning the development of new services, and redesigning existing services

· Overseeing the performance monitoring and performance management of APB responsible services

· Ensuring the quality, governance and adherence to standards of APB funded services

· Identifying, managing and mitigating emerging risks to the delivery of the APB work programme

· Overseeing the operational interaction of substance misuse with other agency and partnership agendas

· Reporting to the APB against each of its work streams

· Managing the network of working groups, forums and task and finish groups

Working Groups

· To be responsible for a specific strand of the APB work programme

· To report on progress to the APB delivery group

· To ensure comprehensive and appropriate engagement from relevant stakeholders

· To ensure that progress is in line with the overall strategic direction of the APB

· To apply the principles of RBA to quantify progress and delivery

· To maintain oversight of risks to delivery, and to advise the APB delivery group of current or emerging risks, and options to reduce, or eliminate those risks

Task and Finish Groups

· To be responsible for delivering a specific element or outcome from the APB work programme

· To report on progress to the APB delivery group or one of its working groups

· To ensure comprehensive and appropriate engagement from relevant stakeholders

· To ensure that progress is in line with the overall strategic direction of the APB, and in line with the specification for the specific task.

· To apply the principles of RBA to quantify progress and delivery

· To maintain oversight of risks to delivery, and to advise the APB delivery group or working group, of current or emerging risks, and options to reduce, or eliminate those risks

· To ensure appropriate exit strategies, and evaluation mechanisms are in place to provide closure to the specific task.
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