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Official documents and procedures 
 
 
Summary: 
 
 

In 2010, the Agency Board established an annual review of all official 
documents and procedures that come to the Board for review/or 
approval on a regular basis.   
 
The purpose of the annual review is to ease the process of governance 
through the Board seeing all documents at one meeting, rather than at 
individual meetings.   
 
This report provides the Board with an update on official documents and 
procedures and seeks approval where necessary.  
 

Risks: This report intends to mitigate any risk of governance by the Board being 
undermined or challenged, by keeping all official documents and 
procedures up to date. 
 

Financial 
Implications: 

N/A 

Staffing 
Implications: 

N/A 

Environmental and 
Carbon Impact: 

N/A 

Purpose of the 
report: 
 

For information and approval 

Report Author: 
 

Allan Reid, Clerk to the Board 

Appendices: None 
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Official documents and procedures 

 
 
1. Introduction 
 
1.1 To ease the process of governance, the Agency Board established an annual review of 

all official documents and procedures formerly approved by the Board on an irregular 
basis.  This report provides the review for 2014.  No review was undertaken in 2013 due 
to changes in personnel.  An indication of the status of each document is given, together 
with the details of any review, if necessary.  

 
1.2 The report presents a list of all pertinent official documents and procedures together with 

an explanation of the purpose and current status of each document.  Some of the 
documents are formal and, indeed statutory in nature and others have been developed 
following a request from the Board or Chairman.  The information presented below 
follows the same pattern as that provided in 2012 but may prove particularly beneficial 
Agency Board members who have joined since that time. 

 
2. Official documents and procedures 
 
2.1 Standing Orders – the purpose of the Standing Orders is to provide rules for the way in 

which the Board should operate.  SEPA’s Standing Orders were approved by the Board 
on 12 February 2013.  A further formal review will be carried out after a two year 
anniversary.  

 
2.2 Code of Conduct - the Code is a requirement of the Standards Commission of Scotland 

and sets out rules of conduct for members of the Board.  SEPA's Code of Conduct, 
based on the model code provided by the Standards Commission, was approved in June 
2014.  Scottish Government’s Public Bodies Unit approved SEPA’s Code of Conduct on 
4 July 2014 and required SEPA to place this information on its web-site. .  Given this 
recent revision and approval, it is unlikely that SEPA’s Code of Conduct will need to be 
revised in the near future, unless advice comes from the Standards Commission that a 
change is necessary.  

 
2.3 Terms of Reference of the Audit Committee – the terms of reference of the Audit 

Committee were last revised and approved in April 2014.  The next formal review is 
scheduled to take place at a two year anniversary (April 2016) and will be done in 
consultation with the Committee Chairman and members. 

 
2.4 Board members’ representation of SEPA at meetings and events – this policy and 

procedure presents an opportunity for Board members to represent SEPA at external 
meetings and events, in the capacity as a speaker and/or a delegate, and was approved 
by the Board in November 2010.  A formal review of this procedure will be undertaken 
during 2015.  

 
2.5 Policy and procedure for Board members claiming expenses – the procedure was last 

revised and approved in April 2012 and is still current. A further review will not be 
undertaken until a reasonable period of time has passed, most probably in November 
2015, unless any changes in rates or allowances are applied by SEPA in the interim.  
Board members are reminded, however, that it is good practice to return expense claims 
in a timely manner. 

 
2.6 Board members role and procedure in concerns raised by whistle blowing – this 

document outlines the role of the Board in dealing with concerns raised with the Board 
through the whistle blowing policy and the procedure the Board will follow where a 
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member is designated as a “prescribed person”.  It was updated in 2014 and changes 
were made to the Board members designated as a “prescribed person”.  It is scheduled 
to be reviewed by the organisation in 2015 to ensure its continued validity. 

 
2.7 Procedure for dealing with allegations of failure by Board members to comply with the 

SEPA Code of Conduct – SEPA Board members are subject to the SEPA Code of 
Conduct and SEPA Standing Orders in matters of conduct and discharge of their SEPA 
duties.  This procedure outlines how allegations of misconduct or failure to carry out 
duties will be investigated.  It was approved by the Audit Committee in June 2010 and a 
further review will be undertaken during 2015. 

 
2.8 General Scheme of Delegation – the Scheme of Delegation to the Chief Executive 

(incorporating matters reserved to the Board) was last revised in July 2011 and a further 
review will be undertaken during 2015 following the final approval of the Framework 
Document, which is expected to have Ministerial sign-off in December 2014. . 

 
3. Recommendations 
 
3.1 The Board is invited to note the report.  
 
 
Allan Reid 
Clerk to the Board 
 
12 November 2014 
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